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CHAPTER 1 

SECURITY FORCES FORMS 

1.1. AF Form 52, Evidence Tag . Use this form to record receipt or seizure of evidence or other
acquired property. Proper completion of the AF Form 52 ensures a proper chain of custody of evidence for
legal proceedings. 

1.1.1. Use AF Form 52 to record evidential or acquired property transactions. Proper completion of
this form ensures proper chain of custody of evidence for legal proceedings and provides an accurate
record of acquired property. The form is two hard stock manila cards separated by a piece of carbon
paper. The front sides of both copies are printed with the same information. The back side of the first
copy contains the chain-of-custody and the back side of the second copy contains final disposition
blocks. One AF Form 52 may be accomplished on each item or several items may be recorded on one
form. Examples: One marijuana cigarette found on the back seat of an automobile would require one
form, while four marijuana cigarettes found in the glove compartment of the same automobile could
be placed in a single evidence bag and one form could be completed. The decision to use one form per
item or to record several items per form is a decision based on the circumstances of the acquisition. To
provide a record or receipt for the property, the property custodian uses permanently bound logbooks,
one for evidence and the other for acquired property. The property custodian is usually an investigator
in the investigations section. They will log the evidence or acquired property in when they receive it.
This procedure will maintain the chain-of-custody. When property is returned to the owner or other-
wise disposed of, the person receiving or destroying the property will sign the AF Form 52, which will
be retained in the security forces administration file. When used to record receipt of evidence or
acquired property, the first copy of the form is affixed to the item and is used to include any future
entries to ensure chain of custody. 

1.1.2. Filling out the front of the AF Form 52 (Attachment 2). 

1.1.2.1. Date: The date the tag is completed. 

1.1.2.2. Tag No.: Each AF Form 52 is considered a tag. If a security forces member fills out one
AF Form 52, they’ll write 1 of 1. If two tags, the first tag would be 1 of 2 and on the second one,
2 of 2. 

1.1.2.3. Case File No.: Leave blank. It will be filled in by the property custodian when a case
number is obtained. 

1.1.2.4. AF Base or Det/Bin No.: Write in the base name where the property was obtained. 

1.1.2.5. Log Page: Leave blank. The property custodian will fill in when the property is logged
into the property log book. 

1.1.2.6. On (date): Date the property was obtained. 

1.1.2.7. At (place): The general location where the property was obtained, e.g. Bldg 10215, room
103 or a 1997 blue Ford Pick-up, TX plate VVT986, etc. 

1.1.2.8. The property described: Circle the applicable action, then explain the specific location
where the security forces member obtained the property, e.g. top drawer of dresser in master bed-
room or under front passenger seat, etc. 
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1.1.2.9. Description: Provide a full, detailed description of the property, to include claimed value
if the item is to be returned. Use the following method to describe items: 

1.1.2.9.1. Quantity (How many) 

1.1.2.9.2. Item (Common name) 

1.1.2.9.3. Color (Include multiple colors) 

1.1.2.9.4. Construction (What the item appears to be made of) 

1.1.2.9.5. Identifying features (Serial numbers, UPC codes, brand names, etc.) 

1.1.2.9.6. Size (Length, width, height, depth, thickness, volume) 

1.1.2.9.7. Visible condition (Soiled, broken, scratched, torn) 

1.1.2.9.8. I.D. markings and containerizing (Placed in a paper bag, sealed with evidence tape
and marked for I.D.: Initials, date and time, across the seal and bag). Right after the last written
word draw a line to the right margin and write “Last Item” in between the line. Example:(
…seal and bag._____________Last Item_________________________ ) 

1.1.2.9.9. At the end of this block, include a statement about how, when and where the prop-
erty was acquired. 

1.1.2.9.10. Signature of witness: This is for the signature of the person who actually witnessed
the acquisition of the items, not the person who witnessed the form being filled-out. 

1.1.2.9.11. Signature of person receiving property: This is the signature of the person who
collected or obtained the property. The chain-of-custody for the item is initiated here. 

1.1.3. Filling out the AF Form 52, back of first copy, Chain-of-Custody Receipt (Attachment 3) 

1.1.3.1. Released by: Print name, sign name and date. The only person who can release the prop-
erty in this first block is the person who signed block 11. 

1.1.3.2. Purpose: Why was the property released? Released to Desk Sgt, SFOI or returned to
owner, etc. 

1.1.3.3. Condition: Was the property new, used, unopened, torn, etc? 

1.1.3.4. Received by: Print name, sign name and date of person who the security forces member
released the property too. Now, this person is the only one who can sign releasing the property in
the next released by block. 

1.1.4. AF Form 52, Evidence Tag, back of second copy, Return of Property Receipt (Attachment 4) 

1.1.4.1. The second copy of the form is given to the person relinquishing possession of the prop-
erty. The reverse side is where security forces document release of property to the proper owner or
final disposition of it. However, if the evidential or acquired property was contraband, the property
will not be returned and the remarks section will indicate disposal actions. The disposal of all evi-
dence will be coordinated with the SJA prior to disposal. 

1.1.5. When property is returned to the owner or otherwise disposed of, the person receiving the prop-
erty signs the AF Form 52, which is retained in the security forces file according to AFMAN 37-139,
Records Disposition Schedule. 
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1.2. AF Form 53, Security Forces Desk Blotter. The security forces controller prepares this form as the
official chronological record of security forces activities. Installations with more than one security forces
control center, each must complete separate blotters. Completed AF Forms 53 should include sufficient
information to identify persons concerned, to fix the time, facts and circumstances of incidents and to pro-
vide a complete summary of events for the tour of each flight. The form will be initiated at the beginning
and terminate at the closing of each tour of duty. The following information is provided for completing the
AF Form 53. 

1.2.1. Ensure sufficient information is included in each entry and those entries are maintained in a
chronological order. (Attachment 5) 

1.2.2. Ensure required information is included on the reverse side of the original copy. (Attachment
6) 

1.2.3. Blotters will be maintained IAW AFMAN 37-139, Records Disposition Schedule. Blotters can
be kept electronically or paper copy. If filed electronically, MAJCOMS/local installations will
develop a system to ensure the blotters are being reviewed by the Flight Leader/Flight Sergeant. 

1.2.4. Prepare sufficient copies to satisfy local requirements; however, distribution must be limited to
only those personnel who have a valid daily requirement to monitor it, that is, the Wing Commander,
the local Air Force Office of Special Investigations (AFOSI) and the Staff Judge Advocate or as deter-
mined by the Installation Commander. At no time should the blotter be distributed below group level.
Unit first sergeants and commanders receive notifications involving personnel within their unit. 

1.3. AF Form 75, Visitor/Vehicle Pass. Use the AF Form 75 to control visitors and vehicles entering an
Air Force installation on a temporary basis. This form is completed in two copies. Give the original (1st
copy) to the individual and file the second copy. Computer generated products may be used. Procedures
for completing the form are as follows: (Attachment 7 & Attachment 8) 

1.3.1. Base: Self-Explanatory 

1.3.2. Name of Visitor, Driver and Street Address or Firm: Put in full name of the visitor and home
address. If a vendor, put in full name and name of firm they represent and address. 

1.3.3. Sponsor or Organization/Name: Rank and name of person or organization sponsoring the indi-
vidual onto the installation. This is important because they are responsible for the visitors actions
while on the installation. 

1.3.4. Phone Number: Self-explanatory 

1.3.5. Total Number in Party: Put in the total number of visitors including the individual obtaining the
pass. If local requirements dictate, print other visitor’s names on the reverse of the form. 

1.3.6. Time and Date Issued: Self-explanatory 

1.3.7. Issuing Official: Print rank and last name of the individual who issued the pass along with
flight assignment. 

1.3.8. Visitor and Vehicle passes will be maintained in accordance with AFMAN 37-139, Records
Disposition Schedule.  
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1.4. AF Form 1109, Visitor Register Log. The form is self-explanatory and should be prepared in one
copy. It is maintained at any installation, office, controlled or restricted area where visitors must be regis-
tered. Completed forms will be maintained for 90 calendar days from the last entry made. (Attachment 9) 

1.4.1. Procedures for completing the form are as follows: 

1.4.2. Year, Month, Day: Self-explanatory 

1.4.3. Organization: Organization using the form. 

1.4.4. Location: Specific Area and installation. 

1.4.5. Name, Grade, Organization or Firm: Full name, grade and organization of the visitor. 

1.4.6. Signature of Escort and Badge Number: Signature and badge number of person escorting. If no
badge is used for the area, put “N/A” in the badge number column. 

1.5. AF Form 1168, Statement of Suspect/Witness/Complainant. This form is to be used when taking
a written statement from a suspect, accused person, witness or complainant (military or civilian). When
the statement is handwritten, the writer initials the end of each paragraph, any errors and signs the state-
ment. If the writer needs a continuation sheet, use plain bond paper. Using the back of the form for the
actual statement is optional. As a minimum, mark the document "For Official Use Only." Sufficient cop-
ies should be prepared to satisfy local requirements. The form is divided into six sections. The following
information is provided for completing the AF Form 1168: 

1.5.1. Filling out sections I & II, Statement Information & Personal Identification. Ensure the state-
ment and personal information are completely filled out prior to rights advisement or statement.
Ensure each block, applicable to the circumstances, has an entry. Often times, when a block is left
blank, the security forces controller will send it back to the person making the statement to obtain the
information needed. Get all the information the first time. Use Attachment 10 and Attachment 11 to
assist in filling out the form. 

1.5.1.1. Suspect or Witness/Complainant: Place an “X” in the applicable box. 

1.5.1.2. Date and Time: The date and time the statement is taken. 

1.5.1.3. Location and installation: The specific location and installation where the statement is
taken. 

1.5.1.4. Unit taking statement: Self-explanatory. 

1.5.1.5. Repeat: If it is known to be a repeat offense or complaint, place an “X” in the applicable
box. If not known, leave it blank. 

1.5.2. Personal Identification Section: 

1.5.2.1. Name and SSN: Self-explanatory 

1.5.2.2. Status/Grade: AD/E8/SMSgt, AFRC/O2/Lt, etc. 

1.5.2.3. Local Address: Self-explanatory. If TDY, put TDY unit, if PCS enroute, put gaining unit. 

1.5.2.4. Date and place of birth: Self-explanatory. Put city and state of birth place 

1.5.2.5. Telephone: Home and duty phones. 
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1.5.2.6. Permanent Address or Home of Record: Not always the same as local address. If person
is TDY, put the individuals home unit. For home of record, put the state where the person enlisted
or was commissioned. 

1.5.2.7. Military Organization/Employer: Self-explanatory. 

1.5.2.8. DEROS: Applicable to overseas personnel only. Put month and year of individual’s
scheduled departure. 

1.5.2.9. Sponsor Information: If the person giving a statement is a family member, the sponsor’s
information will be annotated in these blocks. If the person is a visitor, put in the name of the indi-
vidual sponsoring them onto the installation. 

1.5.3. Section III, Acknowledgment of Offense(s) and 5th Amendment/Article 31 Rights Advisement
(suspect only). The Acknowledgment of Offenses and Rights Advisement sections apply to suspects
and accused persons only. 

1.5.3.1. I have been advised: List the specific offense(s) and have the suspect initial before and
after the offense(s), Example: WBF//Theft of Government Property//WBF 

1.5.3.2. Advised By: Full name and rank of individual who will be doing the rights advisement.
Name of the SF advising the suspect of his/her rights. 

1.5.3.3. Individual Identified Himself/Herself As: Put in appropriate title. Example: security
forces member, security forces investigator. 

1.5.3.4. Rights Advisement: Read aloud each applicable right to the suspect and ask them
whether or not they understand. This is done for each right and only a “yes” or “no” answer is
acceptable. The suspect initials each right as the security forces member proceeds. When reading
the section “MILITARY ONLY” or “CIVILIAN ONLY”, line through the one that is not applica-
ble and have them initial at the beginning and end of the appropriate statement. 

1.5.3.5. Once they have acknowledged and understand their rights, they must make a selection in
reference to wanting a lawyer or not and making a statement. The suspect makes their selection by
initialing adjacent to the statement of their choice. A security forces member cannot decide for,
nor advise the suspect on what choice to make. If the suspect refuses to acknowledge his or her
rights, do not question them. If the suspect requests a lawyer, security forces member cannot ask
any further questions. If the individual states he or she wants a lawyer and then changes their
mind, contact SJA for further guidance. 

1.5.3.6. Signature of Suspect: Once rights are advised, whether or not they want a lawyer, the
individual should sign acknowledging their rights were advised to them and they understood. If
individual refuses to sign, annotate the refusal in a security force member’s statement and leave
the block blank. 

1.5.3.7. Signature of Witness/Interviewer: This should be the same person who advised the per-
son of their rights. He/she is acknowledging explanation of rights to the suspect. 

1.5.3.8. If the individual requests a lawyer or does not wish to make a written statement, place a
one (1) in the “page 1 of ____ pages” section. If the individual does wish to make a statement, fill
in the appropriate number to reflect the total pages. Then have the individual initial the number
written. 
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1.5.4. Section IV, Statement: The security forces member is responsible for taking a statement from a
Suspect/Witness/Complainant/Victim and ensures the statement answers the six basic questions;
(Who, What, When, Where, Why and How). These basic questions may have to be answered several
times throughout the statement. They must ensure the entire sequence of events is written in detail in
the statement. If the individual does not fully answer all the questions, the security forces member
may ask the individual to clarify a point and then have the answer written in the statement. Statements
may also be typed by the security forces member. Once the security forces member reviews the state-
ment and determines all pertinent information is addressed, close out the form. The security forces
member is responsible for instructing the individual on how to complete the form. Have the individual
tell a story from the beginning to the end. Ensure the individual writes from margin to margin, leaving
minimal space between each line. Instruct the individual that if they make an error, line through it (one
line) and initial the error. Statements will be completed in ink. If additional space is needed, continue
on bond paper. See Section VI on the form for instructions. This section is used to record the individ-
ual’s statement. 

1.5.4.1. If the individual is unable to write for some reason (e.g.: hand broken, arthritis, etc) the
security forces member may write the statement for the individual. The first line in the statement
must indicate the statement was written for “put in suspect/subjects name” by “your name and
rank.” Write exactly what they say. Regardless of who writes the statement, the subject/suspect is
required to initial all corrections. 

1.5.4.2. If the security forces member wishes to accomplish a question and answer statement, he/
she will write the question, then the individual will write their answer. If the individual is unable
to write the answer as specified in Par 1.5.4.1. above, the security forces member may write the
answer as long as the statement is annotated as such. Upon completing the statement in this fash-
ion, the individual will initial at the beginning and end of each question and answer. 

1.5.4.3. Once the statement is completed, write “///End of Statement///” immediately after the last
line of text. The individual will then initial at the beginning of the statement, the end of the state-
ment and at each set of slash marks. In addition to these initials, the individual must initial any cor-
rections or changes. 

1.5.5. Section V, Signature/Oath. 

1.5.5.1. I hereby voluntarily…: Have the individual read aloud the paragraph and initial after it.
The SF administering the oath should ask the individual "Do you swear or affirm the statement
you have given is true and correct to the best of your knowledge?" 

1.5.5.2. Signature of Person Making Statement: Ensure the person swearing to the statement
signs the form only after being administered the oath. 

1.5.5.3. Signature of Witness/Interviewer: The interviewer should sign. 

1.5.5.4. Date: Self-explanatory. 

1.5.5.5. Signature of person administering Oath: Self-explanatory. 

1.5.5.6. Page Numbers: Fill in page numbers when the statement is complete. Example: If a state-
ment has 3 pages, page 1 would be 1 of 3, page 2, 2 of 3 and page 3, 3 of 3. The individual giving
the statement will initial below all written in page numbers. 
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1.5.6. Section VI, Instructions for continuation pages. Use bond paper for continuation sheets. The
bottom of the reverse side of the AF Form 1168 gives continuation page instructions. 

1.5.7. Once completed, statements are attached to the report for which they were taken. If a statement
was taken and no report was accomplished, the statement is sent to the Reports and Analysis Section
for filing. All statements are retained for a three (3) year period. 

1.6. AF Form 1176, Authority to Search and Seize. A search is an examination of a person, property
or premises to uncover evidence of a crime or to uncover evidence of a criminal intent, such as stolen
goods, burglary tools, weapons or other evidence. A seizure is the taking of such items by authorities for
evidence at a courts-martial or trial. To ensure the search and seizure is legal and any evidence found is
admissible at a courts-martial, AF Form 1176 is used to obtain authorization for a search and seizure. This
form is prepared for the signature of the commander having search authority over a specific area, property
or person to be searched. The commander may give verbal authority to search only after a probable cause
briefing to him/her is accomplished and the situation warrants immediate search. The commander must
sign the AF Form 1176 (Attachment 12) as soon as possible after oral authorization. Once the form is
signed, the security forces retain and place it into the case file. Copies are made and forwarded based on
local requirements. A search authorization is not a search warrant. Search warrants are an authority to
search issued by civilian authorities only. 

1.6.1. Requesting SF’s name and rank goes on the first line. 

1.6.2. List offense(s) on the second line. A third line may be required if multiple charges exist. 

1.6.3. The suspect’s name and rank is listed on the fourth line. 

1.6.4. The location to be searched is listed on the fifth line. Be specific. 

1.6.5. List exactly what is being sought on the sixth line. Be specific. 

1.6.6. Read the paragraph and line out what does not apply to the specific situation. 

1.6.7. After the paragraph put the requesting SF members’ name and rank. 

1.6.8. Read and place an “X” in the appropriate box and circle (person) or (premise) as appropriate. 

1.6.9. The date authority is granted: Self-explanatory 

1.6.10. Date, time and location of granted authority: Self-explanatory 

1.6.11. Typed name, grade, organization and signature of authorizing official: Self-explanatory 

1.6.12. On the reverse side of the form, write or type a Probable Cause Statement outlining the rea-
sons the security forces member believes potential evidence is at a particular place where search
authority is desired. The statement should be written or typed on the back of the AF Form 1176 or on
a sheet of bond paper prior to contacting the authorizing commander. The probable cause statement
should be written/typed exactly as given to the commander. If the commander asks any further ques-
tions after being read the probable cause statement, the questions asked and the security force mem-
ber’s response should be included. This may be used as evidence at a later courts-martial to verify the
probable cause for the commander issuing the authority to search. (Attachment 13) 

1.7. AF Form 1199 Series, USAF Restricted Area Badges. The USAF Restricted Area Badge is issued
to each person who is granted unescorted entry authority for a restricted area. The forms are serial num-
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bered, accountable and supplies must be kept secured. The forms are self-explanatory and normally issued
by a Pass and Registration Section. Refer to AFI 31-101, The Air Force Installation Security Program for
additional guidance on these forms. 

