Case / Incident Report Template
(This template can be used for Case Reports, Incident Reports, Probable Cause affidavits, 
administrative reports, etc.)
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Case Report Template Guidelines

General Rules:
· You may not want to use all of these subheadings in every report.  Just delete the ones that are not applicable before you save your document

· Get in the habit of using a template like this one for your reports in MS Word or similar word processing software.  Once completed, always save your completed report in this same format.  You can always copy and paste to other formats.

· If you find that you need additional subheadings, add them

· If you have less than 3 sentences under a subheading, incorporate those 1-3 sentences in another paragraph.  There is no need to have a subheading with just 1-2 sentences in it.

· Make certain that you do NOT type in all capital letters.  Make sure that your font in the narrative is all the same size (the exception would be the subheading itself.

Categories:
1. Predication – This is simply a 2-3 sentence paragraph that tells the reader what he/she is about to read.  Keep this very simple.
Example- On November 26, 2016, I conducted a traffic stop in Plainfield, Indiana.  The operator of the vehicle, John Doe, Plainfield, appeared to be intoxicated.  After conducting field sobriety tests and a chemical test, I arrested John Doe for operating a vehicle while intoxicated.

2. Reason for traffic stop- This short paragraph should simply explain the reason for your initial traffic stop.  If your case does not involve a traffic stop, then give this heading a new title and provide your justification for your initial investigation.

3. Initial Observations – This short paragraph should include the date, time, location, traffic violations observed, and brief suspect(s) information.
Example – On November 26, 2016, at approximately 2230 hours, Officer Dave Smith and I were on routine patrol in the town of Plainfield.  While I was driving my patrol car east on Main Street near the intersection of Brown Avenue, I saw a vehicle in front of me operating with no headlights.  It was well after dark, as legal sunset time for this evening was 2010 hours.  The vehicle, a 2014 Kia Sorento, Indiana License #00-000, was occupied by a driver and one passenger.  I initiated a traffic stop near on Main Street near the corner of Belleville Avenue, because the operator did not have his headlights on when required.  The operator of the vehicle stopped in front of Burger King, on Main Street.

After greeting the operator and advising him of the reason for the stop, the operator of the vehicle identified himself as John Doe, Plainfield, Indiana………….. (continue with observations)

4. Additional Traffic Violations - These should be listed in bullet-style, naming the violation and the appropriate statute number
Example-
· Operating motor vehicle without proper headlights		IC 9-00-00-0
· Operating motor vehicle without proper brake lights		IC 9-00-00-0(a)
· Operating vehicle left of center					IC 9-00-00-0(b)

5. Vehicle Pursuit – This section describes your vehicle pursuit.  Always include every detail of the pursuit, and include any/all information supporting state statute and department policies on vehicle pursuits (locations, speed, other erratic driving behavior, other units involved in pursuit, reason for pursuit, etc.) 

6. Foot Pursuit – Describe the foot pursuit.  Be descriptive and include every twist, turn and change of direction. Always include whatever verbal direction that you may have given your suspect and how many times that you had given it.

7. Arrest – This section should describe “When” and “How” your suspect or suspects were arrested and taken into custody.  You should have already explained the “Why” you made the arrest.  Be sure to include process of handcuffing and transportation.  Include in this paragraph the search incident to arrest and what evidence you may have found during that search.  If no weapons or items of contraband were found, explain that nothing was found.

8. Miranda Warnings and Questioning – This section should only be completed if you questioned your suspect for any reason.  If you are NOT doing this, then you should get in the habit of doing this every time.  Preface this by stating that you advised him/her of the required Miranda warnings.  Also describe HOW you advised them of such, and whether or not they understood their warnings and waived them.

9. Additional Witnesses and Statements- This paragraph must be completed if you have additional witnesses.  If you do not, then you can delete this subheading from your narrative.  If you do have additional witnesses, then you can complete this section in one of two ways.
a. Bullet Style – You can use a bullet style list of witnesses, only if these witnesses have completed a written voluntary statement that will be attached to your report.  Simply list the witnesses by name, address, DLN, DOB, and place of employment.
b. Numerical listing with summary of statement – If you have witnesses that you have interviewed (no written statement), then simply number and list these.  You can then summarize or paraphrase their statement in paragraph form.

10. Suspect Vehicle (and any evidence found) – If you conducted a search of the suspect’s vehicle, describe the legal justification for the search (consent, plain view, etc.).  Also describe what contraband or evidence that you found.  Always include a detailed description of the item and the exact location where it was found.  

11. Suspect Vehicle Tow/Impound – If you impounded or towed a vehicle, make certain that you are following your department’s policy on inventory searches.  Complete and attach any required state or departmental forms that you complete, and list ALL witnesses to your inventory search.

12. Follow-up Investigation – Describe any additional steps that you performed during the course of your investigation (i.e. – Talking with additional witnesses, talking with witnesses a second time, results of laboratory analysis, returning to the crime scene, follow-ups on weapons involved, criminal history of suspect, etc.).  If your investigation required no follow-up, then simply state that “No follow-up investigation was conducted”.

13. Case Summary – This should be a 1-3 paragraph summary that highlights all of the items that have evidentiary value in your case.

14. Evidence / Property Seized – List any/all physical evidence that you have seized.  You may do this using a bullet-style list.  Make certain that all information concerning your evidence matches with what you have in your evidence log(s).

15. Attachments- List numerically all of the supporting documentation that you are attaching to your report.  Do NOT include something on your report that is NOT listed here. Or, do NOT list something under this heading and NOT attach to your report.  This mistake could cost you later.

