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CARL OSCAR SWANSON JR. ABSTRACT

Police records are administrative devices for
coordinating and controlling the various functlions of a
police department, and are used for recording, planning, and
executing police operations. An efficlent police records
system assists the police chief in fulfilling his responsi-
bllitles as an administrator. It also assists the individual
bolico officer to'perform his duties more efficiently.

This study covered the organization, administration,
and elements necessary for a police records system. It |
emphasized the purpose, preparation, and disposition of
complaint, investigation, arrest, identification, and
summary and analysis records.

The following are the methods used in this study:
(1)'a review of the literature in the fields of civilian
and military police records, (2) a study of the centralized
records system of the Pontiac, Michigan, Police Department,
and (3) personal experience working with military police
records in the Fort Richardson, Alaska, Miliﬁary Police
Compaﬁy.

The civilian police literature was surveyed to
determine the accepted organizational and administrative
principles and procedures necessary for an efficient police

records system. The study of the Pontiac Police Department's
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centralized records system made possible an understanding of
these principles and procedures. An examination of the
police records system used 5y the Fort Richardson Milltary
Police Company, as applied in this study, indicated a need
for the application of uniform principles and procedures

in the management of thelr records system.

This study compared the organization and administra-
tion of a civillian and a military police records system to
determine similarities and differences. Where similarity in
function existed, the principles and procedures of the
civilian police records system were considered for applica-
tion to the military police records system.

It was concluded thgt the Pontiac Police Department's
records system generally followed the organizational and "
administrative principles énd procedures recommended by
O. W. Wilson, the Federal Bureau of Investigation, the
International City Manageré' Association, an& the International
Association of Chiefs of Police. 1In mosf instances 1t was
found that military police records served the same purposes
as dia éivilian police records, and that adoption of certain
basic principles and procedures of civilian police records

would benefit the Military Police Corps.
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CHAPTER 1
INTRODUCTION

Police records are administrative devices for
coordinating and controlling the various functions of a
police department. They are used to record past experiences
in order to plan for the execution of future police
operations.

When a police department is large enough for
specialized divisions there may be a danger of its becoming
a number of disconnected units within the structure of the
larger department, unless the functions of these units are
coordinated. A centralized records system 1s a logical
administrative device that the police chief or provost
marshal can use to coordinate the units of his department.-

To combat crime effectively the police chief or
provost marshal must knéh hbw, when, and where crime is
occurring, so that he can plan and shift his forces
acoordingly. Properly maintained police records can supply

him with this information.
I. THE PROBLEM

Statement of the problem. The following are the

purposes of this study: (1) to compare the organization and



administration of a civilian and a military police records
system, (2) to compare the purpose, preparation, and
disposition of civilian and military police records, and

(3) to propose certain recommendations for the Military Police
Corps.

Importance of the study. Throughout the years basic

princlples and procedures for the organization and administra-
tion of police records systems have been developed. 0. W.
Wilson,1 the Federal Bureau of Investigation, the Inter-
national City Managers' Assoclation, and the International
Association of Chiefs of Police have published guides? to
standardize these basic principles and procedures.

It was found in this study that these authorities in
the field of police administration stress the following
principles for an efficient police records systeﬁ:

(1) centralization of records, (2) centralization of complaint

1o, w. Wilson is a recognized authority in the police
field. He has made numerous surveys of police departments
throughout the United States and has written a number of
books pertaining to police administration. At the time of
this study he is the Superintendent of the Chicago Police
‘Department, He was formerly Dean of the School of Criminology
at the University of California in Berkeley.

2O. W. Wilson is the author of the book, Police
Records. The Federal Bureau of Investigation has published
a Manual for Police Records. The International Association
of Chiefs of Police has published the book, Uniform Crime
Reports. The International City Managers! Assoclation has
published the book, Municipal Police Administration.




recording and communication facilities, (3) adequate
follow-up procedures, and (L) proper use of summary and
analysis records.

The Military Police Corps has several Department of
Army Regulations that are limited to the purpose, preparation,
and disposition of military police records. However, there
is no regulation that sets forth the principles for an
efficient records system. Because bf this, each post, camp,
and station formulates many of its own police records proce-
dures with varying degrees of completeness and effectiveness.

The regular transfer of military personnel causes a
constant change in the administrative procedures for the
maintenance of records, because each provost marshal or
récords supervisor, as he is transferred, implements his
own records keeping procedures at his new assignment. A
considerable amouht of time is spent in retraining records
clerks and military policemen because of these changes.
These problems could be reduced if the Military Police Corps
published a guide for the uniform management of military
police records.

The coordination of military police activities
involving more than'one post or major command would be
simplified by a uniform records system. The use of standard

procedures throughout the Military Police Corps would assist
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military pollce'personnel to understand the various functions
of military police activities and provide economy of operation.
This study discusses records keeping procedures that

can be used as a gulde for a military police records system.
IT. REVIEW OF THE LITERATURE

Civilian police records publications. The following

are the major sources on police records used in this study:

(1) 0. W. Wilson's book, Police Records, published in 1942,

(2) the Federal Bureau of Investigation's Manual of Police

Records, published in 1953, and (3) the International City

Managers' Assoclation's book, Mjynicipal Pglice Administration,

Chapter twelve, entitled, "Records," published in 1954.
At the time of this study, 0. W. Wilson's book,

Police Records, was the only textbook devoted‘éntirely to

the purposes, administration, organization, and installation
of a police records system. The basic principles and proce-
dures that Wilson outlined in his book are still followed.

The Federal Bureau of Investigation's Manual of Pglice

Records outlines the procedures to be used in the administra-
tion, preparation, and disposition of complaint, investiga-
tion, arrest, and miscellaneous police records.

Chapter twelve, entitled "Records," in the Inter-

national City Managers!' Assoclation's book, Mynicipal Police

Administration, is based on numerous record systems 1installed




by the Public Adminlstration Service. 0. W. Wilson 1is the
principal author of this chapter.

Although not a major source cited in this study, the
book, Iniform Crime Reporting, published in 1929 by the
International Assoclation of Chiefs of Police, was an
important police records publication. This book classifies
offenses and provides instructions on how they should be
reported.

By an act of Congress, the Federal Bureau of
Investigation 1s the agency responsible for collecting and
tabulating information contained in the Unkform Crime Reports.
Because changes in the method of crime reporting occur from
time to time, the Federal Bureau of Investigaéion periodically

publishes a Uniform Crime Reporting Handbnok, keeping the

roporting information up-to-date.