1.7.1. AF Form 1199, Air Force Entry Control Card (Blue) . This form obtained through PDO,
has two parts. AF Form 1199-1, USAF Entry Control Credential, Front Label and AF Form
1199-2, USAF Entry Control Credential, Pressure Sensitive Label. 

1.7.2. AF Form 1199A, USAF Restricted Area Badge (Green) . 

1.7.3. AF Form 1199B, USAF Restricted Area Badge (Pink) . 

1.7.4. AF Form 1199C, USAF Restricted Area Badge (Yellow)  

1.7.5. AF Form 1199D, USAF Restricted Area Badge (Blue) . 

1.7.6. AF Form 1199, Computer Generated  

1.8. AF Form 1361, Pick-Up/Restriction Order. This form is used to record facts and provide security
forces with information about pick-up or restrictions on members of the military services. The security
forces controller usually is responsible for completing the form. Filling out the form is self-explanatory.
In the remarks section, put a brief statement why the individual is restricted or required to be picked up.
(Attachment 14) 

1.8.1. Make sufficient copies to post with all posts/patrols. Maintain the original file at the Security
Forces Control Center. 

1.8.2. When cancelled. Fill out the bottom blocks of the original form and file with the case file.
Ensure copies posted have been destroyed. If there is no case file, forward to Reports and Analysis
Section for filing. 

1.9. AF Form 1364, Consent for Search and Seizure . This form is used in the same manner as the AF
Form 1176, except the individual freely and voluntarily consents to a search of their person, area under
their control or personal possessions. Use this form to obtain the consent in writing. Also, ensure the sus-
pect and witnesses to the consent sign the appropriate blocks on the form. When an AF Form 1364 is not
available, document the consent on a plain piece of paper as long as the individual signs it and it contains
the time, date, persons and place(s) to be searched. Ensure the person giving consent reads and fully
understands that anything found in the search can be used against them in a criminal trial or other judicial
or administrative proceedings. Inform the individual that if they do not consent to a search, the security
forces member cannot conduct a search without consent, authorization, warrant or other authorization rec-
ognized by law. Prepare this form only in one copy and then retain it with the case file. (Attachment 15) 

1.9.1. Name, grade, SSAN and address/organization of the person granting consent. 

1.9.2. Rank and name of consenting person. 

1.9.3. Rank, name and title of security forces member person. 

1.9.4. If the person granting consent is not a suspect, line out “suspected.” Write in the offense(s) or
matters being investigated. Have the individual initial after the offense. 

1.9.5. Have the individual read or read the next paragraph to the individual and have them initial the
beginning and end of the paragraph. 
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1.9.6. Have the individual read or read the next paragraph to the individual. Have the individual cross
out the applicable wording whether day time/night time. Have them initial at the beginning and end of
the paragraph. 

1.9.7. Identify all the areas to be searched. Show possession by using the word “My.” Example: My
person (Give full name), My vehicle (1962 Chevrolet pick up truck, OK Lic. #234-FED, My dwelling
or room or house (Lodging Bldg 1234, room 222). 

1.9.8. Have the individual read the next paragraph to the individual and have them initial the begin-
ning and end of the paragraph. 

1.9.9. Date, location and time of consent: Self-explanatory. Place location and time in the
“at____________________________.” 

1.9.10. Signature of the person giving consent. 

1.9.11. Signature of the SF requesting consent and one other witness (may be another SF member). 

1.9.12. Prepare only one copy and retain it with the case file. 

1.9.13. If during the search, the individual withdraws their consent, terminate the search immediately.
Ensure all pertinent information (time consent withdrawn, time search terminated and actions taken to
that point) are documented in the AF Form 3545, Incident Report. 

1.10. AF Form 3226, Authority to Apprehend in Private Dwelling - Resident .  T he  MC M , Ru le
302(e) requires written authority be obtained prior to apprehending a person in a private dwelling. The AF
Form 3226 is normally used to document receipt of this authority. (Attachment 16) 

1.10.1. The security forces personnel wanting this authority will complete the top portion of the AF
Form 3226. The installation commander or appointed magistrate will sign the block reserved for the
authorizing official. Rule 302(e) defines "dwelling" as single-family houses, duplexes and apartments.
Private dwellings DO NOT include living areas in military dormitories, tents, field encampments, etc.
The form is self-explanatory. Write a Probable Cause statement on the reverse side of the form detail-
ing all information, giving facts and circumstances about the incident. (Attachment 13) 

1.10.2. Prior written authority is not required if certain exigencies are present, i.e., if evidence or a
perceived threat exist which could cause damage, harm or loss of life or the destruction of evidence
would occur if the search wasn’t conducted at that time, etc. In these cases, written authority should be
obtained the duty day following the apprehension. 

1.10.3. Prepare only one copy and retain it with the case file. 

1.11. AF Form 3545, Incident Report . Since the 1930s, the Federal Bureau of Investigations (FBI) has
been collecting crime data dealing with offenses and arrests from county, state and Federal law enforce-
ment agencies. In the late 70s, the law enforcement community called for expanded use of the data and
developed new guidelines for reporting crime statistics. These guidelines were outlined in the Uniform
Federal Crime Reporting Act of 1988, which formed the basis of the National Incident-Based Reporting
System (NIBRS). Since the inception of NIBRS, two other Congressional Acts, the Victim’s Rights and
Restitution Act of 1990 and the Brady Handgun Violence Prevention Act, also impacted the amount of
data collected. NIBRS requires law enforcement agencies, including the DoD, to report data to the
Department of Justice (DoJ) for inclusion in the FBI-maintained system. The DoD instituted the Defense
Incident-Based Reporting System (DIBRS), in order to meet the requirements of NIBRS. This is where
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the very lengthy and detailed AF Form 3545 comes into the picture. Use the form as a worksheet while at
the scene of an incident. This will ensure all the needed information is obtained. 

1.11.1. OVERVIEW: The form is electronic (Formflow) and consists of 6 pages. Each page of the
form is a different file within Formflow. This allows personnel to build several records within a cer-
tain page. For example there may be 3 offenders and 3 victims. In order to document each individual’s
information, the report writer needs 3-offender pages and 3 victim pages. To better understand the
design of the form, below is a broad-brush overview of each page followed by block-by-block instruc-
tions on how to fill out the form. 

1.11.1.1. Page 1 Incident and Offense Information: This page documents offense data, i.e. case
number, time of incident, location, type of criminal activity, etc. 

1.11.1.2. Page 2 Offender Information: This page documents offender information. There is only
space for one offender. If more than one offender is involved in the incident, simply add a record
in Formflow and fill in the information. 

1.11.1.3. Page 3 Victim, Witness, Complainant: This page documents the victim's, witness' or
complainant's information. The majority of this page is designed for the victims, so if using it for
a witness or complainant, do not fill in any of the victim blocks, just leave them blank. 

1.11.1.4. Page 4: This page documents three different sections; property, SF members at incident
and administrative disposition. 

1.11.1.5. Page 5: Commander's Section: This page is for the offender's commander. If more than
one offender, add additional records to this page with the offender and victim pages. The com-
mander documents the action taken against the offender and forwards to the Reports and Analysis
Section. 

1.11.1.6. Page 6 Narrative: This page is used to document the narrative and any other portions of
the form needed. 

1.11.1.6.1. PAGE 1 (Attachment 17) 

1.11.1.6.1.1. ORI NUMBER: Completed by the Reports and Analysis. 

1.11.1.6.2. CASE NUMBER: Completed by the Reports and Analysis Section. This is the
number assigned by the agency to each Incident Report to identify it uniquely; e.g., the Origi-
nating Agency Case (OAC) Number. 

1.11.1.6.3. SECTION I INCIDENT NOTIFICATION 

1.11.1.6.3.1. Date Received (YYYYMMDD): Enter date the incident was received. 

1.11.1.6.3.2. Time Received: Enter the time (military time 2400) the incident was
received. 

1.11.1.6.3.3. How Complaint Received: Enter how the incident was received. 911 call,
crime stop call, by mail, in person, etc. 

1.11.1.6.4. SECTION II OFFENSE 

1.11.1.6.4.1. Incident Occurred Between: 

1.11.1.6.4.1.1. Date (YYYYMMDD): Enter the date when the incident occurred or
started or the beginning of the time period in which it occurred (as appropriate). 
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1.11.1.6.4.1.2. Time: Enter the occurred begin time (24hour). 

1.11.1.6.4.1.3. End Date (YYYYMMDD): Enter date when the incident ended or the
end of the time period in which it occurred. 

1.11.1.6.4.1.4. Time: Enter the occurred end time (24-hour). 

1.11.1.6.4.1.5. Offender Number: Each offender in the incident is assigned a sequence
number from 01 to 99. 

1.11.1.6.4.1.6. Offense Identifier: Enter the charge or the offense code. In the case of
UCMJ violations, enter the punitive article that is appropriate. 

1.11.1.6.4.1.7. Offense Statutory Basis: This data element indicates the source of the
statute violated; i.e., the statutory basis of the offense and the jurisdiction involved.
Federal includes any Federal Statute other than UCMJ. (Refer to Statutory basis codes
in Section II of the AF Form 3545) 

1.11.1.6.4.1.8. Offense Result: This data element indicates whether the offense was
completed or merely attempted. If there was more than one occurrence of the same
offense within an incident and one was completed, then completed should be entered.
(Refer to offense result codes in Section II of the AF Form 3545) 

1.11.1.6.4.1.9. Involvement: Allowable codes are: 

1.11.1.6.4.1.9.1. P=Principal: One who commits or is an accomplice to a crime. 

1.11.1.6.4.1.9.2. A=Accessory: One who incites, aids or abets a lawbreaker in the
commission of a crime but is not present at the time of the crime. 

1.11.1.6.4.1.9.3. C=Conspiracy: An agreement between two or more persons to
commit a crime. 

1.11.1.6.4.1.9.4. S=Solicit: To entice into illegal action. 

1.11.1.6.4.1.9.5. Bias Motivation Codes: The object of this collection is to indicate
whether the offender was motivated to commit the offense because of bias against
a racial, religious, ethnic/national origin, sexual orientation or disability group
(Refer to bias motivation codes in Section II of the AF FM 3545). Because of the
difficulty of ascertaining the offender’s subjective motivation, bias is to be reported
only if investigation reveals sufficient objective facts to lead a reasonable and pru-
dent person to conclude the offender’s actions were motivated, in whole or in part,
by bias. While no single fact may be conclusive, facts such as the following, partic-
ularly when combined are supportive of a finding of bias: 

1.11.1.6.4.1.9.5.1. The offender and the victim were of different racial, reli-
gious, ethnic/national origin or sexual orientation groups or disability status. 

1.11.1.6.4.1.9.5.2. Bias-related oral comments, written statements or gestures
were made by the offender which indicate bias. 

1.11.1.6.4.1.9.5.3. Bias-related drawings, markings, symbols or graffiti were
left at the crime scene. 
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1.11.1.6.4.1.9.5.4. Certain objects, items or things that indicate bias were used
or left behind, e.g., the offenders wore white sheets with hoods covering their
faces. 

1.11.1.6.4.1.9.5.5. The victim is a member of a racial, religious, ethnic/
national origin sexual orientation or disability group that is overwhelmingly
outnumbered by members of another group in the neighborhood where the vic-
tim lives and the incident took place. This factor loses significance with the
passage of time, i.e., it is most significant when the victim first moved into the
neighborhood and becomes less and less significant as time passes without
incident. 

1.11.1.6.4.1.9.5.6. The victim is visiting a neighborhood where previous hate
crimes were committed against other members of his or her racial, religious,
ethnic/national origin, sexual orientation or disability group and where tensions
remain high against the group. 

1.11.1.6.4.1.9.5.7. Several incidents have occurred in the same locality, at or
about the same time and the victim are all of the same racial, religious, ethnic/
national origin, sexual orientation or disability group. 

1.11.1.6.4.1.9.5.8. A substantial portion of the community where the crime
occurred perceives the incident was motivated by bias. 

1.11.1.6.4.1.9.5.9. The victim was engaged in activities promoting his or her
racial, religious, ethnic/national origin, sexual orientation or disability group,
e.g., the victim, a member of the NAACP, participated in gay rights demonstra-
tions. 

1.11.1.6.4.1.9.5.10. The incident coincided with a holiday relating to or a date
of particular significance to a racial, religious, ethnic/national origin, sexual
orientation or disability group, e.g., Martin Luther King Day. 

1.11.1.6.4.1.9.5.11. The offender was previously involved in a similar hate
crime or is a member of a hate group. 

1.11.1.6.4.1.9.5.12. There were indications a hate group was involved, e.g., a
hate group claimed responsibility for the crime or was active in the neighbor-
hood. 

1.11.1.6.4.1.9.5.13. A historically established animosity exists between the
victim’s group and the offender’s group. 

1.11.1.6.4.1.9.5.14. The victim, although not a member of the targeted racial,
religious, ethnic/national origin, sexual orientation or disability group, is a
member of an advocacy group supporting the precepts of the victim group. 

The aforementioned factors are not all-inclusive of the types of objective facts which evidence 
biased motivation. Reporting agencies must examine each case for facts that clearly evidence the 
offender’s bias motivated him/her to commit the crime. Agencies must be alert to misleading facts, e.g., 
the offender used an epithet to refer to the victim’s race, but the offender and the victim were of the same 
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race. Agencies must be alert to evidence left by the offenders, which is meant to give the false impression 
the incident was motivated by bias. Even if the offender was mistaken in the belief the victim was a mem-
ber of a racial, religious, ethnic/national origin, sexual orientation or disability group, the offense is still a 
hate crime as long as the offender was motivated by bias against that group. For example, a middle-aged, 
non-gay man walking by a bar frequented by gays was attacked by six teenagers who mistakenly believed 
the victim had left the bar and was gay. Although the offenders were wrong on both counts, the offense is 
a hate crime because it was motivated by the offenders’ anti-gay bias. 

EXAMPLE 1: While driving through a predominantly Mexican-American neighborhood, a black 
male stopped his car to repair a flat tire. A group of Mexican-American leaving a bar across the street 
accosted the driver and attacked him with bottles and clubs. During the attack, the offenders called the 
victim by a well-known and recognized epithet used against blacks and told him blacks were not welcome 
in the neighborhood. This incident would be reported as anti-black because blacks were not welcome in 
the neighborhood. This incident would be reported as anti-black because the victim and offenders are of 
different races, the offenders used a racial epithet and the facts reveal no other reason for the attack than 
the stated one, i.e., to keep blacks out of the neighborhood. 

EXAMPLE 2: A white juvenile male snatched a Jewish woman’s purse and in doing so, knocked 
her down and called her by a well-known and recognized epithet used against Jews. The offender’s iden-
tity is not known. Although the offender used an epithet for Jews, it is not known whether he belongs to 
another religious group or whether his motive was anything more than robbery. Because the facts are 
ambiguous, agencies should not report this incident as bias motivated. 

EXAMPLE 3: Overnight, unknown persons broke into a synagogue and destroyed several reli-
gious objects. The perpetrators left a large swastika drawn on the door and wrote, “Death to Jews” on the 
wall. Although valuable items were present, none were stolen. Report this incident as Anti-Jewish 
because the offender destroyed religious objects, left anti-semitic words and graffiti behind and theft did 
not appear to be the motive for the burglary. 

EXAMPLE 4: A 29-year-old Chinese-American male was attacked by a 51-year-old white male 
wielding a tire iron. The victim suffered severe lacerations and a broken arm. The incident took place in a 
parking lot next to a bar. Investigation revealed the offender and victim had previously exchanged racial 
insults in the bar, the offender having initiated the exchange by calling the victim by a well known and 
recognized epithet used against the Japanese and complaining the Japanese were taking away jobs from 
Americans. Anti-Asian/Pacific Islander offense would be reported based on the difference in race of the 
victim and offender, the exchange of racial insults and the absence of other reasons for attack. 

EXAMPLE 5: An adult white male was approached by four white teenagers who requested 
money for the bus. When he refused, one of the youths said to the others, “Let’s teach this (epithet for a 
gay person) a lesson.” The victim was punched in the face, knocked to the ground, kicked several times 
and robbed of his wristwatch, ring and wallet. When he reported the crime, the victim advised he did not 
know the offenders and he was not gay. The facts are ambiguous. Although an epithet for a gay person 
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was used by one of the offenders, the victim was not gay, such epithets are sometimes used as general 
insults regardless of the target person’s sexual orientation and in this case the offenders’ motivation 
appeared to be limited to obtaining money from the victim. Therefore, the incident would not be desig-
nated bias motivated. 

EXAMPLE 6: A small neighborhood bar frequented by gays burned down after being closed for 
the night. Investigation revealed the fire was deliberately set. The fact that the bar was frequented by gays 
may have been coincidental. Therefore, the incident is not reported as bias motivated. Two weeks later, 
three white adult males were arrested on a tip from an informant. They admitted burning down the bar, 
saying they did it to keep gays out of the neighborhood. As a result, this incident should now be reported 
as a bias crime. 

EXAMPLE 7: Six black men assaulted and seriously injured a white man and his Asian male 
friend as they were walking through a residential neighborhood. Witnesses said the victims were attacked 
because they were trespassing in a “black” neighborhood. An Anti-Multi-Racial Group bias incident 
should be reported because the victim and offenders were of different races and witnesses reported the 
victims were attacked because they were not black. 

