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Officetof the City Attomey

Cj# Manager/Directdr of Public Safety

Departmental General Order ADM-448
Norfolk Police Department

Subject: Report Management

Office of Preparation: Strategic Management Division

Supersedes:
1. G.0. 90-006, dated October 23, 1990
2. Memo 90-19, dated January 31, 1990
3. Memo 90-62, dated March 30, 1990
4. Any previously issued directive conflicting with this order

Related Documents:

1. G.0. ADM-370: Leave
2. G.0. ADM-399: Allocation of Personnel
3. G.0. OPR-750: Field Command
4. G.0. PRE-90-020: Central Records Division
5. CALEA Standards Chapters 1 and 13
Order Contents:
L General Information
II. Management Information System
II. Administrative Reporting Program
Attachments:
1. PD 786, Daily Assignment Sheet
2. Arrest and Significant Events report
3. PD 670, Twenty-Four Hour Arrest Report
4. Twenty-Four Hour Summary Sheet
5. PD 598, Field Commander’s Daily Report

Bruce P. Marduis

Chief of Police
BPM/sm



Purpose:

The purpose of thisorder isto establish responsibilities for the collection, analysis and distribution
of general management information.

l. General Information

A.

The Central Records Division, being the repository of Departmental records (e.g.,
calls-for-servicerecords, offensereports, arrest reports, and Uniform Crime Reports)
will be responsible for the coordination and maintenance of a Departmental
Management Information System.

B. Central Recordswill utilize the services of the Operations AnalysisUnit and Systems
Development Unit in fulfilling these responsibilities.

C. All commands will participate in an administrative reporting program as outlined
herein.

. Management Information System

A. The Department’ s Management I nformation System is described asthose programs,
methods, procedures and processes utilized to collect, analyze, and disseminate
reliable information to be used in management decision making.

B. Central Records will ensure that the system includes:
1. statistical and data summaries of Departmental activities; and
2. an administrative reporting program.

C. For the purpose of the Management Information System, Central Records, at a

minimum, will maintain data regarding:

1. calls-for-service;
2. offense reports;
3. arrest records; and

4, Uniform Crime Reports.
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D. Through the use of the Management Information System, the Operations Analysis
Unit will provide for:

1 workload predictions,
2. the identification of manpower and other resource needs; and
3. budget preparation assistance.

I11.  Administrative Reporting Program

The Department’ s administrative reporting program will consist of the following reporting
processes:

A. Daily Reports

1 Dally Assignment Sheet (Attachment 1) completed by all divisions,
forwarded to the Chief of Police.

2. Arrest and Significant Events Report (Attachment 2) completed by Central
Records with input from all commands; forwarded to the Chief of Police.

3. Twenty-Four Hour Arrest Report (Attachment 3) completed by Central
Records with input from all commands; forwarded to the Chief of Police.

4, Twenty-Four Hour Summary Sheet-Offense Reports (Attachment 4)
generated by Information Systems; forwarded to the Chief of Police by
Crime Analysis.

5. Field Commander’s Daily Report (Attachment 5) completed by Central
Recordswith input from daily Field Commanders; forwarded to the Chief of
Police.
B. Monthly Reports

1 All commands will submit via the chain of command monthly reports
summarizing the following:

a principal accomplishments;
b. problems encountered that would hinder progress of any major
project;

C. budgetary trends,

d. matters of particular sensitivity; and
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e. any other matters felt to be significant

2. Monthly reportswill be submitted to the Chief of Police no later than the 1st
day of the succeeding month.

C. Quarterly Reports

1 All commands will submit quarterly reports summarizing their efforts on
assigned departmental and divisional goals and objectives.

2. These goal and objective quarterly reports will be submitted to the Chief of
Police by the 16th of October, January, April, and July.

D. Annual Reports

1. The Central Records Division will, each year, prepare an Annual Report for
the Norfolk Police Department.

2. All commands will submit information and statistics to the Central Records
Division for inclusion in the Department’s Annual Report.

3. Submissions are due in Central Records by February 1st of each year. The
completion date for the Annual Report will February 22nd.

4, All commands will also submit an annual summary report regarding their

assigned departmental and divisional goalsand objectives. Thesereportswill
be due in the Chief’s Office each July 16th.
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PD 786 Norfolk Police Department
Daily Assignment Sheet

Report of : Date:

Commanding Officer:

Title Name/ Control Number Assignment Time Remarks

Totals Assigned | Absent

Captain

Lieutenant

Sergeant

Corporal

Officer

Civilian

Total

Commanding Officer

Rev. 02/00 SMD Used By All Commands
G.O. ADM-448 Report Management Attachment 1 10/23/90



Inter Department Correspondence Sheet

TO: CHIEF OF POLICE o .
FROM: .. CENTRAL RECORDS DIVISION - WORD PROCESS CENTER
COPIES TO:
SUBJECT: ... ARREST AND SIGNIFICANT EVENTS FOR PAST TWENTY-FOUR HOURS

The attached Arrest Sheets are hereby submitted from the
Investigative Divisions for the past twenty-four hours.

During the past twenty-four (24) hours, the following

significant events were reported to the Word Process
Center and are hereby forwarded for your information.
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P.D. 670 TWENTY-FOUR HOUR ARREST REPORT
Felonies and Serious Misdemeanors

From ..o 0600 0. oo 0600 DiViSTON e et
(Date) (Date)
NAME'L " RACE SEX AGE HOME ADDRESS CHARGE PLACE OCCURRED ARRESTED BY | INVESTIGATOR |REPORT #
Remarks:
G.0.ADM-448 ReportManagement Attachment3 10/23/9(

5/8/80 Management and Support

.