This study also includes information from other
police administration textbooks, police department surveys,
and periodicals. Most of thls literature is based upon the
principles of organization and administration discussed in
the ma jor sources cited.

Military police records publications. Military police

records publications used in this study are regulations and
pamphlets published by the Department of Army for the
Military Police Corps. Generally these publications are
limited to the purpose, preparation, and disposition of

individual reports and records.
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To establish standard recording and reporting proce-

dures for certain military police records, Special Ragulation

190-45-1, The Military Police Proparation of Reports and
Records was published in 1952. This regulation covers the
following recordss (1) the desk reference card, (2) the desk
blotter, (3) the offense or incident report, (L) the complaint
report, (5) the notice of traffic violation summons, and
(6) the disposition of offender report.

To establish uniform procedures for reporting offenses

committed by United States Army personnel, Army Regulation

190-45, The Military Police Provost Marshal Activities Report

was published in 1958, This record fulfills approximately
the same purposes for the military police as does the
civilian police's Uniform Crime Report.

The Department of A;my published Army Regulation

195-20, Criminal Investigatlon Reports of Investigation in
1957. This fegulation established uniform recording and
reporting procedures for criminal investigations.

To establish standard office procedures for the
criminal investigation division of the provost marshal's

office, Army Pamphlet, Number 19-3, Guide for Standardizn-

tion of Criminal Investigation Office Procedures was

published in 1953. Specific parts of this pamphlet are out-

dated; however, at the time of this study, 1t was the most



complete army publication concerning the administration of
police records.

The Military Police Corps has several field manuals
that briefly discuss militafy police records., Fleld Manual

19-20, Criminal Investigation, published in 1951, briefly

discusses various records relating to criminal 1nves£igationa.

Field Manual 19-25, Military Police Traffic Control was

published in 1958 and discusses records relating to traffic
matters., However, 1t does not describe or suggest a traffic

accident investigation report form to be used. Field Manual

19-10, Military Police Operations, published in 1955, briefly

discusses police records.
III. STATEMENT OF METHODS USED

This 1s a comparative study of civilian and military
police reoor@s. It is limited to the following: (1) the
principles and procedures of records administration and
organization, (2} the eleﬁents necessary for a records
system, and (3) the purpose, preparation; and disposition of
complaint, investigation, arrest, identification, and summary
and anaiysis records. For the purpose of this study, the
term, "police recorda," refers to the above records but does
not include personnel, correspondence, budget, maintenancs,

traffic engineering, or jall administration records.



The following methods are used in this study: (1) a
review of the literature in the fleld of civilian police
records, (2) a study of the centralized records system of the
Pontiac, Michigan, Police Debartment, and (3) personal
experience working with military police records in the Fort
Richardson, Alaska, Military Police Company.

The purpose for surveying the literature was to
discover accepted organizational and administrative principles
and procedures necessary for an efficient police records
systen,

‘ The administration of a police records system was
found to be so complex that it was impossible ‘to understand
its operation solely by reviewing the literature. Therefore,
it was necessary to study the Pontiac Police Department's
records system. This study made possible the understandiqg
of the organization and administration of a centralized
records system,

The Pontlac Police Department'!s records system was
selected for study for the following reasons: (1) It
incorporated the principles and procedures for the organiza-
tion ana administration of a police records system set forth
in the literature reviewed. (2) 1In December of 1958, Captain
Roland T. Sherry, Superintendent of Records, Berkeley,
California, Police Department, reorganized the Pontiac Police

P~partment's records system, Incorporating the organizational



and adminlstrative principles and procedures set forth by
0. W. Wilson, the Federal Burcau of Investigation, and the
International Association of Chiefs of Police. (3) It was
comparable in the number of '‘personnel and functions to the
Fort Richardson Military Police Company. (L) Pontiac,
Michigan was convenlently near Michigan State University.
(5) Mr. George D. Eastman, Public Safety Director for
Pontiac, Michigan invited me to study the police records
system in that city.

The personal experience with military police records
used in this study was obtained at Fort Richardson, Alaska.
By comparing this experience to a prewious one at Fort Lewls,
Washington, a lack of uniformity was found in the management
of military police records at these Installations.

Military police records and forms used in this study
were Department of Defense, Department of Army, and local’
forms developed by the Fort Richardson Military Police
Company. Departmont of‘Defense forms indicate that these
forms are used by all of the armed forces units engaged in
police activities. Department of Army forms indicate that
these forms are used only by the Army's Military Police Corps,

Informatlon from tho Provost Marshal General's School,
Fort Gordon, Georgia, was also used in this study.

The sample clvillan records and reports used in this

sbudy were obtalined from the Pontlac Police Department.
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IV. ORGANIZATION OF THE REMAINDER OF THE THESIS

In Chapter II, the organization and administration of
the Pontlac Police Department's records system 1s discussed.
The chapter 1s divided into two parts to include the
organizational principles and the elements of its records
system. The organizational principles include the following:
(1) centralization of the police records system, (2) records
duties of police personnel, and (3) records follow-up proce-
dures. The elements include the following: (1) forms,

(2) records control, (3) records disposition, (l4) complaint
records, (5) investigation records, (6) arrest records,

(7) identification records, and (8) summary and analysis
records.

In Chapter III the organization and administration of
the Fort Richardson Military Police Company's records system
is discussed. The chapter 1s organized into two parts to.
include the brganizational principles and the elements of its
records system. The organizational principles include the .
following: (1) the organization of the ﬁilitary police records
system, (2) records duties of military police personnel, and
(3) records follow-up procédures. The elements include the
following: (1) forms, (2) records control, (3) records
disposition, (L) complaint records, (5} investigation records,
(6) a?rest and disposition records, and (7) summary and

analysis records,
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Chapter IV contains a review of civilian police
literature pertaining to the administration and organization
of police records systems, This chapter discusses the
organizational and administraetive principles and procedures
for a police records system and the elements of a police
records system.

Chapter V contains the summary and conclusions drawn
from the study of the Pontlac Police Department's and the
Fort Richardson Military Police Company's records systems.
The summary of the Pontlac Police Department'!'s records system
i1s compared to the principles and procedures cited in Chapter
IV, Review of the Literature. The summar& of the Fort
Richardson Military Police Company's records system is
coﬁpared to the Pontlac Police Department's records system,
Recommendations for both the civilian and military police

records systems are propoae&.