EXAMPLE 8: Overnight, an auditorium, which was being used by representatives of several reli-
gious denominations to hold an ecumenical conference, was vandalized by unknown subjects. Extensive 
damage was caused and statements, such as “There is but one true religion” and “Down with the nonbe-
lievers,” were spray painted onto the walls. An Anti-Multi-Religious Group incident should be reported 
because the offenders clearly evidenced their hostility against a group representing more than one reli-
gion. 

1.11.1.6.4.1.10. Location/Address: Enter the location and address of the offense, i.e.,
Rm. 210, Bldg 100, Lackland AFB, TX 78236. 

1.11.1.6.4.1.11. U.S. State or Possession: Enter "Yes" if the offense occurred in US or
its possessions. 

1.11.1.6.4.1.12. Sector: Enter the sector of the installation the offense occurred. 

1.11.1.6.4.1.13. On Uniformed Service Installation: Enter “Yes” if the offense
occurred on DoD or Coast Guard property. 

1.11.1.6.4.1.14. Location of Offense: Mark the appropriate location. (Self-explana-
tory) 

1.11.1.6.4.1.15. Type of Criminal Activity: Mark the appropriate block. (More than
one block may be marked) 

1.11.1.6.4.1.16. Illegal Entries: This data element is used only if the offense is Bur-
glary/B&E. It is for reporting whether "Force" or "No Force" was used by the bur-
glar(s) to enter the structure. A forced entry is where force of any degree or a
mechanical contrivance of any kind (including a passkey or skeleton key), was used to
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unlawfully enter a building or other structure. An unforced entry is one where the
unlawful entry was achieved without force through an unlocked door or window. If
both forced and unforced entries were involved in the crime, the entry should be
reported as having been accomplished through "Force." 

1.11.1.6.4.1.17. Number of Premises Entered: This data element is used only if the
crime is Burglary/B&E and the "Hotel Rule" is applicable. In such cases, the number
(01-99) of structures (premises) entered is to be reported. In the Summary Reporting
System, the Hotel Rule is applied to only temporary lodgings. It states: If a number of
dwelling units under a single manager are burglarized and the offenses are most likely
to be reported to the police by the manager rather than the individual tenants, the bur-
glary should be scored as one offense. The hotel rule may include military living quar-
ters with multiple dwelling units. For example, if 6 BEQ are entered at the same time,
it should be reported as one incident. The Hotel Rule has been expanded to include
rental storage facilities, i.e., "Mini-Storage" and "Self-Storage" buildings. Therefore,
this data element is to be used if the offense is Burglary/B&E and either "Hotel/Motel/
Etc." or "Rental Storage Facility" is entered into Location Type. The total number (up
to 99) of individual rooms, units, suites, storage compartments, etc., entered is to be
reported in this data element. 

1.11.1.6.4.1.18. Page number: Enter the report’s total number of pages, i.e., 1 of 8, 1 of
6, etc. Page numbers will depend on the number of offenders, victims, witnesses and
length of narrative. 

1.11.1.7. PAGE 2 (Attachment 18) 

1.11.1.7.1. SECTION III OFFENDER: If there is more than one offender, add a record within
Formflow for any additional offenders. 

1.11.1.7.1.1. Suspect: Mark this block if the offender is suspected of a crime (not enough
probable cause to apprehend). 

1.11.1.7.1.2. Subject: Mark this block if the offender is the subject of a crime (enough
probable cause to apprehend). 

1.11.1.7.1.3. Offender Identifier: Assigned a sequence number from 01 to 99 to each
offender. If nothing is known about the offender(s), enter ”00 “ into this data element and
leave the rest of the segment blank. (Applies to both suspects and subjects) 

1.11.1.7.1.4. Name, Last: Enter the last name. 

1.11.1.7.1.5. Name, First: Enter the first name. 

1.11.1.7.1.6. Name, Middle: Enter the middle name. 

1.11.1.7.1.7. Name, Cadency: Enter the Cadency (Jr., Sr. and III) name, if applicable. 

1.11.1.7.1.8. Grade: Enter offender's grade 

1.11.1.7.1.9. Name, Alias/Nickname: Enter any alias or nickname, if applicable. 

1.11.1.7.1.10. Driver's License Number: Enter the driver’s license number. 

1.11.1.7.1.11. Driver's License Source: Enter the state issuing the driver’s license. 
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1.11.1.7.1.12. SSN/Alien registration Designator & SSN/Alien registration: Enter the fol-
lowing codes followed by the appropriate number. 

1.11.1.7.1.12.1. “I”=Foreign country identification card numbers 

1.11.1.7.1.12.2. “S”=SSN 

1.11.1.7.1.12.3. “R”= Alien registration numbers 

1.11.1.7.1.13. Date of birth (YYYYMMDD): Enter the date of birth. 

1.11.1.7.1.14. Age: Enter age of offender. 

1.11.1.7.1.15. City of birth: Enter the city the offender was born in. 

1.11.1.7.1.16. State of birth: Enter the state the offender was born in. 

1.11.1.7.1.17. Country of birth: Enter the country the offender was born in. 

1.11.1.7.1.18. Current street address: Enter offender's street address or apartment number. 

1.11.1.7.1.19. City: Enter the city the offender resides in. 

1.11.1.7.1.20. State: Enter the state the offender resides in. 

1.11.1.7.1.21. Zip: Enter the zip code the offender resides in. 

1.11.1.7.1.22. Organization/Employer/Sponsor's name & grade: Enter the organization of
the offender. If the offender is a family member, enter the sponsor's name, grade and orga-
nization. 

1.11.1.7.1.23. Work Phone: Enter the offender's work phone. If offender is a family mem-
ber, enter the sponsor's work phone. 

1.11.1.7.1.24. Home Phone: Enter the offender's home phone. 

1.11.1.7.1.25. Service: Mark the appropriate service. Allowable codes are: 

 Army Coast Guard 

Air Force Public Health 

Marine Corp Navy 

National Oceanic and Atmospheric Administration 

1.11.1.7.1.26. Component: Mark the appropriate component, Regular, Reserve or
National Guard, if applicable. 

1.11.1.7.1.27. Personal Status: Mark the appropriate status; FEDERAL CIVIL SER-
VANT, UNIFORMED SERVICE RETIREE - FEDERAL CONTRACTOR, UNI-
FORMED SERVICE FAMILY MEMBER or OTHER, if applicable. OTHER can be used
to identify civilians, family member’s wife, son or daughter, etc. 

1.11.1.7.1.28. Hair Color: Enter offender's hair color. 

1.11.1.7.1.29. Eye Color: Enter offender's eye color. 

1.11.1.7.1.30. Height: Enter the height of the offender in inches. 

1.11.1.7.1.31. Weight: Enter the weight of the offender in pounds. 
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1.11.1.7.1.32. How Dressed: Enter how the offender was dressed. (Military or Civilian
and condition of clothing) 

1.11.1.7.1.33. Identifying mark: Mark "T" for tattoo, "S" for scar or "M" for mark, in the
appropriate location if offender has any identifying marks. 

1.11.1.7.1.34. Identifying mark description: Enter a short description of any tattoos, scars
or marks (for example, a flower, 3 inch scar, etc.) 

1.11.1.7.1.35. Race: Mark the appropriate block. 

1.11.1.7.1.36. Sex: Self-explanatory 

1.11.1.7.1.37. Apprehension date (YYYYMMDD): Enter the date of apprehension. 

1.11.1.7.1.38. Type of Apprehension/Detention: Allowable codes are: On-View Arrest,
Summons or Taken into Custody. This data element indicates the type of apprehension.
On-View Arrest includes arrests when the offender is taken into custody without a warrant
or previous incident report. Summoned/cited type is not taken into custody. Taken into cus-
tody arrest types are based on warrant and/or previously submitted incident report. 

1.11.1.7.1.39. Detention type: This data element indicates whether the detention is DoD
or another government agency. Any agency outside DoD is considered Non-uniformed
service. 

1.11.1.7.1.40. Juvenile Disposition: Juvenile is defined as a person under 18 years of age. 

1.11.1.7.1.41. Multiple incident cleared (completed by SFAR or SFOI): This data element
indicates whether or not the apprehension of the offender resulted in the clearance of more
than one previously reported incident within the jurisdiction served by the reporting
agency. If so, it is important to indicate there was only one offender responsible for the
multiple clearances. This is done by entering "Multiple" into all but one of the offender
segments and by entering "First Record of Multiple" into the remaining offender Segment. 

1.11.1.7.1.42. Offender used: 

1.11.1.7.1.42.1. Alcohol: This data element indicates whether the offender was sus-
pected of consuming alcohol. For example, witnesses to an assault reported the victim
and offender were in a bar drinking beer when an argument broke out and the offender
attacked the victim with a knife. 

1.11.1.7.1.42.2. Drugs: This data element indicates whether the offender was sus-
pected of using drugs. 

1.11.1.7.1.42.3. Computer equipment: This data element indicates whether the
offender was suspected of using computer equipment to perpetrate the crime. Larceny
of computer equipment should not be included in this element. 

1.11.1.7.1.42.4. Not applicable: Self-explanatory. 

1.11.1.7.1.43. Type weapons/force used: This data element indicates whether the offender
was armed with a commonly known weapon at the time of his/her apprehension. If a gun
is involved, enter A= Fully Automatic, M= Manual or S= Semi-Automatic, in the appro-
priate block. 
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1.11.1.7.1.44. Page number: Enter the appropriate page number. If more than one offender
is involved, add additional records/pages. 

1.11.1.8. Page 3/SECTION IV VICTIM, WITNESS and COMPLAINANT: There is only enough
space for one victim, witness or complainant. If there is more than one victim, witness or com-
plainant, add a record within Formflow to add an additional page. (Attachment 19) 

1.11.1.8.1. Victim/witness/complainant category: Mark the appropriate category; victim, wit-
ness or complainant. 

1.11.1.8.1.1. Victims: Definition self-explanatory. 

1.11.1.8.1.2. Witness: Defined as a person that witnessed the crime but was not victimized
by it. 

1.11.1.8.1.3. Complainants: Defined as a 3rd party person that didn’t witness the crime or
is a victim of the crime. For example, a victim of a crime asks an innocent bystander (com-
plainant) to call 911. In this case, the complainant is merely reporting a crime they didn’t
witness. 

1.11.1.8.1.4. NOTE: A person may seem to fall into two categories when they report a
crime if they are a victim. For example, a person calls and reports their car was stolen from
the BX parking lot. It would appear they are a victim and complainant since they are
reporting it stolen. Always categorize this type of person as a victim. Remember complain-
ants are third party personnel that are not victims or witnesses. 

1.11.1.8.2. DD Form 2701: Used for victims and witnesses. Mark the appropriate block, Yes
or No. 

1.11.1.8.3. Victim Identifier: Assigned a sequence number from “001” to “999” to each vic-
tim involved in the incident (Victims only). 

1.11.1.8.4. Name, last: Enter the last name of victim, witness or complainant. 

1.11.1.8.5. Name, first: Enter the first name of victim, witness or complainant. 

1.11.1.8.6. Middle initial: Enter the middle initial of victim, witness or complainant. 

1.11.1.8.7. Grade: Enter grade of victim, witness or complainant. 

1.11.1.8.8. SSN: Enter Social Security Number of victim, witness or complainant. 

1.11.1.8.9. Date of birth (YYYYMMDD): Enter the date of birth of victim, witness or com-
plainant. 

1.11.1.8.10. Age: Enter age of victim, witness or complainant. 

1.11.1.8.11. Current Street Address: Enter street address or apartment number of victim, wit-
ness or complainant. 

1.11.1.8.12. City: Enter city the victim, witness or complainant resides in. 

1.11.1.8.13. State: Enter the state the victim, witness or complainant resides in. 

1.11.1.8.14. Zip: Enter the 9-digit (if known) zip code the victim, witness or complainant
resides in. 
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1.11.1.8.15. Organization/employer/sponsor’s name & grade: Enter the organization of the
victim, witness or complainant. If the victim, witness or complainant is a family member, enter
the sponsor’s name, grade and organization. 

1.11.1.8.16. Work phone: Enter the victim, witness or complainant’s work phone. If victim,
witness or complainant is a family member enter sponsor’s work phone. 

1.11.1.8.17. Home phone: Enter the victim, witness or complainant’s home phone. 

1.11.1.8.18. Service: Enter the appropriate service. Allowable codes are: 

Army Coast Guard 

National Oceanic and Atmospheric Administration 

Air Force Public Health 

Marine Corp Navy 

1.11.1.8.19. Component: Enter Uniformed Service Component; Regular, Reserve or National
Guard, if applicable. 

1.11.1.8.20. Victim type (VICTIM ONLY): Only one block can be marked for each victim.
For example, during a bank robbery, the offender pointed a gun at a teller and demanded and
received money. The robber also pistol-whipped a customer who stood in his way as he made
his escape from the bank. There were three victims; i.e., the bank, the teller and the pis-
tol-whipped customer. Therefore, their codes should be entered into their respective Victim
Segments. The victim type must agree with the offense information. For example, assault
offenses should have Victim Type = “I”. Allowable codes are: 

Individual Government  

Business

Financial Religious Org   

Society/Public

1.11.1.8.21. Personal Status: Enter Federal Civil Servant, Uniformed Service Retiree, Federal
Contractor, Uniformed Service Family Member or Other to identify the status. 

1.11.1.8.22. Victim's race (VICTIM ONLY): Enter the offender's race. Allowable codes are: 

American White Black 

Indian Hispanic 

Unknown Asian/Pacific Islander 

1.11.1.8.23. Victim's sex (VICTIM ONLY): Self-explanatory. 

1.11.1.8.24. Relationship of victim to offender (VICTIM ONLY): This data element is used to
show the relationship of the victim to offender(s). Mark the appropriate block with an X. If
more than one offender enter offender number in the block. Additionally, offender's numbers
are used to associate the victims involvement with the offense identifier, offense statutory
basis, offense result, offense involvement and bias motivation from the codes listed on page 1
of the form. 
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1.11.1.8.25. Justifiable homicide circumstances (VICTIM ONLY): This data element
describes the circumstances of a justifiable homicide. Therefore, it is used only for Justifiable
Homicide, (i.e., when either Criminal Killed by Private Citizen or Criminal Killed by Police
Officer was entered into Aggravated Assault/Homicide Circumstances. Refer to table 1, Sec-
tion IV, AF FM 3545 for justifiable homicide codes. (Entered by SFAR or SFOI after an inves-
tigation.) 

1.11.1.8.26. Injury type (VICTIM ONLY): This data element describes the type(s) of bodily
injury suffered by a person (i.e., Individual was entered into Victim Type) who was the victim
of one or more of the following offenses: (Refer to table 2, Section IV, AF FM 3545 for injury
codes.) 

1.11.1.8.27. Aggravated assault/homicide circumstances (VICTIM ONLY): This data ele-
ment describes the circumstances of either an aggravated assault or a homicide. Therefore, it is
to be used only with Aggravated Assault and Homicide Offenses. Refer to table 3, Section IV,
AF FM 3545, for aggravated assault/homicide codes. (Entered by SFAR or SFOI after an
investigation) 

1.11.1.8.28. Page number: Enter the appropriate page number. Add additional records if more
than one victim, witness or complainant were involved in the incident. 

1.11.1.9. Page 4 SECTION V PROPERTY (Attachment 20) 

1.11.1.9.1. Property description: This data element describes the property that was burned,
counterfeited, destroyed/damaged/ vandalized, recovered, seized or stolen. Refer to table 4 of
Section V, AF Form 3545, for the allowable codes. 

1.11.1.9.2. Serial number: Self-explanatory. 

1.11.1.9.3. Secured/unsecured: Enter "S" for secured or "U" for unsecured. This data element
specifies the level of security of the property. 

1.11.1.9.4. Loss Codes: This data element describes the type(s) of property loss, recovery, sei-
zure, etc., which occurred in an incident. (Refer to table 5, section V, AF Form 3545 for prop-
erty loss codes.) 

1.11.1.9.5. Quantity: This data element reports the number (up to 999,999,999) of items listed
in the property description column. Leave this column blank on: Drugs/narcotics, Money,
Negotiable Instruments and Nonnegotiable Instruments. 

1.11.1.9.6. Ownership: This data element describes whether the government or a private indi-
vidual owns the property. (Refer to table 6, section V, AF FM 3545 for ownership codes.) 

1.11.1.9.7. Value of Property: Enter the total dollar value (up to $999,999,999) of the property
which was burned (includes damage caused in fighting the fire), counterfeited, destroyed/dam-
aged/ vandalized, recovered, seized, stolen, etc., as a result of the incident. If the value is
unknown, enter one dollar ($1.00) which means unknown; i.e., "1" = Unknown. The following
guidelines should be used to report the value of property: 

1.11.1.9.7.1. Use fair market value for articles subject to depreciation because of wear
and tear, age or other factors that cause the value to decrease with use. 
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1.11.1.9.7.2. Use cost to the merchant (wholesale cost) of goods recovered, seized and
stolen, dollar etc., from retail establishments, warehouses, etc. In other words, use the
value representing the actual cash loss to the victim without any markup or profit added. 

1.11.1.9.7.3. Use victim’s valuation of items such as jewelry, watches and other similar
goods that decrease in value slightly or not at all with use or age. 

1.11.1.9.7.4. Use replacement cost or actual cash cost to victim for new or almost new
clothes, auto accessories, bicycles, etc. 

1.11.1.9.7.5. When the victim obviously exaggerates the value of stolen/destroyed/dam-
aged property for insurance or other purposes, common sense and good judgment will dic-
tate a fair market value to be placed on the stolen items by law enforcement. 

1.11.1.9.7.6. For government property, use fair market value for articles subject to depre-
ciation. Use replacement cost for other types of property. 

1.11.1.9.7.7. In most instances, accept the victim’s valuation. The theft of nonnegotiable
instruments such as traveler’s checks, personal checks, money orders, stocks, bonds, food
stamps, etc., should be scored but no value recorded. Again, “hair-splitting” refinements
are unnecessary. Negotiable instruments such as bonds payable to the bearer, etc., are val-
ued at the current market price at the time of the theft, seizure, etc. Values should be
rounded to the nearest whole dollar. Often the condition of the property is different at
recovery than it was when stolen. The market value at the time of recovery should be used
even though it is less than the value reported at the time of the theft. If the value has
increased by the time the property is recovered, the recovery value should not exceed its
value at the time it was stolen. 