Compaq_Administrator
Typewritten Text

Compaq_Administrator
Typewritten Text
G.O. ADM-448 Report Management                                              Attachment 3                                           10/23/90


PAGE 01

T
URS 09/26/90

wo
wT

0500 HOURS

JO8 NUMBER 20522

G.0O.ADM-448 ReportManagement Attachment 10/23/9(
- o - - -~ - ‘oa ~r - -’ - v - - A - - ad
. T T I S . ‘ . g
i ! | | i i
K i ! | |
: ; i ! ! | | ‘ i g
, | S | !
' i i i
R S g e Nt O 90, 2&‘3S.ﬁ%ﬂtﬁﬁ”f""‘"QR‘S.?EG'BSS‘SSS%?&SES:
D D N g A A R A R T
{1 AN MM AMAMAM 200 mmmmmmmmnm%mmm@mmmmmmmhm.mummnmmnm mmm;mmmmmmn [l i
e e e bl e e b Ll el e el el s e e e s e N Al el el e Ak i
Z 1 00000000000000000000000000000920D0CODO00DOO00O00RO0VODODO00CO00CD0ODOD
uoooooooooooooooooooooooooooooooooocogooobooobocogooccoooooooooooooooooo
oooaaooomm@aomomomoomomo»ooomomoomoom OO TP PR ROTFRC T RO CRTROF IR
i . b
: ] \ ; l ! ‘ i ! |
: i f | | ! i !
; '
nlNmmomo~o~~mco@thqmuQMNN¢~«b¢m0bumwm¢m Losmmmwwm:w~o~»¢¢¢~~unm~L~~¢hm~
a:m N OUNO r ~ OOMDINDDIMAPAINAL N Nnmﬁdﬁ NP OINPVN O P M AN NN
- l L | :
g'"‘NN‘N—"—'NJ-:NNNL‘NNM—‘M—dM—lHF‘ﬂH—QNN NNNNNN—‘L\JNN + ?JNNNNNNNNNNNNNN&NNNNNN
| : )
B T T
(-
Q]
o |
ul
v
4
ud
u
[T
(=
u!
O 1
t
Z
o
L
[
-«
O
a
r
X
o
=
3
>
| |
| |
i 1 i ] ‘ ! | | ?
|t t | i l : !
W [ | ! |
whun W I i ww !
zzz . XX ,gu
fromg - [ ddZ2Z |
[ TN YU TR | IRV, YO TS| TPIYT VEIVEITOITY SYIVULYY PRI TN IVOICUTTY VOO T R o (YT |
WUl < < OO VVLLOLULLVLVLULLVVLIVW OO ! !
[T o e B Yo DAAZTZTZIZZZ2ZR2ZZZ2Z TR Z T L) mird ! :
<0 DD L LI W WAL LU WD WL UL W &AW :
!ZJJJHHththUuDQODDDOQOQQDQDQQGDQD unu | :
) OCLL> > J ) IV T | i
i VNZ ZZ et 2D ) dmmmmmmwmmmhmmwmmwmmmm%zZ | |
B Al === AL U WU W WU WHUW LWL W SO0 O ! i
<twt::zzzwmmmooo&mmmmw&mmmmumwmmux&&uUZZ ! !
I L AR R R AR | |
H N 1
Z 1 QUi o s O O O O O O O (O T O 0¥ O Y O (Y OZ [, O O O DY OF O oo e D 3 3w 3 3o 3= 3= Bow 3w e 3o 3 e Do o e o 3or 3 D e D e 3o 9 BB > !
o012 o O O UL W > i e P P R e > R O I i O B R e e (- e R ZZZZZZ2ZZZ2ZZZZZIZZLZZIZZZIZZLZZZ |
Hl“mmmwwWJJJJ<bhJJJJJJJJJJJJJJJJJAJJJG dwuwwwwmwwuwwmwwwwuwwmwwmwmwwwwmw
- ALWWAODAA.A A ¥ OO OV OAVLVLOLIVVLVLVLVLBAVBIIVV VI VLIV OUVVLOULLIVOVVLLOLL LV LLLLLLLLLLLL
S R XSmRS SIRRaRIRISSNRRRY
EotDDcmmmmmmmqwmmmmmmmmmmmmmmmmmg mggm¢®44444444444444444444444444444444
[} | i 1 i ' !
d:olnunu|“|a|vn.|u|u-uonurnluoultnltohontullnronlululﬁlnuunuuuoncnnunun-
1 OF +FOO0OSCO~NMNMNOOOOOOOIODO OOOD OO OO meN MODO COVCOOLOOODO00BOCCDOOOROOCDO0
@.o~~~ooooooooooooooooooooooooooooooooooocoooooooocooooooooooooooooooooo
11 OO CONNNIMEA MMM N NN RN A AN NN N NN RIN N RN A MO A A M am @i M e mn M mm Mo mem me m e X
O 1 OO OOt it sttt omd v et NN N NI NN AT A AT TR AR N AN NN NN N NN AN NN AN N N IR N A
i I | I i
i X |
| : ) a o l k i
u ul, i i
! b= - i !
Q. Q. Q. | !
o X X t
| w w n : !
i o, b—‘ [ } !
! b Lod] o H
! < < -« ; |
i ! | ! !’

[P N S ]

Y AP Ul MY Ty 2o 0>



Compaq_Administrator
Typewritten Text
G.O. ADM-448 Report Management                      Attachment 4                                         10/23/90

Compaq_Administrator
Typewritten Text


AR e e e . ——— —— .

PD 598 FIELD COMMANDER’S DAILY REPORT
........................................................................ Platoon ceeeeeee-Relief M M
Field Commander Date
TIME OBSERVATIONS & ACTIVITIES
SPECIAL NOTATIONS:
G.0.ADM-448 ReportManagement Attachments 10/23/9(
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