CHAPTER II
A STUDY OF THE PONTIAC POLICE DEPARTMENT'S RECORDS SYSTEM

This chapter oovers‘éhe organization and the elements
of the Pontiac Police Department!s records system. The
organization of the police records system includes the
following: (1) centralization, (2) records duties of police
personnel, and (3) records follow-up procédures. The elements
include the following: (1) forms, (2} records control,

(3) records disposition, (4) complaint records, (5) investiga-
tion records, (6) arrest records, (7) identification records,

and (8) summary and analysis records.
I. THE ORGANIZATION OF THE POLICE RECORDS SYSTEM

The Pontliac Police Department's Records Division is
located in the Services Bureau. The following functions are
included in the Services Bureau: (1) administration of police
records, (2) communications, (3) handling property obtained
during the course of police duties, () identification and
booking of offenders, and (5) operation of the complaint
desk. The Comhanding Officer of the Services Bureau holds
equal rank and authority with the commanding officers of the
other bureaus within the department. See Figure 1, page 13,

for the organizs! ional chart of the Pontlac Police Department.
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Centralization of the Records System

O. W. Wilson in his book, Police Records points out

that a centralized records system best accomplishes the
objectives of a police records system because it encourages
departmental teamwork, assists in maintaining high standards
of police service, and obtains maximum beneflts from the
records,

The Pontiac Police Department's records are centra-
lized in the records division and are available on a twenty-
four-hour basis to the policemen on duty. The records
division 1s easlly accessible to the dispatcher and to the
1line operating units. The police desk 1is located near the
entrance of the police station close to the dispatcher's
office, the switchboard operator, and the records.division.

The Pontiac Police Department centralizes complaint.
recording with its communications facilities. The dispatcher
1s the only one allowed to record complaints. The switch-
board operator receives all incoming telephone calls, and
routes all complaint calls to the dispatcher. Complaints
brought»to the attention of policemen on duty are radioed
or telephoned tﬁ the dispatcher., The desk sergeant,
receiving complaints from the public in person, relays these

complaints to the dispatcher. These procedures prevent the
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delay of emergehcy complaints and assure that the dispatcher
receives and records all complaints. By consolidating the
complaint recording with the communication facilities, the
police chief exercises administrative control over all

police actions taken on complaints.

Records Duties of Pollice Personnel

See personnel chart, Figure 2, page 16, for job
positions of personnel assigned to the Services Bureau.

The following job positions require twenty-four-hour
coverage: (1) desk sergeant, (2) switchboard operator,
(3) dispatcher, and () identification officer. Four
individuals are regularly assigned to each one of these
positions. Each works a forty-hour week; theraforp, qpooially
selected personnel from the line operating units serve these
positions for the remaining hours of the week, sick leavé,

and vacatlons.

Commanding Officer of the Services Bureau. The

Commanding Officer of the Services Bureau supervises the
following functions: (1) communications, (2) pfoporty control,
(3) booking and 1dont1rica§10n procedures, (l4) records
administration; and (5) operation of the complaint desk.

Chief records clerk. The chief records clerk assists

the Commanding Officer of the Services Bureau in supervising

the functions of the records division. He 1s responsible



BUREAU COMMANDING OFFICER

CAPTAIN , (1)
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PONTIAC POLICE DEPARTMENT SERVICES BUREAU
PERSONNEL CHART
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for assuring that files in the records division are properly
maintained, that records personnel satisfactorily perform
their jobs, and that summary and analysis reports are prepared
correctly. The chlef records clerk does not supervliss the
report review officer.

Desk sergeant. The desk sergeant supervises the

operation of the police desk. He assists in the booking of
offenders, recelves complaints from the public in person,
and forwards these complaints to the dispatcher.

Report review officer. The report review officer's

duties will be discussed in detaill in the section entitléd,
"Folloi-Up Procedures for the Police Records System," page
20.

Switchboard operator. The switchboard operator

receives and monitors all incoming telephone calls, and
transfers them to the proper police activity. For example,
the dispatcher receives only the calls upon which he is ‘
expected to take action.

Dispatcher, The dispatcher is the key figure in the

department's complaint recording process. He receives the
complaints by telephone, teletype, radio, or from the desk
sergeant. He récords the complaints, assigns officers to
Investigate, prepares arrest records, and the prisoner

" property receipts. The dispatcher also maintains a written

radio log on all police radio transmissions, a procedurs
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requirod by the Federal Communicatlons Commission. To avoid
duplication, the dispatcher's duties concerning the prepara-
tion of specific records will be discussed with those records.

Identification officer. The ldentification officer

fingerprints and photographs arrested offenders. He assists
in i1identifying previous offenders by checking the arrest and
fingerprint files. One identification officer is designated
. by the chief of police to be the custodian of lost-and-found,
stolen, and evidence properties. To avoid duplication, the
identification officer's duties concerning the preparation
of certain records will be discussed with those records.

Index clerks. There are two index clepka. One clerk

processes the complaint an& investigation records; the other
6ne processes the arrest and identification records. The
clérk who processes the complaint and investigation records
'extracts and files all necessary information from these
records., He prepares the index card in triplicate, one each
for the alphabetical fiie, the.location of incident file,
and the crime classification file. When necessary, a fourth
card 1s prepared for the political division file, (See
pages 29 and 30 for an explanation of these files). The
clerk underlines the classification to be used in filing the
card in the appropriate file., For example, he underlines the
"location of incident," on the card, and then places it in

the location of incident file. The clerk also maintains the
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stolon or lost property file, permit flle, police officers!
file, the warrant file, and the modus operandt file. (See
pages 30, 35, and 36 for explanatlons of these files).

The lndex clerk who processes the arrest and identifli-
catlon recorids extracts and flles all necessary information
from these records. This clerk also malntalns the criminal
record, characteristlcs, flngerprint, physical descriptlon,
and photograph files., (See pages 28, 32, 47, L8, and 49 for
explanatlons of these files).

Traffic records clerks. There are two traffic records

clerks who receive all information concerning traffic matters,
They extract and file information that 1s used for traffic
analysis and englneering studies. They also maintain the
traffic accldent location, traffic casualty, traffic property
damage, and traffic citation files. (See pages 27 and 28 for
explanations of these files).