1.11.1.9.7.8. If drugs or narcotics were seized in a drug case, no value is to be entered into
this data element, but the estimated quantity of the drugs/narcotics is to be reported. There-
fore, when the offense is Drug/Narcotic violations, "Seized" was entered into Property
Loss/etc, and "Drugs/ Narcotics" was entered into Property Description. No value is to be
entered into this data element and Drug Code, Drug Quantity and Type Drug Measure are
to be used instead. However, when drugs or narcotics are involved in other types of crime
(e.g., they were stolen through burglary, robbery, theft, etc. or destroyed by arson) their
value is to be entered into this data element and Drug Code, Drug Quantity and Type Drug
Measure are blank. 

1.11.1.9.8. Date recovered (YYYYMMDD): Enter the date the stolen property was recov-
ered. Accordingly, this data element is used only if Recovered is entered into Data Element
Type Property Loss/Etc. If there is more than one date of recovery for the same "Property
Description," enter the earliest date. If the recovery date is unknown, enter the date of the
report. 

1.11.1.9.9. Date returned (YYYYMMDD): When previously stolen property is returned, the
date of return is entered in this data element. Accordingly, this data element is used only if
Recovered or Seized is entered into Data Element Property Loss/Etc. 

1.11.1.9.10. Drug code: This data element is used to identify the types of drugs or narcotics
seized in a drug case. Refer to table 7, Section V, AF FM 3545 for drug codes. 
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1.11.1.9.11. Estimated drug quantity: This data element indicates the quantity (up to
999,999,999) of drugs or narcotics seized in a drug case. This data element is not used when
drugs or narcotics were burned, stolen, etc., in connection with other offenses, such as Arson,
Burglary/B&E, Larceny/Theft, etc. 

1.11.1.9.12. Type drug measurement: This data element indicates the type of measurement
used in quantifying drugs or narcotics seized in a drug case. This data element is not used
when drugs or narcotics were stolen, burned, etc. (Refer to table 8, section V, AF FM 3545 for
drug measurement codes). 

1.11.1.9.13. SECTION VI SECURITY FORCE MEMBER AT INCIDENT: Self-explanatory 

1.11.1.9.14. Enclosures: List all statements and receipts associated with the report. 

1.11.1.9.15. SECTION VII ADMINISTRATIVE DISPOSITION (FOR SFAR USE ONLY). 

1.11.1.9.15.1. Referred to: Self-explanatory 

1.11.1.9.15.2. Number of victims notified (SFAR USE ONLY): Self-explanatory 

1.11.1.9.15.3. Number of witnesses notified (SFAR USE ONLY): Self-explanatory 

1.11.1.9.15.4. Distribution: Self-explanatory 

1.11.1.9.15.5. Incident clearance reason (SFAR USE ONLY). This data element indicates
why the incident was cleared. If the incident is not cleared by "Unfounded "or" Arrest",
then the incident is considered to be exceptionally cleared. In a multiple-offense incident,
the exceptional clearance of one offense clears the entire incident. An incident cannot be
cleared exceptionally if it was previously or at the same time cleared by an arrest; i.e., if an
offender segment was or is being submitted. In order to clear an offense by exceptional
means, the following four conditions must be met: (1) the investigation must have clearly
and definitely established the identity of at least one offender; (2) sufficient probable cause
must have been developed to support the arrest, charging and prosecution of the offender;
(3) the exact location of the offender must be known so an arrest could be made; and (4)
there must be a reason outside the control of law enforcement which prevents the arrest. If
blank, this data element will be recorded to “Not Applicable.” 

1.11.1.9.15.6. Exceptional clearance date YYYYMMDD (SFAR USE ONLY): If an inci-
dent was cleared by exceptional means, enter the date when the incident was cleared. If
Incident Clearance Reason contains the values A-E, this field is required. The clearance
date cannot be earlier than the incident date. 

1.11.1.9.15.7. Page number: Enter the appropriate page number. 

1.11.1.10. Page 5/SECTION VIII COMMANDER’S ACTION SEGMENT (FOR SFAR AND
COMMANDER'S USE ONLY). (Attachment 21) 

1.11.1.11. Page 6/NARRATIVE: Document the details of the incident; who, what, when, where
and how. Include attitude at time of apprehension and give details if uncooperative. Additionally,
use the narrative section to continue any section on the form and to further explain the incident.
Use of other products in lieu of the narrative page are authorized. At the end of the narrative, four
lines down, put in the security forces member’s signature block, then another four lines down put
in the flight leader/flight sergeant’s signature block. (Attachment 22) 
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1.11.1.12. GENERAL COMMENTS: If sections or blocks don’t apply, simply leave blank. 

1.12. DD Form 460, Provisional Pass . This form is issued by a security forces member to an enlisted
member of the Armed Forces. Information required by the form is self- explanatory. (Attachment 24)
The DD Form 460 is issued when: 

1.12.1. The member is apprehended for a minor violation which does not require detention, but which
may result in a delay preventing them from reporting to their assigned duty section/ installation within
the time limit indicated on their orders or pass. 

1.12.2. The member’s previous pass has expired or he/she is without a pass or leave orders, but is en
route to his/her destination as evidenced by a valid transportation ticket. 

1.12.3. The member can present evidence they reported or attempted to report his/her delay to his/her
commander. 

1.12.4. Through extenuating circumstances, the members missed their transportation, are delayed
through no fault of their own and voluntarily report their status to proper authority. 

1.12.5. It is necessary to order an individual to return to their home station after apprehension for
AWOL. The form is prepared as follows: 

1.12.5.1. Prepare the form in triplicate, either typed or printed in ink. Give the original copy to the
member concerned, forward the duplicate copy to the member’s unit commander and file the third
copy at Reports and Analysis. 

1.12.5.2. The information required on the front of the form is self-explanatory. The individual to
whom the pass is issued must sign the form at the bottom of the reverse side, acknowledging the
order to report to their commander as soon as possible. 

1.13. DD Form 1408, Armed Forces Traffic Ticket: This form is issued to an individual who has com-
mitted a moving or non-moving traffic offense. It is prepared in three copies. The original (white) copy
(Attachment 27) is submitted through channels to the violator’s commander or if the violator is a military
family member, to the sponsor’s commander. If the violator is a civilian employee, the white copy is sent
to the individual’s commander. The ticket is sent to commanders for action to be taken against the viola-
tor. Ensure this form is completely filled out. Use the following procedures to assist with filling out the
front side of the white, yellow and pink copies: (Attachment 25) 

1.13.1. If the ticket is a “warning” place an “X” in the warning block. Write the warning in the
remarks section. 

1.13.2. Last name, first name, MI of the violator. 

1.13.3. Rank and grade of violator. Example: SSgt/E-5 (when applicable: FM/W/S/D or CIV.) 

1.13.4. Violator’s date of birth. 

1.13.5. Violator’s social security number. 

1.13.6. Organization of active duty violators to include the complete duty station address. Remember,
some installations may issue 1408s to family members and DoD civilian employees. For family mem-
bers include their home address and for civilian employees put in their duty sections. 
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1.13.7. Violator’s driver license number: If the violator is operating a POV, use their state license. If
the violator is operating a GOV and they have a government issued operator’s permit, use the number
of their government drivers license. 

1.13.8. If the violator is operating a POV, cross out the word military, circle the word state and write
in the state that issued the license. If the violator is operating a GOV, cross out the word state and cir-
cle the word military and write in the base that last stamped their military license. 

1.13.9. Make or type of vehicle. Example: Ford Mustang or Chevy S-10 Pickup. 

1.13.10. License plate number of the vehicle and the state in which the vehicle is registered. 

1.13.11. The vehicle’s DD Form 2220 number and the installation it is registered. If the vehicle is a
GOV then write “N/A.” If the vehicle was issued an AF Form 75, Visitor/Vehicle Pass, write the num-
ber from the pass. 

1.13.12. Date the violation occurred: Use standard government style (day-month-year). 

1.13.13. Time the violation occurred. 

1.13.14. Location where the violation occurred. 

1.13.15. This middle section is used to indicate the violation. If the violation is speeding, place an
“X” in the box and then specify the speed and the posted speed limit. Example: (30 mph in a 20 mph
zone). Next, indicate the amount over the posted speed limit by placing an “X” in the appropriate
block. Place an “X” in the block indicating the violation and then put an “X” in the box which indi-
cates the specifics of the violation. 

1.13.16. Place an “X” in one of the blocks to indicate the violation. 

1.13.17. When a violation occurs that is not listed in this middle section, write in "see remarks." In the
remarks section write in the specifics of the violation. 

1.13.18. For parking violations, indicate the violation by placing an “X” in the appropriate block. If
the violation is not listed, place an “X” in the block indicating see remarks and then indicate the vio-
lation in the remarks section. 

1.13.19. If the pavement was slippery, indicate how by placing an “X” in the appropriate block, i.e.,
rain, snow, ice, etc. 

1.13.20. If it was dark when the violation occurred, indicate by placing an “X” in the appropriate
block. 

1.13.21. If there was other traffic present when the violation occurred, indicate by placing an “X” in
the appropriate block. 

1.13.22. If the violator caused a person to dodge, indicate by placing an “X” in the appropriate block. 

1.13.23. Indicate the area where the violation occurred. 

1.13.24. Indicate the highway type on which the violation occurred. Note that highway is a generic
term for the type of roadway it was, i.e., two lane, four lane. 

1.13.25. If an accident is the result or possible result of the violation, indicate the type of accident: PD
- property damage, PI - personal injury, fatality, pedestrian, vehicle or fixed object. Place an “X” in all
blocks that apply to the accident. 
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1.13.26. Use the remarks section to indicate violations not listed on the 1408. For speeding violation
indicate how the speed was determined. If radar was used, give the radar model # and serial #. If the
pacing method was used, indicate how far the vehicle was paced and add the registration number of
the police vehicle that was used to pace. 

1.13.27. Print name of person who is issuing the ticket. 

1.13.28. Organization and installation of person who is issuing the ticket. 

1.13.29. Rank/Grade of person issuing the ticket. 

1.13.30. If the individual being issued the ticket is a family member, write the sponsors rank, name
and organization in the section to the left side of the ticket number in the block marked “NAME.” 

1.13.31. The second (yellow) copy is used by security forces to record pertinent information. It can
record details about the instructions issued to the violator, names of witnesses to the offense and vehi-
cle defects. Use this information later to refresh the patrol person’s memory if the ticket is contested.
The yellow copy is then filed in the security forces administrative section. Use the following to help
with filling out the back of the yellow copy: (Attachment 26) 

1.13.31.1. This area is used for notes. It is filled out after the pink copy is given to the violator and
they have been released. Answer the following questions: 

1.13.31.1.1. Any action of violator which increased the hazard of the violation? If none, indi-
cate so, i.e.: N/A, none, etc. 

1.13.31.1.2. Write where the violation occurred and where the traffic stop took place? 

1.13.31.1.3. Distance traveled during pursuit. If any, i.e. 5/10 of a mile or .5 miles. 

1.13.31.1.4. Condition and attitude of the violator and any special instructions given to the
violator. If there was a problem, document exactly what was said. If local policy dictates,
record the facts on an AF Form 1168, then attach it to the white copy. 

1.13.32. Witnesses: Write down the name of any witnesses to the violation. 

1.13.33. Vehicle Defects: Self-explanatory 

1.13.34. The third copy (pink) is given to the violator or affixed to the vehicle if the vehicle is unat-
tended. Complete the back of the pink copy before giving it to the violator. This gives the violator
written reporting instructions. This must be done even if the violator has been given verbal instruc-
tions. Normally, the back of the pink copy is completed before the back of the yellow copy. This pre-
vents the violator from being detained for an unnecessary amount of time. Use the following to help
with filling out the back of the pink copy: (Attachment 27) 

1.13.34.1. Place an “X” in all three of the boxes. 

1.13.34.2. In the second block, write in the telephone number for the security forces control cen-
ter in the space provided. 

1.13.34.3. Write under special instructions: "Report this violation to your commander on your
next duty day." Also, write any additional instructions the violator may have been given. 

1.13.35. File the second (yellow) copy and give the third (pink) copy to the violator or place it on the
windshield of the unattended vehicle. If there is inclement weather it may be a good idea to place the
ticket in a plastic baggie. 
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1.13.36. The reverse side of the DD Form 1408 is used for transmittal of traffic violations through
military channels. Ensure the violation indicated on the DD Form 1408 is in accordance with AFI
31-204 and all required information is carefully entered on the form. 

1.13.37. Ensure the required information is annotated. If the ticket has administrative errors, it will be
returned to SFO for correction. If the ticket needs to be voided, the issuing security forces member or
CSF may do so. No other person has the authority to void a ticket. 

1.14. AF Form 3907, Security Forces Field Interview Data. This form is used to record routine con-
tact between security forces members and members of the public in accordance with AFI 31-206, Security
Forces Investigations.. For example, if a suspicious person was observed walking around the housing area
in the middle of the night, this form would be used to record the contact made with the individual. The
form is filled out in one copy and is forwarded to the security forces Investigations Section. The Investi-
gations Section can then compare this form with reported crimes in the area to develop possible leads or
suspects. The form is self-explanatory. (Attachment 23) 

1.15. DD Form 1805, United States District Court Violation Notice:  

1.15.1. This form is used when it is determined an offender will be prosecuted for a minor offense
before a U.S. Magistrate under AFI 51-905, Use of US Magistrates for Trial of Misdemeanors Com-
mitted by Civilians. This violation notice is not to be issued to active duty military personnel in accor-
dance with AFI 31-204, Air Force Motor Traffic Vehicle Supervision. If the nature of the offense
indicates custody and arraignment of the accused is not appropriate, the security forces or other per-
son, that is, a civilian guard, a police or game warden who are authorized to make an apprehension,
arrest or to issue a violation notice or ticket, will issue this form. Before it is distributed, the specific
address of the Clerk of the United States Court (Central Violations Bureau) to which the violator must
address his/her communication will be stamped (or typed) in black ink, on the reverse of the violator’s
copy (manila card stock) of the four-part form. The DD Form 1805 is accountable once it is issued to
the violator. 

1.15.2. When completing the DD Form 1805, security forces personnel must take great care to assure
each entry is legible and no entry is smudged on the chemically carbonized paper copies. Use the fol-
lowing to assist with filling out the form. (Attachment 29 & Attachment 30) NOTE: Required infor-
mation for the violation notice may vary from installation to installation. Consult with the local SJA
for further processing requirements. 

1.15.2.1. Block 1: Write in the name of the installation. 

1.15.2.2. Block 2: This is the violation notice number, do not place anything in this block. 

1.15.2.3. Block 3: Print the last name, first name and middle initial of the issuing patrol person. 

1.15.2.4. Block 4: Document the number used to identify the patrol person. This can be the issu-
ing patrol persons first letter of their last name followed by the last four numbers of the social
security number. 

1.15.2.5. Block 5: Annotate the date and the time of the offense. 

1.15.2.6. Block 6: Offense charged: Write in the appropriate violation/offense code which corre-
sponds with the offense committed. 

1.15.2.7. Block 7: Place of offense: Write the place where the violation occurred. 
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1.15.2.8. Block 8: Enter the offense committed. For example if the individual was speeding, the
following would be written in the block “Speeding 39 MPH in a 30 MPH zone.” Genesis radar
#1922, seatbelt yes or no, insurance yes or no. 

1.15.2.9. Blocks 9 through 24: Self-explanatory 

1.15.2.10. Block 25: Check item “B,” then have the violator initial which choice they prefer to
accomplish. 

1.15.2.11. Blocks 26 through 30: Accomplish as required by local requirements and the Staff
Judge Advocate (SJA) . 

1.15.2.12. Block 29: Enter the amount of the fine. 

1.15.2.13. Block 30: Enter the current day and month. 

1.15.2.14. Block 31: Enter the current year. 

1.15.2.15. Block 32: Enter the district where the installation is located. 

1.15.2.16. Block 33: Enter the state where the installation is located. This is also the beginning of
the area where the probable cause statement will be written. The probable cause statement is the
most important item on the DD form 1805. Contact local SJA for guidance on completing this sec-
tion. 

1.15.2.17. Block 34: Check one of the four boxes which is appropriate for the situation. 

1.15.2.18. Block 35: Write the current date followed by the patrol persons signature. 

1.15.2.19. Block 36: This section will be left blank. 

1.15.3. The entry for the amount of the fine, mandatory court appearance of offender and date of
appearance are determined with guidance furnished by the District Court Clerk (Central Violations
Bureau). 

1.15.4. After the notice is issued, the following disposition is mandatory: 

1.15.4.1. The original copy (white) will be forwarded by the issuing security forces activity
(SFAR) to the Central Violations Bureau. 

1.15.4.2. The second copy (pink) is maintained in SFAR’s file. 

1.15.4.3. The third copy (manila card stock) is given to the violator, or if it is a parking violation,
placed on the vehicle. The violator is to insert the fine payment and mail the ticket/envelope to the
Central Violations Bureau. 

1.15.4.4. The violation notice will be voided only by one designated base official, the Chief of
Security Forces (CSF). This ensures the integrity of the ticket issuing process. The CSF is respon-
sible to the United State Magistrate's Court and only voids violation notices in cases of honest mis-
taken identity of person or obvious legal error. All spoiled tickets will be disposed of according to
the guidelines furnished by the court. 

