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PROCEDURE 
 
1. All criminal complaints, requests for service, officer-initiated activity or reported 

accidents, regardless of origin or nature, will be entered into the Glens Falls Police 
Department’s computer records system and will be assigned a sequential number. 

2. The number assigned to each complaint shall be known as a Blotter entry and shall 
automatically generate a six (6) digit code followed by the last two, (2) digits of the year 
in which the Blotter number was generated (example 123456-14). 

3. The report will be assigned a “Call Type” indicating the nature of the call. 
4. The Blotter will also contain pertinent information relating to the request for service 

including the location of the call, date and the time of request, dispatch time, arrival 
time, and time that the call is completed. 

5. It shall be the responsibility of the communications officer or police officer receiving the 
complaint to ascertain and record the following information: 
 Nature of the incident 
 Name of the person making the complaint, (if not possible, “anonymous” may be 

entered instead of the complainant’s name). 
 All information that may be necessary for the officer investigating the complaint 

to do so in the safest and most efficient manner. 
6.        It shall be the responsibility of the Officer investigating the complaint to: 

 Obtain all information that may be required of the Glens Falls Police Department 
to fulfill its obligations under the law. 

 Record all information on the appropriate form, and or within the department’s 
computer system. 

 Create additional reports as necessary. ie: Case, Arrest, Impound, etc. 
 Record all action taken.  

7.        It shall be the responsibility of the Supervisor to: 
 Review all reports for accuracy and completeness. 
 All deficiencies will be noted and the report will be returned for revisions. 
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