File cierk receptionist. The flle clerk receptionist

files éertain reports and records not filed by the index clerk,
traffic records clerks, and the statistician. This clerk
assists the police officers in locating information in the
files and acts as a receptionist for the public who request
information from the records division.

Statisticilan, 'The statistician's duties will be

discussed in detail in the section entitled, "Summary and

J

Analysls Records," page 50.
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Platoon supervisors. The platoon'supervisors train

police officers in the preparation of records and reports.
They assure that thelr subordinates! reports and records are
complete and accurate béfore‘sending them to the records
division.

'

Investigating police officer. The individual police

officer 18 responsible for turning in complete and acocurate
reports. Although his supervisor. checks his reports, he 1is
sti11l held accountable. A police officer investigating a
complaint records 1n>u notebook the action he took and what
facts he discovered during the investigation. He uses this
information to complete reports and recofds aqd to refresh
his memory when testifying in court about the investigation.
When required, the investigating police officer prepares a
supplemental progress investigation report. He also assists

in booking arrested offenders.

FPollow-Up Procedures for the Police Records System

The report review officer 1s responsible for the
following police records follow-up proceduresz'(l) review of
all records and reports, (2) maintaining the follow&up
control file, k3) coordinating investigation activities
within the department, (l}) the disposition of all cases, and
(5) follow-up procedures for the control of stolen property.

The report review officer is directly responsible to

the Commanding Officer of the Services Bureau and acts for
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him when revliewing tho reports and reeords. This arrangement
reduces friction between the operating police bureaus and the
Services Bureau, slnce the Services Bureau Commander 1s on
the same level of authority as the other bureau commanders.

The report review officer is famlliar with the func-
tlons performed by all the bureaus in the department and
knows the rules and regulations conc;rning reporting proce-
dures, investigations, and closing of offense reports. He
checks all reports and records for accuracy, completeness,
and proper crime classification. He initials each report
and record to signify that he has checked it prior to filing.

The report review officer malntains a éhronological
follow-up control file of all pending investigations. Thils
file is arranged by the days of the month and thé
months of the year. The follow-up days are on the odd days
of the month. A case which requires attention beyond the
first twenty-four hours is entered on a follow-up indicator
card, The number of the case 1s placed in the uppsr-right-
hand corner with the follow-up date entered directly below
it. The reporﬁ review officer notes on the card any part of
the 1investigation he wishes to recheck. This card 1s placed

in the follow-up control file behind the date shown on the

card,
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There are two types of follow-up notices,3 (1) the
informal notice that is destroyed after proper action is
taken, and (2) the formal notice that 1s placed in the
investigating officer's personnel records. The formal notice
is sent only after the investigating officer falls to
acknowledge the informal notice. This notice can be used for
future disciplinary action or dismissal.

The report review officer initially gives the
investigating officer eight days in which to take decisive
action on a case, If no action 1s taken within the allotted
time, he sends informal follow-up notices to the investiga-
tor's supervisor and fo the investigator. If there is no
responae to these notices within forty-eight hours, a formal
riotice is sent to the invéstigator'a aﬁperviaor.

If the investigating officer thinks that the notices
are unjustified, he does not argue the point with the report
review officer. Insteqd, he discusses the notice with his
supervisor who in turn,;éonrers'with the report review officer,
If no agreement 1s reached, the mat ter is referred to the
Commanding Officer of the Servises Bureau for a ruling.

The report review officer coordinates investigation

activities within the department. Because he is required to

3For examples of informal and formal notices, see
Figure 1 and 2, Appendix A, pages 155 & 156.
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read all reports of investigation, he i1s in a position to
point out facts from the various reports that are of mutual
interest to all 1n§est1gators.

The report review officer is responsible for noting
on the case record that the case is closed. The process of
closing an investigation requires close examination of the
case to determine whether or not further investigation 1s
necessary or possible, If a case does not require further
investigation it 1s closed., This 1s an administrative
action taken by the report review officer, and should not be
thought of as an investigative actlion taken by an investiga-
tor.

The report review officer enters on the case record
tﬁe disposition code and the badge number of the investigat-
ing officer who completed the case. The disposition codes
are used to indicate the particular disposition of a caso.'
The codes represent various completed actione.u These codes
are used by the statistiéian to prepare summary and analysis
records,

The report review officer 1s also responsible for
follow-up procedures on reported stolen property. He sends
post cards to identified owners of the property thirty days
after the property 1s reported stolen. This is done to

hFor an example of the disposition codes used by the
Pontiac Police Department, ses Figure 3, Appendix A, page 157.
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inquire whether or not the owners have recovered thelr
property. Regardless of the answer, the case 1s closed after
thirty days.

The report review offlicer works during the daytime

shift. When he is absent the chief records clerk performs

his duties,
II. THE ELEMENTS OF THE POLICE RECORDS SYSTEM

The following elements of the pollice records system
are disdussed in this section: (1) forms, (2) records
control, (3) records disposition, (4) complaint records,
(s¥y investigation records, (6) arrest records, (7) identifica-

tion records, and (8) summary and analysis records.

Forms

The Pontiac Police Department uses five-by-eight-inch
cards for all complaint, offense, and arrest records, and
three-by-five-inch cards for index files. These forms are
filed in appropriate-sized filing cabinets. The fingerprint
card, the criminal record jacket, and various identification
records vary 1p size from eight-by-eight-inches to eight-and-
one-half-by-eleven-inches. They are all filed in cabinets
designed for eight-and-one-half-by eleven-inch forms.

The department uses colored offense forms which

indicate by color different types of crimes. For example,
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a police officer, Investigating a robbery may seek to study
the robbery cases that have occurred during the past month.
Knowing that robbery offenseiforms.are green, -hecan:quickly
remove all green cards from the case flle for the past month.
The police chilef designated the Commanding Officer of
the Services Bureau as Forms Control Officer to assure that
each form 1s justified by sound reasons before it 1s approved
for use. Forms are periodically reviewed for revision or

elimination,

Records Control

The Pontliac Police Department uses three sets of
numbérs to control records and reports. They.are complaint,
arrest, and ldentification numbers.

A complaint number 1s assigned to each incident requir-
ing police action, and is interchangeably called a complaint
or case number. This number 1is used as an identification.
number for referring and cross-indexing to any information
pertaining to a particular case or complaint. The dispatcher
1s the only one in the department authofized.to number
complaint reports. Ths numbering is done by machine, starting
with number one and ending with 99,999, At the end of the
sequencs, the numbers star. over again, prefixed by the
letter "A" and so on through the alphabet.