1.15.5. Ensure all required information is annotated. If the violation notice has administrative errors,
it will be returned to SFO. If the ticket needs to be voided, the CSF must do so. 
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1.16. DD Form 1920, Alcoholic Influence Report. This form is used to record tests and observations
made of someone suspected of being involved in any incident where alcohol or drugs may be a factor. The
predominant incident is usually someone driving under the influence. The apprehending security forces
member will complete the form and it will become a record of their observations for future reference.
Record all observations made, including those not required by the DD Form 1920. From these facts, any-
one may reach his/her own conclusions. Use the following to assist with filing out the form: (Attachment
31 & Attachment 32) 

1.16.1. Installation: Self-explanatory 

1.16.2. Violation report number: Leave blank. (SFAR use only) 

1.16.3. Accident report number: Leave blank. (SFAR use only) 

1.16.4. Date, time and location of the accident or incident: Put time, date and incident where the loca-
tion occurred. 

1.16.5. Date and time in custody: Self-explanatory 

1.16.6. Apprehending Officer: Rank and name of security forces member. 

1.16.7. Name of Subject: Full name of subject. 

1.16.8. Grade/Category: Put in rank or grade. 

1.16.9. Social security number: Self-explanatory 

1.16.10. Unit of assignment/address: If active duty, annotate the individual’s organization and instal-
lation where assigned. If civilian or a family member, document complete home address. 

1.16.11. Indicate whether the subject was the driver, passenger or a pedestrian. 

1.16.12. Age: Self-explanatory 

1.16.13. Sex: Self-explanatory 

1.16.14. Approximate Weight: Self-explanatory 

1.16.15. Operator’s License Number: Self-explanatory 

1.16.16. State: State where drivers license was issued. 

1.16.17. SECTION 1 - OBSERVATIONS 

1.16.17.1. Made by: Name, grade, SSAN and organization of person who made the apprehension. 

1.16.17.2. Witnessed by: Name, grade, SSAN and organization of person who witnessed the
observations. (i.e. usually the apprehending security forces member’s partner.) 

1.16.17.3. Clothes: Describe in full detail each item of clothing as it applies. Then indicate the
condition of clothing and describe in a brief statement, especially if the condition was of a disor-
derly nature. 

1.16.17.4. Breath: Indicate the presence of an odor of an alcoholic beverage. 

1.16.17.5. Attitude: Indicate the individual's attitude, (one or more may be used). 

1.16.17.6. Unusual Actions: Indicate any unusual actions, (one or more may be used). 

1.16.17.7. Speech: Indicate the individual's ability to speak (one or more may be used). 
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1.16.17.8. Spontaneous Acts: Indicate any spontaneous acts or utterances the individual makes.
Keep in mind the individual’s physical condition. Also, note anything a suspect says that would
indicate alcohol involvement and may be used against/for them. 

1.16.17.9. Indicate briefly what first led the security forces member to suspect alcoholic influ-
ence: Self-explanatory. 

1.16.17.10. Sign or complaints of illness or injury: Indicate any signs or complaint of injury or ill-
ness. If no visible signs are present, the security forces member must ask the individual if they are
ill or taking any medications (vomiting is a sign of illness, medical assistance may be needed) 

1.16.18. SECTION II – PERFORMANCE TESTS 

1.16.18.1. Administered By: Name, grade, SSAN and organization of person administering per-
formance test. Usually the apprehending security forces member. 

1.16.18.2. Date and time the tests were performed. Self-explanatory. NOTE: Even if the individ-
ual does not perform a field sobriety test, in most cases, the balance/walking and turning portions
of the test can still be observed. State the reasons in the remarks section why the test was not per-
formed. 

1.16.18.3. Balance: Indicate the individual's ability to maintain their balance (one or more may be
used). 

1.16.18.4. Walking: Indicate the individual's ability to walk (one or more may be used). 

1.16.18.5. Turning: Indicate the individual's ability to turn (one or more may be used). 

1.16.18.6. Finger to nose is not used. 

1.16.18.7. Coins: Picking up coins is no longer used. 

1.16.18.8. Ability to understand instructions: Indicate the individual's ability to understand
instructions. 

1.16.18.9. Effects of alcohol: Indicate the effects of alcohol and the individual's ability to operate
a vehicle. 

1.16.18.10. Remarks: Indicate any other information relevant to this particular incident. 

1.16.19. SECTION III – INTERVIEW 

1.16.19.1. Prior to completing section III, advise the person of their rights under the appropriate
rights advisement. If they are coherent enough to understand their rights and are willing to answer
questions, complete section III. If not, cross out section III and in the top margin indicate why the
interview was not conducted. If the interview is conducted, ask each question as it is worded.
Write down the individual's exact response, no matter what the response. 

1.16.19.2. Handwriting specimen: Have individual write anything they choose. 

1.16.19.3. Interviewer to fill in actual: In this block, put the time, day and date the interview was
conducted. Also, put in rank and name of who conducted the interview. 

1.16.20. SECTION IV – CHEMICAL TEST DATA 

1.16.20.1. Type of specimen: Indicate which type of specimen was taken and which type of test
was used. 
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1.16.20.2. Time, date and location of the test: Self-explanatory. 

1.16.20.3. Name, grade, SSAN and organization. 

1.16.20.4. Indicate the blood alcohol level. 

1.16.20.5. If a chemical test was not conducted, state the reason. 

1.16.20.6. If any type of video or audio recordings are made of the individual, indicate the type of
coverage, what portion of the process was recorded, who made the recording and what legal stat-
ute authorizes such recordings. 

1.16.20.7. List witnesses to the incident and additional passengers in the subject’s vehicle. 

1.17. DD Form 2701, Initial Information for Victims and Witnesses of Crime. This form is issued to
all personnel where criminal conduct adversely affects victims or where witnesses provide information
regarding criminal activity. If in doubt, issue the form. The form gives the individual information on the
Victim/Witness Assistance Program (VWAP). The form is self-explanatory. Information needed to com-
plete the form can be obtained from the base legal office or the security forces Investigations Section.
When the form is issued, it must be documented on the AF Form 3545, Incident Report. Further informa-
tion on the AF Form 2701 and the VWAP is contained in AFI 31-206, Security Forces Investigations.
(Attachment 33 & Attachment 34) 

1.18. DD Form 2708, Receipt for Inmate or Detained Person. This form is used when security forces
personnel are releasing an individual they have detained or apprehended. The form is self-explanatory and
should be prepared in two copies. The original form is maintained with the case file and the copy is given
to the individual who receipted for the individual as a source document indicating an official transfer of
the individual. (Attachment 35) 
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CHAPTER 2 

SECURITY FORCES REPORTS AND ANALYSIS 

2.1. Processing the DD Form 1408.  

2.1.1. Log the DD Form 1408 into a local suspense tracking system to monitor the ticket and update
SFMIS. If violators are transferred to another base, the driving records (a SFMIS printout) will be for-
warded to the gaining installation CSF. 

2.1.2. Place the yellow copy of the DD Form 1408 in the suspense file pending disposition. Complete
blocks 19-23 on the back of the white copy, annotate any prior history, points assessed, and a suspense
date. In the “Report of Action Taken on Traffic Violation”, black out the words “No Action Taken”,
this is not an option. Forward the white copy to the offender’s commander for action. NOTE: If the
commander feels the individual was not guilty of the offense, the ticket must be resolved through the
rebuttal process as outlined in 2.1.6.. 

2.1.3. Establish a 14-day suspense for command action. Check the suspense folders to determine
action required. Extensions may be granted on case-by-case basis. If response on command action is
not received by the due date, dispatch a “Notice of Late Suspense” letter (normally pre-signed by the
CSF) giving an additional 7-day suspense. If the additional suspense is not met, send a “Notice of Sec-
ond Late Suspense” to the unit commander with a courtesy copy to the group commander (on this
notice, it is recommended the CSF individually sign each letter). 

2.1.3.1. Since tickets require command action, they must be signed by the violator’s unit or
squadron section commander. First sergeants or other personnel may complete the administrative
process of the ticket; however, the ticket must be signed by the commander or squadron section
commander. (Attachment 28) 

2.1.4. Once finalized, record command actions and enter them into the SFMIS database. File the orig-
inal DD Form 1408 as required by AFMAN 37-139. 

2.1.5. If a DD FM 1408 was issued during the course of an accident investigation, a copy of the acci-
dent report is attached to the ticket when it is sent for command action. 

2.1.6. Procedures for Rebutting the DD Form 1408. 

2.1.6.1. The violator must submit a rebuttal letter articulating his/her position to the CSF through
SFAR within 10 days of receipt of the ticket. The letter must be endorsed by his/her commander.
The purpose of this endorsement is to ensure commander-level involvement. The commander
must add comments supporting the violator’s guilt or innocence. 

2.1.6.2. SFAR will attempt to obtain a written statement from the patrol person issuing the ticket
for inclusion in the rebuttal package. The completed package will be forwarded to the CSF for his/
her annotation/recommendation and subsequently to the rebuttal authority (wing commander’s
designee—usually the Support Group Commander) for final decision. Once the rebuttal authority
has made a decision, SFAR will notify the violator of the final outcome of his/her ticket rebuttal. 

2.2. Processing the DD Form 1805.  
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2.2.1. Log the DD Form 1805 into the local tracking system in SFAR and update SFMIS on the ticket.
If violators are transferred to another base, the driving records (a SFMIS printout) will be forwarded
to the gaining installation CSF. 

2.2.2. The pink copy is filed in the suspense file pending disposition. Mail the white copy to the Cen-
tral Violations Bureau (CVB) at the local Magistrate’s location. 

2.2.3. A Magistrate Court Docket will be developed by the CVB and the listing will be forwarded to
SFAR. 

2.2.4. Using the CVB Docket listing, pull the pink and yellow copies for Magistrate Court as indi-
cated by the local staff judge advocate. 

2.2.5. After Magistrate’s action, enter action taken in the SFMIS database. File the pink and yellow
copies as required by AFMAN 37-139. 

2.2.6. Procedures for Rebutting the DD Form 1805: 

2.2.6.1. Violators who receive a DD FM 1805 will be presented with the opportunity to rebut a
ticket through the Magistrate Court System on a date scheduled by the CVB. The violator may call
the Magistrate for additional information on the status of their ticket. The SJA and SFAR repre-
sentatives, along with the court clerk, will take into account all information presented by the vio-
lator and determine if the ticket merits dismissal. The SJA attorney has the final word on whether
or not to dismiss the ticket. SFAR personnel serve primarily in an advisory and administrative
capacity. 

2.2.6.2. If the violator still wishes to rebut the DD FM 1805 and wishes a hearing with a federal
magistrate, SFAR will obtain a court schedule through SJA and notify the security forces member
of their scheduled appearance or obtain a written statement from the patrol person who issued the
ticket and provide it to SJA, as appropriate. The federal magistrate will make the final determina-
tion as to guilt or innocence. 

2.2.6.3. CVB provides SFAR with a list of the status of all tickets they processed. SFAR cross-
checks this list with the ticket tracker and SFMIS. 

2.3. Processing Reports.  

2.3.1. Review reports for accuracy and all required information. If a report is incomplete, return it to
the appropriate office, annotating the corrections required. Issue a suspense date and annotate the date
on a report tracking log/binder. Periodically check the log/binder for any due suspense. 

2.3.2. When entering the report into the SFMIS database, ensure the narrative is included as part of
the case record. 

2.3.3. Establish a 14-day suspense for reports requiring commander action and place them in a sus-
pense file. Annotate suspense date on the cover letter of the report. Prior histories are normally pro-
vided only for suspects/subjects of the report. If prior histories exist, print the form record(s) and
attach them to the report being dispatched. Check the suspense folder to determine action required.
Extensions may be granted on a case-by-case basis. If response on command action is not received by
the due date, dispatch a letter, “Notice of Late Suspense ” (normally pre-signed by the CSF) giving an
additional 7-day suspense. If the additional suspense is not met, send a “Notice of Second Late Sus-
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pense” to the unit commander with a courtesy copy to the group commander (on this notice, it is rec-
ommended the CSF individually sign each letter). 

2.3.3.1. Incident reports require command action, therefore, they must be signed by the violator’s
unit or squadron section commander. First sergeants or other personnel may complete the admin-
istrative process of the report; however, the report must be signed by the commander. 

2.3.4. For reports pertaining to civilians not affiliated with the base or retired military and their family
members, the installation commander or designee will determine the disposition. For shoplifting and
family member misconduct cases, local supplements will identify the action authority. Disposition
will be determined by the action authority. 

2.3.5. For incidents involving members from other DoD components, the initial incident report will
be logged into the SFMIS database with an action copy being forwarded to the individual’s installa-
tion provost/military police unit. Identify “forwarding of the report” in the narrative portion. Air Force
personnel not at home station involved in incidents will be logged into the SFMIS database and an
action copy forwarded to the military member’s home station CSF for processing. The individual’s
home station SFAR will track the incident for final disposition/commanders action through the SFMIS
database using the existing record and case number entered by the base where the incident occurred.
Do not generate a new case. Use the existing case previously entered in the SFMIS. 

2.3.6. “Information Only” are reports with no subject. Annotate the “Action Required” in the SFMIS
database with “Information Only”. A copy of the report is provided to appropriate commanders upon
request. 

2.3.7. Reports Sent for Additional Investigation: 

2.3.7.1. If a report meriting additional investigation needs to be sent to SFOI, a copy of the AF
FM 3545 and all attachments is forwarded. The report is suspensed for 14 days using a cover let-
ter. 

2.3.7.2. Reports are not releasable until final investigation is completed. If a report is investigated
by AFOSI, a copy of the report with a Request For Investigation/ Declination cover letter is sent
with a 14-day suspense. The letter must be returned with the OSI commander’s written accep-
tance/declination. 

2.3.7.3. Upon completion of the investigation, reports may be released to the SJA as necessary.
Unit commanders receive either an action or information copy of the report. 

2.3.8. Reports Not Returned by the Suspense Date: 

2.3.8.1. Extensions may be granted on case-by-case basis. If response is not received by the due
date, dispatch a letter, “Notice of Late Suspense ” (normally pre-signed by the CSF) giving an
additional 7-day suspense. If the additional suspense is not met, send a “Notice of Second Late
Suspense” to the unit commander with a courtesy copy to the group commander (it is recom-
mended the CSF individually sign each letter). 

2.3.8.2. In all instances, keep all correspondence or make a memo concerning any communication
about a case and file same with the report. This accounts for any actions SFAR takes with a case
and provides commanders or other action authorities the reasons for any delays in processing the
report. 



38 AFMAN31-201V7   21 JANUARY 2002

2.4. Forwarding/Disposition of Driving Records.  

2.4.1. If violators are transferred to another base, the driving records (SFMIS printout) will be for-
warded to the gaining installation. Upon receipt of the PCS orders or rosters, check the ticket and acci-
dent SFMIS tracking database for any priors on the violator. If a traffic record exists, forward to the
CSF of the gaining base. Annotate action taken on the appropriate tracker. 

2.4.2. If the violator will be separating or retiring, reflect the latest status on all records. 

2.5. Parking Warden Program.  

2.5.1. Units may develop local procedures to address a parking warden program. A local supplement
to AFI 31-204, Air Force Motor Vehicle Traffic Vehicle Supervision, will require individual unit com-
manders to delegate traffic wardens, in writing, for participation in the parking warden program.
SFAR will obtain a letter with the current monitors and maintain the letter on file. The letter should
specify a minimum of one primary and alternate at the grade of E-5 or above. All monitors will issue
parking tickets on the DD Form 1408. 

2.5.2. Monitors will be trained by the security forces unit on the correct way to complete tickets. The
main difference between a DD FM 1408 issued by a security forces member and one by a parking
monitor is the special instructions on the back of the pink copy that directs the violator to contact the
monitor who issued the ticket instead of the usual Security Forces Control Center. It is important that
monitors include how or where they can be reached by the violators. When contacted by the violator,
the monitor will fill in any pertinent missing data in sections 1-10. Tickets that are incomplete or were
written by personnel not designated as a parking wardens will not be processed and will be returned to
the unit. Parking wardens will only issue tickets for areas under the control of their commander. 

2.6. Preparation of DUI/DWI, No Proof of Insurance or Revocation/Suspension of Base Driving
Privileges Packages.  

2.6.1. Prepare a folder on the individual with the following paperwork: 

2.6.1.1. Request for legal review/coordination. 

2.6.1.2. Copy of the preliminary driving revocation letter (pre-signed by the wing commander or
his/her designee and normally issued by the apprehending/detaining security forces member). 

2.6.1.3. Copy of the DUI/DWI, no insurance or driving while license suspended/revoked report or
ticket (to include any command action already taken). 

2.6.1.4. Any blood alcohol results (if available). 

2.6.2. Log revocations and suspensions into the SFMIS database and initiate the routing specified on
the coordination sheet and in the SFMIS instructions. The installation commander’s designated offi-
cial is the final action authority for these packages and signs them. Revocations received from other
bases or services will be honored and processed in the manner outlined herein. 

2.6.3. SFAR will provide a copy of all suspension/revocation lists to SF operations for use at installa-
tion entry points. Installation commanders may honor suspensions and barments from other installa-
tions. Barments will be processed as outlined in AFI 31-101. (Attachment 36) 

2.6.4. If a certified suspension/revocation letter is returned as undeliverable, ensure SFAR retains the
original with the case file and forwards a copy to the Security Forces Control Center. In the event con-
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tact is made with the subject on base, the on-duty flight will then be able to issue the letter to the vio-
lator and forward the signed letter to SFAR for attachment to the case file. 

2.6.5. Update the suspension/revocation/barment listing as soon as the authority commander signs
the package. 

2.6.6. Once the letter is returned with the appropriate signature from the action authority, inform the
individual’s commander. The individual and their supervisor are required to respond to SFAR for issu-
ance of the revocation letter where the individual will sign the final revocation letter. If the person is
not military affiliated, send the letter by certified mail to the violator’s listed address. If overseas, local
procedures will be developed to meet notification needs. 

2.6.7. If a rebuttal is requested, provide the individual with instructions to submit their rebuttal letter
through SFAR to the installation commander or their designee for driving revocations and installation
commander for barments. 

2.7. Notifying State Licensing Offices.  

2.7.1. State licensing agencies will be notified, by mail, of all DUI/DWI cases as well as revocations
of base driving privileges or refusal to submit to a blood alcohol test. A sample memo is located at
Attachment 37. Telephone numbers for state agencies is located on the HQ AFSFC web page at 
http://afsf.lackland.af.mil/index.htm. Under the “Organization” section, click on the Security
Forces Center, then Operations Division and finally click on the Police Services Branch. Once inside
this folder, click on the icon for State Licensing Agency Telephone Number Listing. 

