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Why Do I Need Accurate Reports

1. Proof that You Were There

Ø Keep Field Notes

Ø Photographs

Ø Video
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Why Do I Need Accurate Reports

2. Evidence for Court

Ø Report Can be Entered as Evidence

Ø Report Can Keep Your Client Out of Court Hearing

Ø The Official Report is Property of the Client



Why Do I Need Accurate Reports

3. Liability

Ø It Can Keep You out of Trouble

Ø Never, Ever, Falsify a Report

Ø Never Spice Up a Report

Ø Be Accurate
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Why Do I Need Accurate Reports

4. It is What You Are Paid to Do

Ø Your Client Should Receive a Professional
Looking Report

Ø Your Client Should Receive a Timely Report

Ø A Good Report and An Impressed Client Can
Build Your Business
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What Should And Should Not Be In A Report

1. The Facts

ü Facts, Just the Facts

ü Never Assume Anything

ü Only Report What You Know, Not What You Think

ü Use Everyday Language, Not Dragnet Lingo
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What Should And Should Not Be In A Report

2. Observations and Opinions

ü Opinions In A Report Can Get You In Trouble

ü Observations Is More Factual

ü If It Didn’t Happen, Say It Didn’t Happen

ü Your Opinion As A Professional Has It’s Place
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What Should And Should Not Be In A Report

3. Summary

ü Summarize The Investigation In Two Or Three Short
Paragraphs

ü Hit The High Points And Refer to Investigators
Report

ü A Good Summary Is Important, It’s the First Thing
Most Attorneys Looks at
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What Should And Should Not Be In A Report

4. Recommendations and Information Sources

ü Make Honest Recommendations Regarding The
Progress Of The Case

ü If The Case Is Going Nowhere, Tell the Client. We
Can’t Make Things Happen

ü List All Information Sources…

ü List All Witnesses, Phone Numbers and Addresses
That Are Important To Your Client Or Their Attorney
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The Investigator’s Log Book

1. Why Do I Need One?

§ It’s The Basis For Your Official Reports

§ You Can Never Trust Your Memory

§ You Can Make Use of a Hand Held Recorder

§ Good Note Taking Makes For Great Reports
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The Investigator’s Log Book

2. Is It A Legal Document?

§ It Can Be If You Make It Part Of The File

§ Notes Can Be Subpoenaed

§ Do Not Write Down Anything You Would Not Want Seen
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How To Format Your Reports

1. The Heading

• The Heading Should Include The Date

• Client's Name

• Case Name and Case Number

• And An Introduction
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How To Format Your Reports

2. The Body

• The Assignment

• The Facts As Obtained By The Investigator’s
Reports

• The Summary

• Recommendations, Special Notes,
Attachments, and Affidavits

•Keep it Professional and Legible
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Software & Word Processing

Tools you can use

v Net Detective

v Microsoft Word

v Word Perfect, Suite 8

v Set Up Case Files and Save All
Reports

v Scan Photos and Documents

v Proper Back-Up All Files
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“J ust the
f acts ma’am”
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