¥ach time a person 1s arrested, he 1s assigned, in

sequence, the next arrest number appearing on the arrest log.
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Thls log ls malntalned ot the pollce desk. To differontiate
betwaen foloniss and mlsdomeanors, mlsdemeanors have the
lattor """ prefixed to the arrest numbar,

Tha flrat time a person 1s arrested and fingerprinted
he 13 acsiened an ldentiflcatlion number, This number 1s
then attached to all hls identificatlon records. On
subgequent arrosts the offender recelves thlis original number,
The identiflcatlon numba2ars are also used to file the crimninal
racord Jackets which are established for second offenders.

The 1dentification numbars are 1ssued In sequencs,

Records Dispositlion

The Pontlac Pollce Department maintalns files for the
following reasons: (1) to serve as an official memory of pollce
operations, (2) to provide information for (&) summary and
analysis reports, (b) assistance to the Individual police
officer, and (c) keeping the chief and others concerned
informed aboubt pollce activities. The department uses records,
Indexes, and miscellaneousvfileso

Records files. The records files lnclude the following:

(1) the case file, (2) the traffic accident location file,
(3) the traffic casualty file, (L) the traffic property damage
rile, (5) the traffic cltatlion file, and (6) the criminal
redord file.

The case file 1s the master file of the records

division, It contains all numbsred reports of ciltizens!
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complalnts to tho pnlice, crimes of all types, names of
arrested offenders, and noncriminal incildents, such as
susplcious noises, lost, found, or abandoned property,
i1ssuance of all kinds of permits, and traffic accident
investigation reports. Each complaint 1s glven a complalint
number, and 1f further investigation 1s required, 1t is
then usually referred to as a case. All information regard-
ing a particular case 1s glven the same complaint number,

The information is elther filed with the original case record
in the case flle or cross-indexed by complaint number and
filed in supporting files.

A police officer who wishes to study a case, can
remove 1t from the case file, however, he must leave a
charge-out card in its place., The charge-out card contains
the officer's name, the case number, the date the card was
removed, and the date it 1s to be returned. It is slightiy
larger and of a different color to ald the flle clerk in
replacing the case in the file. The file clerk is the only
one authorized to refile a case record.

The traffic accident location file is indexed
alphabetically by street intersection. Regardless of where
an accident occurs along a street, the report 1s filed by
the nearest street intersection., This file provides informa-
tion on where the majority of accidents occur. The city

traffic engineer consults this file to study accident reports
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for the purpose of elimlnating possible traffic hazards.
This flle may indicate where trafflic enforcement or other
action 1s noeded.

The traffic casualty file is an alphabetical file
that includes the names of all persons injured or killed in
traffic acclidents.

The trafflc property damage file contalns an alpha-
betical 1listing of all the names of persons involved in
traffic accidents that resulted in property damage.

The traffic cltation flle provides a permanent
history of the individual driver's traffic violations. This
file contains duplicate coples of traffic citations and
cards that show the court's disposition of the vliolator.

Tﬁe citations are maintained alphabetically by the names of
the violators.

The criminal record file is prepared on all offenders
arrested for the second time., Thils record is filed by the
offender's 1dent1ficat16n number. A jackset-type folder is
used for this file; 1t contains extra sets of fingerprints,
photographs, wanted notices, and other correspondence
pertaining to the offender.

The following identification records filles are
discussed with the identification records: (1) the fingerprint
file, (2) the physical description sheet file, and (3) the

photograph file,
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Index files. Index files are established to guilde

personnel in locating specific records or specific types of
information. The index cards are cross-indexed to the records
by some means of identification, such as a number or a name,
For example, an investigator may not remember the case

number of a particular crime, yet he may recall the name of
the offender. He finds the offender's name in the alphabeti-
cal index file and from this card obtains the appropriate
case number which enables him to locate the case in the case
file. When using the index file, the investigator writes
down the information desired but he does not remove the card
from the file because of the possibility of m;splacing or
misfiling 1t.

The department maintains the following index files:
(1) the alphabetical file, (2) the location of incident file,
(3) the crime classification file, (L) the political
division file, (5) the stolen or lost property file, (6) the
modus operandi file, ané (7) the characteristics file.

The alphabetical file is the records division's master
name index file, This file contains, in alphabetical order,
the names of all persons appearing on the complaint records
except the names of the investigating officers and witnesses,
Names of public and semi-public buildings such as libraries,
schools, hospitals, and apartment houses are also indexed

alphabetically in this file,
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The location of incident file 1is indexed alphabetically
by the names of the city streets of Pontiac. This file
provides an accumulation of locations where incidents have
been reported to the police. It also indicates corime areas.

The crime classification file is indexed according
to the different types of offenses contained in tho‘Federal
Bureau of Investigation's Uniform Crime Report. (See page
51 for an explanation of the types of offenses contained in
this report).

The political division file indicates the amount and
kind of assistance that the Pontiac Police Department has
giveh to other public agencies in the city. An index divider
ig ingserted in the file for every municipal office or unit
that has feported offenses, m&?o complaints, or requested
the services of the police. This file is indexed alphabetically.
by the names of the public agencies, '

An example of the information contained on ﬁho
alphabetical, crime location; ocrime classification, and
political division index cards is shown in Figure 3, page
31.

The stolen or lost property index file contains
descriptions of property which has been so reported. It 1s
indexed alphabetically according to the types of articles
reported stolen or lost. There are two additional sub files,

the initial file and the number file. The initial file



DATE CASE # OF FENSE
NAME, AGE, SEX, RACE ADDRESS
LOCATION OI" INCIDENT

CRIME CLASSIFICATION

SUMMARY OF INCIDENT

OFFICER INVESTLIGATIDG

FIGUIE 3

SAMPLE INDEX CARD

31
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contains alphaﬁetically arranged cards on property that has
engraved inscriptions or initials. The number file contains
serial numbers or other 1identifying numbers appearing on the
property. These cards are filed by the last three digits
of the numbers. An example 6f the information contained on
the stolen or lost property index card is shown in Figure |,
page 33.

At the time of this study, the Pontiac Pplice Depart-
ment did not have a complete modus operandi file. However,
they are in the process of arranging an index file based on
the information included in the crime rep&rt. This informa-
tion.will be used to link orimes to known eriminals or to
identify a erime as one of a series committed by an unknown
offender.