2.7.2. Develop a pre-typed notification memo. 

2.8. Preparation of Revocation of Exchange/Commissary Privileges Packages.  

2.8.1. Review report. 

2.8.2. Ensure an on-scene revocation of AAFES/Commissary Privileges Letter was issued. 

2.8.3. Prepare the final AAFES/Commissary Revocation Letter and a copy of the case file and send it
through the base SJA and to the wing commander or their designee for signature. Ensure the SFMIS
case is updated accordingly. 

2.8.4. Once the letter is returned with the appropriate signature from the action authority, inform the
individual’s commander. SFAR is required to see the individual and their supervisor/sponsor to issue
the final revocation letter. If the person is not military affiliated, send the letter by certified mail to the
violator’s listed address. If overseas, local procedures will be developed to meet notification needs. 

2.9. Certified Mail Procedures.  

2.9.1. Some correspondence is sent outside of government channels and requires accountability of
receipt. Letters may be sent certified mail. Get the SFAR certified mail log and obtain the next certi-
fied mail number in the sequence. All the forms should be typed. Annotate the SFAR certified mail
number underneath the last line of the return address on the envelope. That number also goes on the
front, lower left hand corner of the PS FM 3811, Domestic Return Receipt. Obtain a certified mail PS
FM 3800 and affix it to the middle, upper, front portion of the envelope. 
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2.9.2. Prepare a PS Form 3811. Annotate in section 4a the article number which is the same control
number listed on the PS FM 3800. In section 4b, check the box for the appropriate correspondence
being sent (certified). On the bottom of the PS FM 3811, indicate the case number and or type of inci-
dent case the PS FM 3811 pertains to (i.e. I-00-02-050/Driving Revocation). 

2.9.3. Type an AF FM 12, Accountable Container Receipt. In the “TO” block, type information in all
capital letters: 

UNIT DESIGNATION 

PHYSICAL ADDRESS 

AIR FORCE BASE, STATE AND ZIP CODE 

Each envelope counts as a separate item number. Under the container number, write the SFAR log
number in numerical order. Under reference, write in all capital letters, “certified/return receipt
requested” for each entry. After the last entry, type dashes and the words “LAST ITEM” and finish
with more dashes to the end of the row. 

2.9.4. Wrap the AF FM 12 around the envelopes which will be in numerical order and secure them
with a rubber band. Place package in the outbound distribution bin. When BITS picks up the mail,
they will acknowledge receipt of the forms and leave the top copy of the AF FM 12 behind for filing. 

2.9.5. The PS FM 3811 will be returned to SFAR signed if the addressee acknowledged it. The PS FM
3811 will be returned to SFAR with the envelope still attached to it if it was undeliverable. If the pack-
age returned is a barment, send the original letters to the Operations Branch and file the envelope
along with the other receipts in the case folder. All other incidents are filed directly in the case folder. 

2.10. Preparing Packages for Filing.  

2.10.1. Once a package has been coordinated, a file folder will be prepared with a copy of the report
and signed package. Prepare the label and ensure it specifies the deletion date for the file. As a
reminder, certain steps must be completed before the file can be closed (i.e. driver safety course, noti-
fication to state licensing agencies, etc). The case is then filed accordingly. 

2.10.2. IAW para 2.19.1., AFI 31-206, “Within the Air Force, AFOSI is the agency responsible for
putting data in DCII. Security forces will provide original reports of investigations; AF Forms 3545,
Incident Reports and DD Forms 1805, United States District Court Violation Notice, for crimes inves-
tigated as shown in Attachment 2. Reports and Analysis Sections will maintain copies of these
reports and forms in accordance disposition of records requirements. 

2.11. Requests for Information.  

2.11.1. All information will be released as required by AFI 33-332, Air Force Privacy Act Program
and DOD Regulation 5400.7/AF Supplement, Air Force Freedom of Information Act Program. Indi-
viduals or agencies desiring to obtain copies of reports (to include enclosures) or security forces blot-
ters will accomplish the following: 
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2.11.2. If the requester desires copies of statements, they will have to submit a request under the Pri-
vacy Act (AFI 33-332) or the Freedom of Information Act, as required by DOD Regulation 5400.7, as
supplemented. 

2.11.3. Insurance companies requesting case reports concerning clients make the request in writing.
A fee will be assessed in accordance with DOD Regulation, 7000.14-R, Volume 11a, Reimbursable
Operations, Policy and Procedures. Company checks will be used and made payable to base finance
and mailed to the local SFAR office. Checks accrued will be taken to finance using DD FM 1131,
Cash Collection Voucher, on a periodic basis. No fees are assessed to private individuals requesting
information on incidents they were involved in unless copies exceed regulatory amounts. Consult
DOD 7000.14-R for further guidance. 

2.11.4. Police or certain government agencies (Drug Enforcement Agency, Police Departments,
Recruiters, Family Advocacy) requesting information for official reasons will receive all requested
information. The request will be made either in person upon proper identification or using official let-
terhead. The written request can be mailed or faxed. Ensure the requester is advised to include point
of contacts, mailing addresses and phone or fax numbers to ensure a prompt response. Insure request-
ers are authorized release under the Privacy Act (AFI 33-332) before disclosing the information. The
requester’s letter will be attached to the case files/blotters for a matter of record. Responses can be
mailed or faxed back. Maintain a log to verify action was completed. 

2.12. Privacy Act Considerations.  

2.12.1. Protect all personal information from disclosure to third parties in accordance with AFI
33-332, Air Force Privacy Act Program, unless they are an authorized recipient under the Act. All
non-disclosable information, (i.e. all social security numbers, dates of birth and addresses) will be
blacked out (Do not black out original records). A copy is made of the blacked out case file if
needed to preclude the possibility of being able to read through any markings. Clipping and pasting
from the file (if available) on the computer is also possible as long as the appropriate text has been
sanitized. 

2.12.2. If the requester wants copies of all information concerning other parties not represented or
involved, they will have to submit a request under the Freedom of Information Act, DOD Regulation
5400.7/AF Supplement, unless the other party has previously given written consent. 

2.13. Release of Information Where the Government is a Party. If the government was involved in
an incident or the situation might result in litigation against the government, the staff judge advocate will
be consulted prior to any release. 

2.14. Freedom of Information Act (FOIA) Requests.  

2.14.1. Periodically, SFAR receives requests from entities requesting the release of information citing
the Freedom of Information act per DOD Regulation 5400.7, AF Supplement, Freedom of Informa-
tion Act. Each FOIA case will be expedited as quickly as possible since by law responses have to be
provided within 20 workdays after receipt of the request by the FOIA office. Instructions are provided
in the case file and will be followed. Contact the base FOIA office with any questions. 

2.14.2. All enclosures to a report or blotter (i.e. statements, receipts, pictures, AF FMs 52/Evidence
Tag, etc.) will be afforded the same FOIA considerations if specifically petitioned for by the requester.



42 AFMAN31-201V7   21 JANUARY 2002

If pictures are requested and only negatives are available, the requester will be informed of the poten-
tial cost he/she would incur in order to initiate processing of the images. 

2.15. Conducting Local Records Checks. Local record checks will be conducted for law enforcement/
official government agencies. Requests can be written, faxed (on official letterhead) or in person with
proper identification from requester. Criminal checks as part of a law enforcement investigation require
no prior consent from the person(s) being checked. Only local base record checks can be conducted by
SFAR. Using the NCIC for background checks for employment purposes are strictly prohibited by the
National Law Enforcement Telecommunications Systems Handbook, dated 1 Jan 99, House Bill 471 &
1354. 

2.16. Tracking Reports and Statistics. Police blotters are received by SFAR by e-mail and/or hard copy
on a daily basis. The blotters will be reviewed for content and accuracy and maintained as required by
AFMAN 37-139, Records Disposition Schedule. All AF Forms 3545 incident reports and AF Forms 1315,
major accident reports, appearing in the blotter will be logged into the SFMIS. All trackable incidents in
the blotter will be highlighted and entered into the SFMIS according to category, (e.g. Larcenies, Acci-
dents, DUI’s, Suicide Attempts, Damage to Property) and used by the SFAR or SFO for statistical crime
data information reporting. 

2.17. Forwarding/Purging of Driving/Criminal Records.  

2.17.1. Upon receipt of PCS orders, conduct a SFMIS check. If the person listed on the orders has a
driving/criminal record, attach a copy of the orders to the SFMIS printout and forward all driving/
criminal records on file to CSF at the gaining base. If the violator has a file (i.e. driving revocation
package) that is still active and hasn’t expired, make a copy of the package and forward it along with
the orders to the gaining base CSF. 

2.17.2. The original case file will be filed appropriately. Document the disposition of the record in
SFMIS. If the violator has separated, attach a copy of the orders to the current file to reflect the new
status and possibly a different address. 

2.18. Preparation of Barment Letter and Distribution of Barment/Revocation Lists.  

2.18.1. When an individual is to be barred from the installation, they will be issued a barment letter
documenting the barment. Use Attachment 36 to assist with completing the barment letter. 

2.18.2. Distribute according to local procedures. 

2.19. Administrative Hold Listing.  

2.19.1. Frequently, members of the squadron who respond to incidents get placed on administrative
hold in order to be made available for upcoming court cases. 

2.19.2. The orderly room must be listed on the squadron out-processing checklist for both PCS and
TDY. Verify the latest admin hold list before initialing a member’s checklist. If there are any questions
as to the releasability of a member, consult with the legal SJA. 
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2.20. Destruction of Material. All information containing Privacy act data or sensitive information will
be properly disposed of as required by AFMAN 37-139, Records Disposition Schedule and AFI 33-332,
para 7.3. 

2.21. Disposition of Files from Active to Inactive and Staging.  

2.21.1. Disposition of SFAR records is governed by AFMAN 37-139. Blotters are destroyed (by
shredding) at the end of their retention period. 

2.21.2. At the end of the calendar year, reports in the inactive file are removed and boxed. Prepare an
SF 135 for sending the records to staging. Consult the squadron’s Functional Area Records Manager
(FARM) for directions on completing the form, and obtaining, packing, and marking the boxes. Based
on local procedures, make an appointment through the FARM with base records management person-
nel and take the records to the staging area for storage. 

2.22. Disposition of Barment, AAFES & Driving Revocation Packages.  

2.22.1. Remove barment and AAFES revocation case files upon completion of the timeframe speci-
fied on the folder and put them in the inactive files to be destroyed as required by AFMAN 37-139. 

2.22.2. Driving Revocations are removed at the end of their timeframe and put in the inactive file to
be destroyed one year after removal from the active file. All destructions will be completed as
required by AFMAN 37-139. 
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CHAPTER 3 

SECURITY FORCES MANAGEMENT INFORMATION SYSTEM (SFMIS) AND THE 
DEFENSE INCIDENT-BASED REPORTING SYSTEM (DIBRS) 

3.1. Security Forces Management Information System (SFMIS)  

3.1.1. Policy. The use of SFMIS is mandatory IAW AFI 31-203, Security Forces Management Infor-
mation System. SFMIS is used to record and track incident reports, tickets, barments, driving records,
revocations and suspensions. All DIBRS/NIBRS reportable incidents will be reported using SFMIS. 

3.1.2. Use AF Form 3545, Incident Report, to collect DIBRS/NIBRS information. If blotters are used
to report minor incidents, the Operations Branch shall develop a method of obtaining all information
necessary for inclusion into the SFMIS database to include privacy information generally excluded
from the blotters. All incidents reportable are listed in DoD 7730.47-M. If an incident is listed as
reportable under DIBRS, an AF Form 3545 will be completed. 

3.1.2.1. Thefts, whether secured or unsecured and regardless of the value of the item(s) stolen, are
reportable and thus require an AF Form 3545. Also, drunk driving incidents are DIBRS report-
able; therefore, an AF Form 3545 is required. 

3.1.3. For DIBRS/NIBRS reportable incidents, complete all applicable blocks of the AF Form 3545
as the DIBRS/NIBRS data codes are built into the AF Form 3545. 

3.1.4. When collecting and reporting minor traffic accident information, use the SFMIS program
when an offense is related to a case. Identify how privacy data required for SFMIS reporting of
DIBRS/NIBRS incidents will be provided to the Reports and Analysis Section. 

3.2. Defense Incident-Based Reporting System (DIBRS).  

3.2.1. The Defense Incident-Based Reporting System is mandated by DoDD 7730.47 and is imple-
mented through DoD 7730.47-M. The program falls under the spectrum of the Under Secretary of
Defense for Personnel and Readiness. 

3.2.2. DIBRS statistics and reports satisfy congressionally mandated requirements of the Uniform
Federal Crime Reporting Act (28 U.S.C.534), the Brady Handgun Violence Prevention Act of 1994
and the statistical reporting requirements of the Victim Rights and Restitution Act of 1990 (42 U.S.C.
10601 et seq.). DIBRS statistics are reported monthly to the Defense Manpower Data Center, who in
turn, extracts NIBRS data and subsequently forwards to the Federal Bureau of Investigations. 

 CHARLES F. WALD,  Lt Gen, USAF 
 DCS, Air and Space Operations
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ATTACHMENT 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFI 31-204, Air Force Motor Vehicle Traffic Supervision 

DOD Regulation 5400.7, AF Supplement, Freedom of Information Act  

AFI 33-332, Air Force Privacy Act Program 

AFMAN 37-123, Air Force Records Management Program 

AFMAN 37-139, Records Disposition Schedule 

AFI 37-138, Records Disposition, Procedures and Responsibilities 

AFI 31-101, The Air Force Installation Security Program 

DOD Regulation 7000.14-R, Vol. IIa, Reimbursable Operations, Policy and Procedures. AFPD 31-2, Law
Enforcement 

AFI 31-201, Security Police Standards and Procedures 

AFI 31-206, Security Police Investigations 

Abbreviations and Acronyms 

AAFES—Army and Air Force Exchange Service 

AF—Air Force 

AFB —Air Force Base 

AFI —Air Force Instruction 

AFMAN —Air Force Manual 

AFOSI —Air Force Office of Special Investigations 

AFSFC—Headquarters, Air Force Security Forces Center, Lackland AFB, TX 

AFVA —Air Force Visual Aid 

CONUS—Continental United States 

CSF —Chief of Security Forces 

DoD —Department of Defense 

DoDD —DoD Directive 

ESBI —Educational Study Block Index 

FBI—Federal Bureau of Investigations 

HQ—Headquarters 

HQ AFOSI —HQ Air Force Office of Special Investigations 
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ID —Identification Card 

MCM—Manual for Courts Martial 

NCO—Noncommissioned Officer 

OCONUS —Outside of Continental United States 

OPR —Office of Primary Responsibility 

SF —Security Forces 

SJA—Staff Judge Advocate 

SSN—Social Security Number 

TDY—Temporary Duty 

UCMJ —Uniform Code of Military Justice 

US —United States 

USAF —United States Air Force 

U.S.C. —United States Code 
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ATTACHMENT 2 

AF FORM 52, EVIDENCE TAG, FRONT 
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ATTACHMENT 3 

AF FORM 52, EVIDENCE TAG, CHAIN OF CUSTODY RECEIPT 
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ATTACHMENT 4 

AF FORM 52, EVIDENCE TAG, RETURN OF PROPERTY RECEIPT 
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ATTACHMENT 5 

AF FORM 53, SECURITY FORCES DESK BLOTTER, FRONT 
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ATTACHMENT 6 

AF FORM 53, SECURITY FORCES DESK BLOTTER, REVERSE 
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ATTACHMENT 7 

AF FORM 75, VISITOR/VEHICLE PASS, FRONT 
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ATTACHMENT 8 

AF FORM 75, VISITOR/VEHICLE PASS, REVERSE 
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ATTACHMENT 9 

AF FORM 1109, VISITOR REGISTER LOG 
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ATTACHMENT 10 

AF FORM 1168, STATEMENT OF SUSPECT/WITNESS/COMPLAINANT, FRONT 
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ATTACHMENT 11 

AF FORM 1168, STATEMENT OF SUSPECT/WITNESS/COMPLAINANT, REVERSE 
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ATTACHMENT 12 

AF FORM 1176, AUTHORITY TO SEARCH AND SEIZE 
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ATTACHMENT 13 

PROBABLE CAUSE STATEMENT 
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ATTACHMENT 14 

AF FORM 1361, PICK UP/RESTRICTION ORDER 
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ATTACHMENT 15 

AF FORM 1364, CONSENT FOR SEARCH AND SEIZURE 
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ATTACHMENT 16 

AF FORM 3226, AUTHORITY TO APPREHEND IN PRIVATE DWELLING 
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ATTACHMENT 17 

AF FORM 3545, INCIDENT REPORT, PAGE 1 
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ATTACHMENT 18 

AF FORM 3545, INCIDENT REPORT, PAGE 2 
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ATTACHMENT 19 

AF FORM 3545, INCIDENT REPORT, PAGE 3 
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ATTACHMENT 20 

AF FORM 3545, INCIDENT REPORT, PAGE 4 
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ATTACHMENT 21 

AF FORM 3545, INCIDENT REPORT, PAGE 5 
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ATTACHMENT 22 

AF FORM 3545, INCIDENT REPORT, PAGE 6 
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ATTACHMENT 23 

AF FORM 3907, SECURITY FORCES FIELD INTERVIEW DATA 
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ATTACHMENT 24 

DD FORM 460, PROVISIONAL PASS 
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ATTACHMENT 25 

DD FORM 1408, ARMED FORCES TRAFFIC TICKET, WHITE COPY FRONT 
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ATTACHMENT 26 

DD FORM 1408, ARMED FORCES TRAFFIC TICKET, YELLOW COPY REVERSE 
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ATTACHMENT 27 

DD FORM 1408, ARMED FORCES TRAFFIC TICKET, PINK COPY REVERSE 
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ATTACHMENT 28 

DD FORM 1408, ARMED FORCES TRAFFIC TICKET, BACK OF COPY 1 
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ATTACHMENT 29 

DD FORM 1805, UNITED STATES DISTRICT COURT VIOLATION NOTICE, FRONT 
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ATTACHMENT 30 

DD FORM 1805, UNITED STATES DISTRICT COURT VIOLATION NOTICE, REVERSE 
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ATTACHMENT 31 

DD FORM 1920, ALCOHOLIC INFLUENCE REPORT, FRONT 
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ATTACHMENT 32 

DD FORM 1920, ALCOHOLIC INFLUENCE REPORT, REVERSE 
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ATTACHMENT 33 

DD FORM 2701, INITIAL INFORMATION FOR VICTIMS AND WITNESSES OF CRIME, 
FRONT 
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ATTACHMENT 34 

DD FORM 2701, INITIAL INFORMATION FOR VICTIMS AND WITNESSES OF CRIME, 
REVERSE 
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ATTACHMENT 35 

DD FORM 2708, RECEIPT FOR INMATE OR DETAINED PERSON 
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ATTACHMENT 36 

SAMPLE FORMAT FOR A BARMENT LETTER 

(Use Appropriate Letterhead) 

MEMORANDUM FOR 

SUBJECT: Order Not To Enter or Reenter (Installation Name) 

FROM: 

1. It has come to my attention that you [describe incident(s) in detail; for example, "were found in posses-
sion of marijuana at the on-base quarters of Staff Sergeant John Smith on 15 January 1996."] 

