Outlining a Police Report
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On June 19, a Dunkin’ Donuts manager from St. Augustine, Florida made a commercial bank deposit that included cash and a paper bag containing 55 grams of marijuana. She was arrested on a felony charge of possession of marijuana.
Question: How would you organize the information into a written report? You weren’t there, so you’re going to have to sort the testimony from bank employees and the woman who made the deposit. (This will be a Type 2 report.)
Here’s the account of what happened. After you’ve read it, take a few moments to outline the way you would organize your report. (Experienced officers know that when you know how to organize your information, your report is easier to write.) Then compare your results with the outline below.
Kimberley A. Kelley, 30, is the manager of a Dunkin’ Donuts. On June 19 she went to the bank’s drive-through to make a commercial deposit. Kelley accidentally put 55 grams of marijuana into the paper bag.
Employees locked the marijuana into the bank vault and called police. The teller at the drive-through window wouldn’t give Kelley a deposit slip. Kelley asked if she had left anything else in the bag. The teller told her that there was something else but she couldn’t have it back.
Kelley went inside to talk to the bank manager.
A police officer arrived and field tested the substance in the bag. It tested positive for marijuana. The officer arrested Kelley on a felony charge of possession of marijuana. Kelley told police she got the marijuana for a friend but accidentally took it to the bank.
Here’s how the information could be organized in a report:
· An opening sentence (if your agency requires one): The date and time when you were dispatched to the bank. Include your name and ID. (Some agencies ask you to put this information into the appropriate spaces on the report form instead of writing an opening sentence.)
· The teller’s account of what happened (she opened the bag, saw the marijuana, called police, secured it in a vault).
· Kelley’s account of what happened (the marijuana was for a friend, she accidentally put it into the bag).
· What you did (called for an officer to do a field test – be sure to include his her name and ID).
· The results of the field test.
· The disposition (how you tied up the investigation): You arrested Kelley and turned the marijuana over to the evidence room.
Although a police report is often called a “narrative,” you shouldn’t try to write your report as a story with a beginning, middle, and end. (“On June 19, Dunkin’ Donuts manager drove to the Acme bank to make a deposit. She absent-mindedly placed 55 grams of marijuana into the bag.”)