The characteristics file 1s used to assist the police
in identifying offenders by their distinguishing features.
The physical characteristies of offenders are extracted from
the physical description'sheet, and placed on separate index
cards for each of the following characteristics: (1) hair
and eye color, (2) height, (3) weight, and (l) aliases and
nicknames. For example, all offenders with blond hair are
further indexed by color of eyes, height, and welight., If
the offender is of a race other than caucasian, the word
"hair" is marked out and the name of the race i1s substituted.

For an example of the information contained on this card, see

Figure 5, page 34.



33

DATE REPORTED CASE # OFFENSE OR INCIDENT

DESCRIPTION OF ITEM (EXAMPLE) WATCHMAN'S OPEN
FACE, SIZED 16, SECOND HARD MISSING. SMALL
DENT ON BACK. INSCRIPTION OF RAILROAD ENGINE
ON BACK WITH FUNNEL SMOKE STACK. VERY OLD.
KEEPSAKE. NO NUMBERS AVAILABLE.

FIGURE U
SAMPLE OF STOLEN PROPERTY CARD



BLK BLU St1o"
NAME NICKNAME
SMITH, JOHN CHARLES THE BEAK
ALIAS
WHITE, J.C.

FINGERPRINT CLASSIFICATION
50 0 0 11
17 R 01 9

L

(HAIR EYES HEIGHT WEIGHT

198

IDENT #
25139

OFFENSE
ROBBERY

CASE #
cS 7365

FIGURE 5

SAMPIE OI'" CHARACTERISTIC FILE CARD

34
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Miscellaﬁeous files. The department!'s miscellaneous

files include the following: (1) the permit file, (2) the
police officers' file, and (3) the warrant file. '

The permit file contains all permits that are issued
by the police department, such as guns and peddlefs' permits,
If a question arises as to whether or not someone hha been
issued a permit, the dispatcher can easily check this file.

The police officers! file contains a synqpsia of
officers' reports of arrest made as a result of violations of
crimes committed in their presence. This file also contains
reference to those cases in which an officer is injured or
struck in carrying out his duties or is listed as the victim,
This file is used as an indicator of ability, work habits,
and emotional stability of the individual police officer.

The warrant file includes all warrants in possession
of the Pontiac Police Department. The warrant is filed in
an open-top, three-by-eight-ineh, document-type envelope.
The subject's name, address, offense, amount of ball, and
complaint number is typed near the top of the envelope. This
envelope 1s filed alphabetically by the name of the subject.
The subject's name is indexed in the alphabetical file.

When a policeman removes a warrant from the file, the index
clerk makes a notation on thé face of the envelope to indicate
the policeman's name and the date the warrant will be

returned. When the warrant is served, the envelope is
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destroyed. This file 1is checkod periodically to remove

outdated warrants.

Complaint Records

| The purpose, preparation, and disposition of the
Pontiac Police Department's complaint records are discussed
in this sedtion. For the purpose of this study, the word,
conmplaint is not td be confused with the formal complaint
that is made to a magistrate for the purpose of obtaining a
warrant of arrest. |

The complaint records are the foundation upon which
all cases requiring police action are based. All supplemen-
tary and later developed information concerﬁing a complaint
are attached to it.

The Pontlac Pplice Department's complaint records
include the following: (1) the miscellaneous service complaint
record, (2) the offense records, (3) the casualty record,
and (4) the lost-and-found record.

Miscellaneous service complalnt record. The

miscellaneous service complaint record 1s used for the
following reasons: (1) to answer inquiries about complaints
which prove to be unfounded, (2) to show the amount of
miscellancous services rendered by the department, (3) to
indicate the chronic complainer, and (lj} to protect the
police department from complaints of poor services rendered

by the department.
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The following instructlions on the form remind the
dispatcher not to use it for: (1) missing persons, (2) arrests,
(3) property lost, found,lor taken into custody, or other
than routin; automobile toﬁs; (4) investigations requiring
supplementary reports, (5).casua1ties resulting from motor
vehicle or traffic accidents, fails of persons on city
streets, sulcides, dead bodies, or (6) instances in which
criminal acts were involved.

The miscellaneous service complaint record is
constructed in duplicate, enabling the dispatcher to prepare
both copies at one time. Both copies are given the same
complaint number and sent to the records division where the
original is placed in the case flle as a permanent record.
The duplicate 1s filed in the miscellaneous service complaint
file by the condition number that appears on the face of
the record. There are elghteen conditions listed, such as
noises, suspicious persons, and hazards.> These oon&itions
represent the complaints that occur frequently. By listing
the conditions in this'manner, i1t saves the dispatcher time
in preparing the report. It also makes it easler for the
statisticlan to tabulate the information for summary and

analysis reports. If the reported complaint does not fit

5For an example of the miascellaneous service complaint
form and the eighteen conditions, see Figure L, Appendix A,
page 158,
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one of the first seventeen conditions, miscellaneous
oconditlion, number eighteen 1s thecked. The investigating
officer records a description of the incident on the
reverse dide of the form. If a person 1s found to be the
cause of the incident, his’name i1s also placed in the space
provided on the back of the form.

Offense records. Offense records are prepared on all

serious complaints such as felonies and gross misdemeanors,
'ﬂfhe dispatcher, upon receiving a complaint, attempts to
obtain the following information from the complainant or
victim: (1) name, sex, age, address, and tqlephone number,
(2) date and time of the offense, (3) type of offense,
(4) how the offense was committed, (5) what was the object of
the attack, (6) value of the property, and /(7) miscellaneous
information as indicated on the record.

In the case of an emergency comﬁlaint, the dispatcher
obtains the name of the complainant or victim, location, and
type of offense, and immediately dispatches a patrol to
investigate. He later obtains the detailed information from
the investigator. ‘

The dispatcher records the name of the police officer
assigned to investigate the complaint, and the location of
the incident by platoon and beat number, The information at
the bottom of the offense record, such as the time the

assignment was made to investigate the case and the time the
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investigating officer returned to service, provides an
administrative check on the dispatcher and investigating
officer to determine if all necessary actions have been
completed.6

The offense record 1s prepared in duplicate and
assigned a complaint number. The dispatcher holds the
original record until the investigating officer returns to
the station to complete it., When required, the duplicate is
sent to a bureau that is assigned to investigate specific
type offenses. To accomplish the assignment, the dispatgher
uses an assignment chart that indicates whicﬁ bureau should
investigate the offense.7

The dispatcher classifies reported offenses, and later,
the report review officer reviews the classifications to
determine 1f they are correct.