2. Based upon the above, I consider your continued presence on this installation to be detrimental to the 
maintenance of good order and discipline. Effective immediately, you are ordered not to enter or reenter 
(installation name) for a period of (state the time frame). 

3. If you fail to comply with this order, you will be subject to prosecution under 18 United States Code 
§1382, which reads in part: 

    "Whoever reenters or is found within any installation, after having been removed therefrom or ordered 
not to reenter by any officer or person in command or charge therefore shall be fined under this title or 
imprisoned not more than six months, or both. 

4. Should you reenter (installation name) in violation of this order, without having received prior 
approval, you will be subject to detention by the security forces for delivery to the appropriate civilian and 
military authorities. 

5. If you are entitled to medical treatment at (hospital name), you may enter (installation name) for the 
sole purpose of using said facility. To do so, you must present this letter to the entry controller at the 
installation entry point and obtain the appropriate visitor pass. You will travel directly to the medical facil-
ity by [describe precise route the individual must travel to go to and from the medical facility]. You may 
not deviate from this route nor stop for any reason on your way to or from the facility. 
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6. Under extraordinary circumstances, requests for temporary access to other facilities on (installation 
name) may be granted. Such requests should be made in advance and in writing through the Chief of 
Security Forces, and set out the reason(s) why access should be granted. If time does not permit, such a 
request must be made to the security forces control center at (phone number). The controller will then 
notify the appropriate officials and convey your request. 

7. This order will remain in effect [(indefinitely) or (for the period prescribed above)], unless otherwise 
modified or revoked in writing by myself. If a compelling reason exists which you believe should be suf-
ficient to justify modification or termination of this order, you may submit your justification to me, in 
writing, through the Chief of Security Forces. 

Installation Commander’s 

Signature Block 

cc: SFS Reports and Analysis Section 

1st Ind, 

TO: Installation Commander 

This is to certify that I, the undersigned, have received the forgoing order in writing and have read and 
fully understand the same. I understand that entry upon (installation name), in violation of this order, may 
result in civilian prosecution pursuant to 18 U.S.C. §1382. I further understand that in the event of a con-
viction, the maximum penalty prescribed may be imposed. 

Received and signed the _________ day of __________, 19____. 

________________________________________ 

Signature 
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2nd Ind, 

TO: Installation Commander 

CERTIFICATION 

This is to certify that I __________________________________________, personally served a copy of 
the forgoing letter upon __________________________________, this date by handing him/her a copy 
of same. 

____________________________________ 

Signature 
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ATTACHMENT 37 

DRIVER’S LICENSE INFORMATION 

(Sample Memo) 

 

MEMORANDUM FOR (Put in who the memo is to) 

SUBJECT: Notification of Person Convicted of an Intoxicated Driving Offense 

TO: Department of Vehicle Registration and Licenses 

 

This memo is to is to notify you that on (date), (last name, first name, middle initial) (social secu-
rity number of person), a member of the (branch of Military Service or DOD Component), (unit), (instal-
lation location), was found guilty of (intoxicated driving or refusal to take a blood alcohol content (BAC) 
test in a court-martial, non-judicial proceeding under Article 15 of the UCMJ or civil court). (If civil 
court, give court name and case number). (He/she) holds a (state) driver’s license, number (put in num-
ber), issued (issuing date), expiring on (expiration date). (He/she) was apprehended by (name of SF mem-
ber or police officer) on (date and location) while driving vehicle license number (put in vehicle 
information). 

A BAC (was or was not) taken with a reading of (put in BAC results if available). Based on the 
above information, this individual’s installation driving privileges have been (suspended/revoked for) 
(insert number of years). The individual’s current address is: (put in individual’s address). 

 SIGNATURE BLOCK OF SFAR 
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	1.8.� AF Form 1361, Pick�Up/Restriction Order.
	1.8.1.� Make sufficient copies to post with all posts/patrols. Maintain the original file at the ...
	1.8.2.� When cancelled. Fill out the bottom blocks of the original form and file with the case fi...

	1.9.� AF Form 1364, Consent for Search and Seizure
	1.9.1.� Name, grade, SSAN and address/organization of the person granting consent.
	1.9.2.� Rank and name of consenting person.
	1.9.3.� Rank, name and title of security forces member person.
	1.9.4.� If the person granting consent is not a suspect, line out “suspected.” Write in the offen...
	1.9.5.� Have the individual read or read the next paragraph to the individual and have them initi...
	1.9.6.� Have the individual read or read the next paragraph to the individual. Have the individua...
	1.9.7.� Identify all the areas to be searched. Show possession by using the word “My.” Example: M...
	1.9.8.� Have the individual read the next paragraph to the individual and have them initial the b...
	1.9.9.� Date, location and time of consent: Self-explanatory. Place location and time in the “at_...
	1.9.10.� Signature of the person giving consent.
	1.9.11.� Signature of the SF requesting consent and one other witness (may be another SF member).
	1.9.12.� Prepare only one copy and retain it with the case file.
	1.9.13.� If during the search, the individual withdraws their consent, terminate the search immed...

	1.10.� AF Form 3226, Authority to Apprehend in Private Dwelling - Resident
	1.10.1.� The security forces personnel wanting this authority will complete the top portion of th...
	1.10.2.� Prior written authority is not required if certain exigencies are present, i.e., if evid...
	1.10.3.� Prepare only one copy and retain it with the case file.

	1.11.� AF Form 3545, Incident Report
	1.11.1.� OVERVIEW
	1.11.1.1.� Page 1 Incident and Offense Information: This page documents offense data, i.e. case n...
	1.11.1.2.� Page 2 Offender Information
	1.11.1.3.� Page 3 Victim, Witness, Complainant
	1.11.1.4.� Page 4: This page documents three different sections; property, SF members at incident...
	1.11.1.5.� Page 5: Commander's Section: This page is for the offender's commander. If more than o...
	1.11.1.6.� Page 6 Narrative: This page is used to document the narrative and any other portions o...
	1.11.1.6.1.� PAGE 1 (
	1.11.1.6.1.1.� ORI NUMBER

	1.11.1.6.2.� CASE NUMBER: Completed by the Reports and Analysis Section. This is the number assig...
	1.11.1.6.3.� SECTION I INCIDENT NOTIFICATION
	1.11.1.6.3.1.� Date Received (YYYYMMDD)
	1.11.1.6.3.2.� Time Received
	1.11.1.6.3.3.� How Complaint Received: Enter how the incident was received. 911 call, crime stop ...

	1.11.1.6.4.� SECTION II OFFENSE
	1.11.1.6.4.1.� Incident Occurred Between:
	1.11.1.6.4.1.1.� Date (YYYYMMDD
	1.11.1.6.4.1.2.� Time: Enter the occurred begin time (24hour).
	1.11.1.6.4.1.3.� End Date (YYYYMMDD): Enter date when the incident ended or the end of the time p...
	1.11.1.6.4.1.4.� Time: Enter the occurred end time (24-hour).
	1.11.1.6.4.1.5.� Offender Number: Each offender in the incident is assigned a sequence number fro...
	1.11.1.6.4.1.6.� Offense Identifier
	1.11.1.6.4.1.7.� Offense Statutory Basis
	1.11.1.6.4.1.8.� Offense Result: This data element indicates whether the offense was completed or...
	1.11.1.6.4.1.9.� Involvement
	1.11.1.6.4.1.9.1.� P=Principal: One who commits or is an accomplice to a crime.
	1.11.1.6.4.1.9.2.� A=Accessory: One who incites, aids or abets a lawbreaker in the commission of ...
	1.11.1.6.4.1.9.3.� C=Conspiracy: An agreement between two or more persons to commit a crime.
	1.11.1.6.4.1.9.4.� S=Solicit: To entice into illegal action.
	1.11.1.6.4.1.9.5.� Bias Motivation Codes: The object of this collection is to indicate whether th...
	1.11.1.6.4.1.9.5.1.� The offender and the victim were of different racial, religious, ethnic/nati...
	1.11.1.6.4.1.9.5.2.� Bias-related oral comments, written statements or gestures were made by the ...
	1.11.1.6.4.1.9.5.3.� Bias-related drawings, markings, symbols or graffiti were left at the crime ...
	1.11.1.6.4.1.9.5.4.� Certain objects, items or things that indicate bias were used or left behind...
	1.11.1.6.4.1.9.5.5.� The victim is a member of a racial, religious, ethnic/ national origin sexua...
	1.11.1.6.4.1.9.5.6.� The victim is visiting a neighborhood where previous hate crimes were commit...
	1.11.1.6.4.1.9.5.7.� Several incidents have occurred in the same locality, at or about the same t...
	1.11.1.6.4.1.9.5.8.� A substantial portion of the community where the crime occurred perceives th...
	1.11.1.6.4.1.9.5.9.� The victim was engaged in activities promoting his or her racial, religious,...
	1.11.1.6.4.1.9.5.10.� The incident coincided with a holiday relating to or a date of particular s...
	1.11.1.6.4.1.9.5.11.� The offender was previously involved in a similar hate crime or is a member...
	1.11.1.6.4.1.9.5.12.� There were indications a hate group was involved, e.g., a hate group claime...
	1.11.1.6.4.1.9.5.13.� A historically established animosity exists between the victim’s group and ...
	1.11.1.6.4.1.9.5.14.� The victim, although not a member of the targeted racial, religious, ethnic...


	1.11.1.6.4.1.10.� Location/Address
	1.11.1.6.4.1.11.� U.S. State or Possession
	1.11.1.6.4.1.12.� Sector
	1.11.1.6.4.1.13.� On Uniformed Service Installation
	1.11.1.6.4.1.14.� Location of Offense
	1.11.1.6.4.1.15.� Type of Criminal Activity
	1.11.1.6.4.1.16.� Illegal Entries
	1.11.1.6.4.1.17.� Number of Premises Entered
	1.11.1.6.4.1.18.� Page number: Enter the report's total number of pages, i.e., 1 of 8, 1 of 6, et...



	1.11.1.7.� PAGE 2 (
	1.11.1.7.1.� SECTION III OFFENDER: If there is more than one offender, add a record within Formfl...
	1.11.1.7.1.1.� Suspect: Mark this block if the offender is suspected of a crime (not enough proba...
	1.11.1.7.1.2.� Subject: Mark this block if the offender is the subject of a crime (enough probabl...
	1.11.1.7.1.3.� Offender Identifier
	1.11.1.7.1.4.� Name, Last
	1.11.1.7.1.5.� Name, First: Enter the first name.
	1.11.1.7.1.6.� Name, Middle: Enter the middle name.
	1.11.1.7.1.7.� Name, Cadency: Enter the Cadency (Jr., Sr. and III) name, if applicable.
	1.11.1.7.1.8.� Grade: Enter offender's grade
	1.11.1.7.1.9.� Name, Alias/Nickname: Enter any alias or nickname, if applicable.
	1.11.1.7.1.10.� Driver's License Number: Enter the driver’s license number.
	1.11.1.7.1.11.� Driver's License Source: Enter the state issuing the driver’s license.
	1.11.1.7.1.12.� SSN/Alien registration Designator & SSN/Alien registration: Enter the following c...
	1.11.1.7.1.12.1.� “I”=Foreign country identification card numbers
	1.11.1.7.1.12.2.� “S”=SSN
	1.11.1.7.1.12.3.� “R”= Alien registration numbers

	1.11.1.7.1.13.� Date of birth (YYYYMMDD): Enter the date of birth.
	1.11.1.7.1.14.� Age: Enter age of offender.
	1.11.1.7.1.15.� City of birth: Enter the city the offender was born in.
	1.11.1.7.1.16.� State of birth: Enter the state the offender was born in.
	1.11.1.7.1.17.� Country of birth: Enter the country the offender was born in.
	1.11.1.7.1.18.� Current street address
	1.11.1.7.1.19.� City: Enter the city the offender resides in.
	1.11.1.7.1.20.� State: Enter the state the offender resides in.
	1.11.1.7.1.21.� Zip
	1.11.1.7.1.22.� Organization/Employer/Sponsor's name & grade
	1.11.1.7.1.23.� Work Phone
	1.11.1.7.1.24.� Home Phone
	1.11.1.7.1.25.� Service: Mark the appropriate service. Allowable codes are:
	1.11.1.7.1.26.� Component: Mark the appropriate component, Regular, Reserve or National Guard, if...
	1.11.1.7.1.27.� Personal Status
	1.11.1.7.1.28.� Hair Color
	1.11.1.7.1.29.� Eye Color
	1.11.1.7.1.30.� Height: Enter the height of the offender in inches.
	1.11.1.7.1.31.� Weight
	1.11.1.7.1.32.� How Dressed
	1.11.1.7.1.33.� Identifying mark
	1.11.1.7.1.34.� Identifying mark description
	1.11.1.7.1.35.� Race: Mark the appropriate block.
	1.11.1.7.1.36.� Sex: Self-explanatory
	1.11.1.7.1.37.� Apprehension date (YYYYMMDD): Enter the date of apprehension.
	1.11.1.7.1.38.� Type of Apprehension/Detention
	1.11.1.7.1.39.� Detention type
	1.11.1.7.1.40.� Juvenile Disposition
	1.11.1.7.1.41.� Multiple incident cleared (completed by SFAR or SFOI): This data element indicate...
	1.11.1.7.1.42.� Offender used
	1.11.1.7.1.42.1.� Alcohol: This data element indicates whether the offender was suspected of cons...
	1.11.1.7.1.42.2.� Drugs: This data element indicates whether the offender was suspected of using ...
	1.11.1.7.1.42.3.� Computer equipment
	1.11.1.7.1.42.4.� Not applicable

	1.11.1.7.1.43.� Type weapons/force used
	1.11.1.7.1.44.� Page number


	1.11.1.8.� Page 3/
	1.11.1.8.1.� Victim/witness/complainant category
	1.11.1.8.1.1.� Victims
	1.11.1.8.1.2.� Witness: Defined as a person that witnessed the crime but was not victimized by it.
	1.11.1.8.1.3.� Complainants: Defined as a 3
	1.11.1.8.1.4.� NOTE: A person may seem to fall into two categories when they report a crime if th...

	1.11.1.8.2.� DD Form 2701
	1.11.1.8.3.� Victim Identifier
	1.11.1.8.4.� Name, last: Enter the last name of victim, witness or complainant.
	1.11.1.8.5.� Name, first
	1.11.1.8.6.� Middle initial
	1.11.1.8.7.� Grade
	1.11.1.8.8.� SSN: Enter Social Security Number of victim, witness or complainant.
	1.11.1.8.9.� Date of birth (YYYYMMDD): Enter the date of birth of victim, witness or complainant.
	1.11.1.8.10.� Age: Enter age of victim, witness or complainant.
	1.11.1.8.11.� Current Street Address
	1.11.1.8.12.� City
	1.11.1.8.13.� State
	1.11.1.8.14.� Zip: Enter the 9-digit (if known) zip code the victim, witness or complainant resid...
	1.11.1.8.15.� Organization/employer/sponsor's name & grade
	1.11.1.8.16.� Work phone
	1.11.1.8.17.� Home phone
	1.11.1.8.18.� Service
	1.11.1.8.19.� Component
	1.11.1.8.20.� Victim type (VICTIM ONLY): Only one block can be marked for each victim. For exampl...
	1.11.1.8.21.� Personal Status
	1.11.1.8.22.� Victim's race (VICTIM ONLY)
	1.11.1.8.23.� Victim's sex (VICTIM ONLY): Self-explanatory.
	1.11.1.8.24.� Relationship of victim to offender (VICTIM ONLY): This data element is used to show...
	1.11.1.8.25.� Justifiable homicide circumstances (VICTIM ONLY): This data element describes the c...
	1.11.1.8.26.� Injury type (VICTIM ONLY)
	1.11.1.8.27.� Aggravated assault/homicide circumstances (VICTIM ONLY): This data element describe...
	1.11.1.8.28.� Page number

	1.11.1.9.� Page 4 SECTION V PROPERTY (
	1.11.1.9.1.� Property description
	1.11.1.9.2.� Serial number
	1.11.1.9.3.� Secured/unsecured
	1.11.1.9.4.� Loss Codes
	1.11.1.9.5.� Quantity: This data element reports the number (up to 999,999,999) of items listed i...
	1.11.1.9.6.� Ownership: This data element describes whether the government or a private individua...
	1.11.1.9.7.� Value of Property: Enter the total dollar value (up to $999,999,999) of the property...
	1.11.1.9.7.1.� Use
	1.11.1.9.7.2.� Use
	1.11.1.9.7.3.� Use victim’s valuation of items such as jewelry, watches and other similar goods t...
	1.11.1.9.7.4.� Use replacement cost or actual cash cost to victim for new or almost new clothes, ...
	1.11.1.9.7.5.� When the victim obviously exaggerates the value of stolen/destroyed/damaged proper...
	1.11.1.9.7.6.� For government property, use fair market value for articles subject to depreciatio...
	1.11.1.9.7.7.� In most instances, accept the victim’s valuation. The theft of nonnegotiable instr...
	1.11.1.9.7.8.� If drugs or narcotics were seized in a drug case, no value is to be entered into t...