Each offense record used by the department has a
distinctive color. The miscellaneous offense record'is
white, the robbery offense record is green, the burglary
offense record 1s a salmon color, the theft offense record
18 yellow, and the false pretense trick and imposture offense

record 1is pink,

6For examples of the offense records and the informa-
tion contained at the bottom of the records, see Figures 5,
6, 7, 8, and 9 in Appendix A, pages 159,160,161,162 .ahd,163.

For an example of the assignment chart see Figure
10, Appendix A, page 16l.
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The miscellaneous offense record is a "catch-all" for
offenses not covered by the other offense records. The'
ma jority of the Part II offenses of the Uniform Crime Report
are recorded on this form. (See page 51 for an explanation
of Part II offenses).

The robbery offense record 1s used for offenses
defined as taking-aor: attempting to take property from a
person, or from his immediate presence by using threat or
force to put the viectim in fear.

The burglary offense record is used for offenses
defined as breaking and éntering a dwelling houée or
business establishment, with the intent to odmmit a felony
therein,

The theft offense record is used for offenses to
include pickpocketing, purse snatohing, shoplifting, or any
other stealing of property or things of value which are not
taken by forda, violence, or fraud.

The false pretense, trick, and imposture offense
record 1s used for all offenses of fraudulent conversion,
embezzlement, and obtaining money or property by false
tokens or pretense.

.Caaualty record. The cgsualty record 1s used to

record investigations of the following injurlies and deaths:
(1) suicides, (2) attempted suicides, (3) dead bodies,
(4) sick cared for, and (5) traffic accident victims. This
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record 1s assigned a complaint number and sent to the records
division for filing in the case f1le.8

Lost-and-found record.. The(lost-and-found record 1s

used to record all persons or property reported to the
pollice aas missing. It is prepared for property found by the
police or found by.citizens and turned into the department.9
This record 1s given a complaint number, and filed in the

case file.

Investigation Records

A report of investigation is required on all serious
complaints reported to the department, such as felonies,
serious misdemeanors, loss, theft, or destrﬁction 6f pfoperty,
and injuries to persons. The department's investigation
records include the following: (1) the supplemental progress
report, (2) the traffic accident investigation report, and
(3) evidence records,

Supplemental progress report. The supplemental

progress report is the Pontiac Police Dgpartment's report of

investigation.l0 This report is prepared under the following

8For an example of the casualty record, see Figure 11,
Appendix A, page 165.

9For an example of the lost~and-found record, see
Figure 12, Appendix A, page 166. .

10For an example of the supplemental progress report
form, see Flgurs 13, Appendix A, page 167.
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circumstances: (1) by police officers who obtain information
concerning a case, whether or not assigned to it, (2) on
pending cases at regular intervals until a case is closed,
(3) upon arrest of the offender, and (4) when an investiga-
tion discloses an offense to be unfounded.

The detective bureau personnel use dictating machines
to record their reports of investigation. Stenographic
asslstants later transcribe this information onto the
supplemental progress report.

The patrolman 1investigating an offense is required to
typé the supplemental progress re port himself.

The supplemental progress report is prepared in
duplicate. The original is attached to the original offense
record in the case file. The duplicate copy is attached to
the duplicate offense record when the investigation is
referred to a specific bureau.

Traffic accldent investigation report. The Pontiac

Police Department uses the Michigan State Police's traffie
accident investigation report form.1l The 1nvestigation
information on this report is not available for court

proceedings, but 1s used for the purpose of recording

llpor an example of the traffic accident investigation
report see Figure 1ll, Appendix A, page 168,
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statistical data that can be used for future trafflic legisla-

tion, enforcement, engineering, and education.

The front and back of the traffic accldent investiga-
tion report 1is divided into sectlons. Thls form is similar
to the traffic accident investigation report approved by the
National Safety Council,

The investigating officer prepares this report in
duplicate. The original is sent to the Michigan State Police
as required by state law, and the duplicate 1s sent to the
traffic clerk who extracts and f'iles the 1niormaiion in the
trat'tic accident Locavion fiie, the traffic casualty file,
and the praffic property damage file,

Bvidence records. Evidence records are included in

the discussion of investigation records because evidence 1is
normally obtained during the course of an investigation.

Evidence records are requlred to insure proof of
proper custody of physicdl evidence in the event 1t becomes
necessary to prove the:chain of custody in court.

At the time of this study, the Pontiac Police
Department did not have a prepared form for recording the
chain of custody for evidence property. The procedure
followed by tho police officer obtaining the property was to
record the description of the property and the complaint
number, on a filve-by-eight inch card. From that time on, all

persons recelving that particular evidence property, signs
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the record as having the property In thelr possession. An

identification offlicer 1s designated by the chilef of police
as the evidence property custodian. The evidence record is
filed in the evidenco room by complaint number, and when the
ovidence is disposed of, the record is attached to the case

in the case flle,

Arrest Records

The Pontiac Police Departmentt!s arrest records include
the following: (1) the intoxication report and arrest record,
(2) the arrest record, (3) the traffic citation, and (4) the
prisoner property receipt.

The administrative action taken on an arrested person
brought into the station is called "booking™ the offender.

The desk sergeant enters the offender's name in a bound book,
called the arrest log. The dispatcher enters the offender's
name and other information as required on an individual arrest
card,

The department uses two types of arrest records, the
Iintoxication report and arrest record and the arrest record.
The intoxication report and arrest record is used for all
minor misdemeanor arrests, and the arrest record 1s used
for all felony and gross misdemeanor arrests.

Both records contain the following information: (1) the
arrested person's name and address, (2) where, when, why, and

how the offender was arrested, (3) the name of the arresting
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officer, (4) the complaint number, and (6) the offender's
personal identification information.

The court's disposition of the offender is entered on
the arrest records as an aild to the police chief in checking
the effectiveness of the départment's investigations. The
disposition information entered on the records includes the
following: (1) the conviction, (2) the disposition of the
offender after his conviection, (3) the penalty, (k) thé name
of the judge and court, (5) the date of sentence, (6) the
number of continuances, if any, (7) the number of detainers
held, if any, and (8) clearance by the identification bureau.

Intoxlication report and arrest record. The intoxica-

tion reporf and arrest record is constructed in triplicate,
allowing the dispatcher to prepare all three copies at the
same time. The original is attached. to the offense record
in the case file, the duplicate 1is placed in the arrest file,
and the triplicate is attached to the warrant, and sent to
court. Before the triplicate copy 1s sent to the court, the
offender's previous offenses are noted thereon.12 The
arresting officer records the details of the arrest in the
space provided at the bottom of the record. A supplementary

report of investigation is not required with this record.

laFor an example of the intoxication report and arrest
record, see Flgure 15, Appendix A, page 169,
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Arrest record. The arrest record is constructed in

duplicate.l3 The original is attached to the offense record
in tﬁe case file, and the duplicate 1s filed in the criminal
record file. The arrest record providés a reference for
determining whether or not an offender has been arrested
before., A supplementary report of investigatlion is required
with this record.

Traffic citation. Tpaffic citations are 1ssued to

traffic offenders committing minor traffic violations. Major
traffic violations are recorded on the miscellaneous offense
record, because they require a supplementary report of
investigation,

The police officer observing the violatlon prepares
the traffic cltation in triplicate. The original is sent
to the municlpal court, the duplicate 1s placed in the traffiec
citation file, and the triplicate 1s given to the vlolator.

Prisoner property receipt. The prisoner property

receipt is discussed with arrest records, since a prisoner
property receipt is made on every arrested offender., The
prisoner property receipt provides a permanent record of

the prisoner's personal property. At the time of this study,

the Pontiac Police Department did not have a standard form to

13For an example of the arrest record, see Figure 16,
Appondix A, page 170.
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record prlsoner's proporty. Tho dispatcher propares the
property receipt in duplicate on a five-by-elight-inch card.
The information on the recelpt includes the following: (1) the
complaint number, (2) the date, (3) the arrest number, (4) the
prisonert's name and slgnatﬁro, (5) a description of the
property receivod, and (6) the namo and slgnature of the
officer rocoliving the property. The prisonor verifles the
property listed on the receipt with his signature. The
property custodian or the desk sergeant signs the receipt
as he accopts the property. The prisoner keeps the original
and the property custodian retains the duplicate.

The desk sergecant must turn over prisoner!'s property
to the proﬁerty custodian as soon as possible.

When the property 1s returned to the prisoner, he
signs the property custodian's copy of the receipt. This

copy 1s then attached to the case record in the case file.

Identification Records

Police officers use ldentiflication records to identify
arrested offenders, and to determine the identity of
criminals from traces left at the crime scene. The Pontlac
Police‘Departmont's identification records include the
following: (1) the fingerprint card, (2) thoe physical
description shect, (3) photographs, and (4) the crime report.

FPinrorprint card. Everyone arrested is fingerprinted

except violators of minor traffic offonses and minor city



L
ordtyereng. Tha Uontlfication officor prerciros three sets
of i orpeints oacl Llne an offondeor 13 arrosted.’d  The
fincorr- Inte ara clascifled ard chocked apalnst the depart-
manbty cleczifteation f£lle.s One sotbt of prints 1s placed 1n
Ll Ol orprlan £1le, the second sebt 1s sent to the Michigan
Chata Thliles, and ths third not 1a sent to the Federal
Pyreau of Tnvosticatlion.  Tho Michigan State Police and the
Fedoral bureaw of Invoatipgableon compare thoase sets of finpor-
printa withh thoso In thelyr own fllos to determine 1f the
arrestod effender 1s wanted for a crimo or has a criminal'
reeord,  Both apencles notlfy the Pontloe Tollece Department
of Lhalir indincsn.

Thn.fihgorvrlnts ara classifiod wcecording to the
Fedoral Bnroau of Invostigation's system which is an
cxtenelon of the Henry dyatem. The fingerprint cardas are
flled accordling to their classifleation formulas. If the
offondor is acquitted of the offonse, hls fingserprint cards
nro dratroyed.

hysleel doseriIption sheeti. The nrresting offlcer

propares a physical doescription sheet ooch tlme an offender
e arrested.s Thig sheot enlla for a doscription of the
offeonderts elothling ard porsonal appearance, To account for

any changos in the appearance of an offendor a new physical

- -

1,
toor an grumple of bho fingerprint card, sse Flgure
37, Apvontiac Ay, para 171,
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description Is proparzd each timg he is avrested. Tho
clothine description 1s included to ald the memory of the
arrosting officor and other witnessos who are called to
tostlfy in court. The physical description shoet is filed
by tho identificatlon numbor.15

Thotormraphs. Only persons arrcsted for felonles and
gross mlsdemcanors are photographed. Photographs are used to
idontify suapects and arrested offenders and ars flled in
two ways, an album contalning pictures of all photographed
arrested offenders and a "kardex visible file" of offenders
arrested for crlmes agalnst porsons. Each phbtograph in the
album 1s stamped with the identificatlion number and filed in
numerical sequonce. The "kardex visible file"™ is filed by
raco, typo of crime, and height of the offender, The
offender's name, physical description, and fingerprint
classiflication are recorded on the back of each photograph.

Crime roport. The Pontlac Pplice Department!s orime

report contalns the following information: (1) person
attacked, (2) proporty attackoed, (3) how attacked, (l4) means
of attack, (5) object of attack, (6) trademark, and (7) transg-
portation usod. The crime report 1s prepared on all felonies
alonp, with the report of investigation. The characteristics
of the crimo and criminal descrlibed in the crime report aid

the Invontipmating officer in finding clues to the ldentity

- -——

15F0P‘un oxampla of tho physical description shaot,
sco Pleoare 18, Appendlx A, page 172.
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of the criminal, and provide the police officer with guildes

for further 1nvestigation.l6

Summary and Analysis Records

The Pontiac Police Department's summary and analysis
records are used as a basls for budget estimates, td analyze
the effectiveness and efficlency of the department, and to
provide the police chief with facts to refute charges
brought against the department.

The summary and analysis records include the following:
(1) the dailj police bulletin, (2) the Uniform Crime Report,
(3) consolidated reports, (L) spot maps, and (5) traffic

analysis records,

Daily police bulletin. Each dispatcher is responsible

for preparing his portion of the dally police bulletin, It

18 used to summarize police action taken on reported complaints
during a twenty-four-hour period and to disseminate adminis-
trative instructions to the department, The following infor-
mation 1s entered on the bulletin regarding each complaint:

(1) the complaint number, (2) summary of the in<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>