	1.11.1.9.8.� Date recovered (YYYYMMDD): Enter the date the stolen property was recovered. Accordi...
	1.11.1.9.9.� Date returned (YYYYMMDD): When previously stolen property is returned, the date of r...
	1.11.1.9.10.� Drug code
	1.11.1.9.11.� Estimated drug quantity: This data element indicates the quantity (up to 999,999,99...
	1.11.1.9.12.� Type drug measurement: This data element indicates the type of measurement used in ...
	1.11.1.9.13.� SECTION VI SECURITY FORCE MEMBER AT INCIDENT: Self-explanatory
	1.11.1.9.14.� Enclosures: List all statements and receipts associated with the report.
	1.11.1.9.15.� SECTION VII ADMINISTRATIVE DISPOSITION (FOR SFAR USE ONLY).
	1.11.1.9.15.1.� Referred to: Self-explanatory
	1.11.1.9.15.2.� Number of victims notified (SFAR USE ONLY): Self-explanatory
	1.11.1.9.15.3.� Number of witnesses notified (SFAR USE ONLY): Self-explanatory
	1.11.1.9.15.4.� Distribution
	1.11.1.9.15.5.� Incident clearance reason (SFAR USE ONLY). This data element indicates why the in...
	1.11.1.9.15.6.� Exceptional clearance date YYYYMMDD (SFAR USE ONLY): If an incident was cleared b...
	1.11.1.9.15.7.� Page number


	1.11.1.10.� Page 5/SECTION VIII COMMANDER’S ACTION SEGMENT (FOR SFAR AND COMMANDER'S USE ONLY). (
	1.11.1.11.� Page 6/NARRATIVE
	1.11.1.12.� GENERAL COMMENTS: If sections or blocks don't apply, simply leave blank.


	1.12.� DD Form 460, Provisional Pass
	1.12.1.� The member is apprehended for a minor violation which does not require detention, but wh...
	1.12.2.� The member's previous pass has expired or he/she is without a pass or leave orders, but ...
	1.12.3.� The member can present evidence they reported or attempted to report his/her delay to hi...
	1.12.4.� Through extenuating circumstances, the members missed their transportation, are delayed ...
	1.12.5.� It is necessary to order an individual to return to their home station after apprehensio...
	1.12.5.1.� Prepare the form in triplicate, either typed or printed in ink. Give the original copy...
	1.12.5.2.� The information required on the front of the form is self�explanatory. The individual ...


	1.13.� DD Form 1408, Armed Forces Traffic Ticket:
	1.13.1.� If the ticket is a “warning” place an “X” in the warning block. Write the warning in the...
	1.13.2.� Last name, first name, MI of the violator.
	1.13.3.� Rank and grade of violator. Example: SSgt/E�5 (when applicable: FM/W/S/D or CIV.)
	1.13.4.� Violator’s date of birth.
	1.13.5.� Violator’s social security number.
	1.13.6.� Organization of active duty violators to include the complete duty station address. Reme...
	1.13.7.� Violator’s driver license number: If the violator is operating a POV, use their state li...
	1.13.8.� If the violator is operating a POV, cross out the word military, circle the word state a...
	1.13.9.� Make or type of vehicle. Example: Ford Mustang or Chevy S-10 Pickup.
	1.13.10.� License plate number of the vehicle and the state in which the vehicle is registered.
	1.13.11.� The vehicle’s DD Form 2220 number and the installation it is registered. If the vehicle...
	1.13.12.� Date the violation occurred: Use standard government style (day-month-year).
	1.13.13.� Time the violation occurred.
	1.13.14.� Location where the violation occurred.
	1.13.15.� This middle section is used to indicate the violation. If the violation is speeding, pl...
	1.13.16.� Place an “X” in one of the blocks to indicate the violation.
	1.13.17.� When a violation occurs that is not listed in this middle section, write in "see remark...
	1.13.18.� For parking violations, indicate the violation by placing an “X” in the appropriate blo...
	1.13.19.� If the pavement was slippery, indicate how by placing an “X” in the appropriate block, ...
	1.13.20.� If it was dark when the violation occurred, indicate by placing an “X” in the appropria...
	1.13.21.� If there was other traffic present when the violation occurred, indicate by placing an ...
	1.13.22.� If the violator caused a person to dodge, indicate by placing an “X” in the appropriate...
	1.13.23.� Indicate the area where the violation occurred.
	1.13.24.� Indicate the highway type on which the violation occurred. Note that highway is a gener...
	1.13.25.� If an accident is the result or possible result of the violation, indicate the type of ...
	1.13.26.� Use the remarks section to indicate violations not listed on the 1408. For speeding vio...
	1.13.27.� Print name of person who is issuing the ticket.
	1.13.28.� Organization and installation of person who is issuing the ticket.
	1.13.29.� Rank/Grade of person issuing the ticket.
	1.13.30.� If the individual being issued the ticket is a family member, write the sponsors rank, ...
	1.13.31.� The second (yellow) copy is used by security forces to record pertinent information. It...
	1.13.31.1.� This area is used for notes. It is filled out after the pink copy is given to the vio...
	1.13.31.1.1.� Any action of violator which increased the hazard of the violation? If none, indica...
	1.13.31.1.2.� Write where the violation occurred and where the traffic stop took place?
	1.13.31.1.3.� Distance traveled during pursuit. If any, i.e. 5/10 of a mile or .5 miles.
	1.13.31.1.4.� Condition and attitude of the violator and any special instructions given to the vi...


	1.13.32.� Witnesses: Write down the name of any witnesses to the violation.
	1.13.33.� Vehicle Defects: Self-explanatory
	1.13.34.� The third copy (pink) is given to the violator or affixed to the vehicle if the vehicle...
	1.13.34.1.� Place an “X” in all three of the boxes.
	1.13.34.2.� In the second block, write in the telephone number for the security forces control ce...
	1.13.34.3.� Write under special instructions: "Report this violation to your commander on your ne...

	1.13.35.� File the second (yellow) copy and give the third (pink) copy to the violator or place i...
	1.13.36.� The reverse side of the DD Form 1408 is used for transmittal of traffic violations thro...
	1.13.37.� Ensure the required information is annotated. If the ticket has administrative errors, ...

	1.14.� AF Form 3907, Security Forces Field Interview Data.
	1.15.� DD Form 1805, United States District Court Violation Notice:
	1.15.1.� This form is used when it is determined an offender will be prosecuted for a minor offen...
	1.15.2.� When completing the DD Form 1805, security forces personnel must take great care to assu...
	1.15.2.1.� Block 1: Write in the name of the installation.
	1.15.2.2.� Block 2: This is the violation notice number, do not place anything in this block.
	1.15.2.3.� Block 3: Print the last name, first name and middle initial of the issuing patrol person.
	1.15.2.4.� Block 4: Document the number used to identify the patrol person. This can be the issui...
	1.15.2.5.� Block 5: Annotate the date and the time of the offense.
	1.15.2.6.� Block 6: Offense charged: Write in the appropriate violation/offense code which corres...
	1.15.2.7.� Block 7: Place of offense: Write the place where the violation occurred.
	1.15.2.8.� Block 8: Enter the offense committed. For example if the individual was speeding, the ...
	1.15.2.9.� Blocks 9 through 24: Self-explanatory
	1.15.2.10.� Block 25: Check item “B,” then have the violator initial which choice they prefer to ...
	1.15.2.11.� Blocks 26 through 30: Accomplish as required by local requirements and the Staff Judg...
	1.15.2.12.� Block 29: Enter the amount of the fine.
	1.15.2.13.� Block 30: Enter the current day and month.
	1.15.2.14.� Block 31: Enter the current year.
	1.15.2.15.� Block 32: Enter the district where the installation is located.
	1.15.2.16.� Block 33: Enter the state where the installation is located. This is also the beginni...
	1.15.2.17.� Block 34: Check one of the four boxes which is appropriate for the situation.
	1.15.2.18.� Block 35: Write the current date followed by the patrol persons signature.
	1.15.2.19.� Block 36: This section will be left blank.

	1.15.3.� The entry for the amount of the fine, mandatory court appearance of offender and date of...
	1.15.4.� After the notice is issued, the following disposition is mandatory:
	1.15.4.1.� The original copy (white) will be forwarded by the issuing security forces activity (S...
	1.15.4.2.� The second copy (pink) is maintained in SFAR’s file.
	1.15.4.3.� The third copy (manila card stock) is given to the violator, or if it is a parking vio...
	1.15.4.4.� The violation notice will be voided only by one designated base official, the Chief of...

	1.15.5.� Ensure all required information is annotated. If the violation notice has administrative...

	1.16.� DD Form 1920, Alcoholic Influence Report.
	1.16.1.� Installation: Self-explanatory
	1.16.2.� Violation report number: Leave blank. (SFAR use only)
	1.16.3.� Accident report number: Leave blank. (SFAR use only)
	1.16.4.� Date, time and location of the accident or incident: Put time, date and incident where t...
	1.16.5.� Date and time in custody: Self-explanatory
	1.16.6.� Apprehending Officer: Rank and name of security forces member.
	1.16.7.� Name of Subject: Full name of subject.
	1.16.8.� Grade/Category: Put in rank or grade.
	1.16.9.� Social security number: Self-explanatory
	1.16.10.� Unit of assignment/address: If active duty, annotate the individual’s organization and ...
	1.16.11.� Indicate whether the subject was the driver, passenger or a pedestrian.
	1.16.12.� Age: Self-explanatory
	1.16.13.� Sex: Self-explanatory
	1.16.14.� Approximate Weight: Self-explanatory
	1.16.15.� Operator’s License Number: Self-explanatory
	1.16.16.� State: State where drivers license was issued.
	1.16.17.� SECTION 1 - OBSERVATIONS
	1.16.17.1.� Made by: Name, grade, SSAN and organization of person who made the apprehension.
	1.16.17.2.� Witnessed by: Name, grade, SSAN and organization of person who witnessed the observat...
	1.16.17.3.� Clothes: Describe in full detail each item of clothing as it applies. Then indicate t...
	1.16.17.4.� Breath: Indicate the presence of an odor of an alcoholic beverage.
	1.16.17.5.� Attitude: Indicate the individual's attitude, (one or more may be used).
	1.16.17.6.� Unusual Actions: Indicate any unusual actions, (one or more may be used).
	1.16.17.7.� Speech: Indicate the individual's ability to speak (one or more may be used).
	1.16.17.8.� Spontaneous Acts: Indicate any spontaneous acts or utterances the individual makes. K...
	1.16.17.9.� Indicate briefly what first led the security forces member to suspect alcoholic influ...
	1.16.17.10.� Sign or complaints of illness or injury: Indicate any signs or complaint of injury o...

	1.16.18.� SECTION II – PERFORMANCE TESTS
	1.16.18.1.� Administered By: Name, grade, SSAN and organization of person administering performan...
	1.16.18.2.� Date and time the tests were performed. Self-explanatory. NOTE: Even if the individua...
	1.16.18.3.� Balance: Indicate the individual's ability to maintain their balance (one or more may...
	1.16.18.4.� Walking: Indicate the individual's ability to walk (one or more may be used).
	1.16.18.5.� Turning: Indicate the individual's ability to turn (one or more may be used).
	1.16.18.6.� Finger to nose is not used.
	1.16.18.7.� Coins: Picking up coins is no longer used.
	1.16.18.8.� Ability to understand instructions: Indicate the individual's ability to understand i...
	1.16.18.9.� Effects of alcohol: Indicate the effects of alcohol and the individual's ability to o...
	1.16.18.10.� Remarks: Indicate any other information relevant to this particular incident

	1.16.19.� SECTION III – INTERVIEW
	1.16.19.1.� Prior to completing section III, advise the person of their rights under the appropri...
	1.16.19.2.� Handwriting specimen: Have individual write anything they choose.
	1.16.19.3.� Interviewer to fill in actual: In this block, put the time, day and date the intervie...

	1.16.20.� SECTION IV – CHEMICAL TEST DATA
	1.16.20.1.� Type of specimen: Indicate which type of specimen was taken and which type of test wa...
	1.16.20.2.� Time, date and location of the test: Self-explanatory.
	1.16.20.3.� Name, grade, SSAN and organization.
	1.16.20.4.� Indicate the blood alcohol level.
	1.16.20.5.� If a chemical test was not conducted, state the reason.
	1.16.20.6.� If any type of video or audio recordings are made of the individual, indicate the typ...
	1.16.20.7.� List witnesses to the incident and additional passengers in the subject’s vehicle.


	1.17.� DD Form 2701, Initial Information for Victims and Witnesses of Crime.
	1.18.� DD Form 2708, Receipt for Inmate or Detained Person.

	Chapter 2
	2.1.� Processing the DD Form 1408.
	2.1.1.� Log the DD Form 1408 into a local suspense tracking system to monitor the ticket and upda...
	2.1.2.� Place the yellow copy of the DD Form 1408 in the suspense file pending disposition. Compl...
	2.1.3.� Establish a 14-day suspense for command action. Check the suspense folders to determine a...
	2.1.3.1.� Since tickets require command action, they must be signed by the violator’s unit or squ...

	2.1.4.� Once finalized, record command actions and enter them into the SFMIS database. File the o...
	2.1.5.� If a DD FM 1408 was issued during the course of an accident investigation, a copy of the ...
	2.1.6.� Procedures for Rebutting the DD Form 1408.
	2.1.6.1.� The violator must submit a rebuttal letter articulating his/her position to the CSF thr...
	2.1.6.2.� SFAR will attempt to obtain a written statement from the patrol person issuing the tick...


	2.2.� Processing the DD Form 1805.
	2.2.1.� Log the DD Form 1805 into the local tracking system in SFAR and update SFMIS on the ticke...
	2.2.2.� The pink copy is filed in the suspense file pending disposition. Mail the white copy to t...
	2.2.3.� A Magistrate Court Docket will be developed by the CVB and the listing will be forwarded ...
	2.2.4.� Using the CVB Docket listing, pull the pink and yellow copies for Magistrate Court as ind...
	2.2.5.� After Magistrate’s action, enter action taken in the SFMIS database. File the pink and ye...
	2.2.6.� Procedures for Rebutting the DD Form 1805:
	2.2.6.1.� Violators who receive a DD FM 1805 will be presented with the opportunity to rebut a ti...
	2.2.6.2.� If the violator still wishes to rebut the DD FM 1805 and wishes a hearing with a federa...
	2.2.6.3.� CVB provides SFAR with a list of the status of all tickets they processed. SFAR crossch...


	2.3.� Processing Reports.
	2.3.1.� Review reports for accuracy and all required information. If a report is incomplete, retu...
	2.3.2.� When entering the report into the SFMIS database, ensure the narrative is included as par...
	2.3.3.� Establish a 14-day suspense for reports requiring commander action and place them in a su...
	2.3.3.1.� Incident reports require command action, therefore, they must be signed by the violator...

	2.3.4.� For reports pertaining to civilians not affiliated with the base or retired military and ...
	2.3.5.� For incidents involving members from other DoD components, the initial incident report wi...
	2.3.6.� “Information Only” are reports with no subject. Annotate the “Action Required” in the SFM...
	2.3.7.� Reports Sent for Additional Investigation:
	2.3.7.1.� If a report meriting additional investigation needs to be sent to SFOI, a copy of the A...
	2.3.7.2.� Reports are not releasable until final investigation is completed. If a report is inves...
	2.3.7.3.� Upon completion of the investigation, reports may be released to the SJA as necessary. ...

	2.3.8.� Reports Not Returned by the Suspense Date:
	2.3.8.1.� Extensions may be granted on case-by-case basis. If response is not received by the due...
	2.3.8.2.� In all instances, keep all correspondence or make a memo concerning any communication a...


	2.4.� Forwarding/Disposition of Driving Records.
	2.4.1.� If violators are transferred to another base, the driving records (SFMIS printout) will b...
	2.4.2.� If the violator will be separating or retiring, reflect the latest status on all records.

	2.5.� Parking Warden Program.
	2.5.1.� Units may develop local procedures to address a parking warden program. A local supplemen...
	2.5.2.� Monitors will be trained by the security forces unit on the correct way to complete ticke...

	2.6.� Preparation of DUI/DWI, No Proof of Insurance or Revocation/Suspension of Base Driving Priv...
	2.6.1.� Prepare a folder on the individual with the following paperwork:
	2.6.1.1.� Request for legal review/coordination.
	2.6.1.2.� Copy of the preliminary driving revocation letter (pre-signed by the wing commander or ...
	2.6.1.3.� Copy of the DUI/DWI, no insurance or driving while license suspended/revoked report or ...
	2.6.1.4.� Any blood alcohol results (if available).

	2.6.2.� Log revocations and suspensions into the SFMIS database and initiate the routing specifie...
	2.6.3.� SFAR will provide a copy of all suspension/revocation lists to SF operations for use at i...
	2.6.4.� If a certified suspension/revocation letter is returned as undeliverable, ensure SFAR ret...
	2.6.5.� Update the suspension/revocation/barment listing as soon as the authority commander signs...
	2.6.6.� Once the letter is returned with the appropriate signature from the action authority, inf...
	2.6.7.� If a rebuttal is requested, provide the individual with instructions to submit their rebu...

	2.7.� Notifying State Licensing Offices.
	2.7.1.� State licensing agencies will be notified, by mail, of all DUI/DWI cases as well as revoc...
	2.7.2.� Develop a pre-typed notification memo.

	2.8.� Preparation of Revocation of Exchange/Commissary Privileges Packages.
	2.8.1.� Review report.
	2.8.2.� Ensure an on-scene revocation of AAFES/Commissary Privileges Letter was issued.
	2.8.3.� Prepare the final AAFES/Commissary Revocation Letter and a copy of the case file and send...
	2.8.4.� Once the letter is returned with the appropriate signature from the action authority, inf...

	2.9.� Certified Mail Procedures.
	2.9.1.� Some correspondence is sent outside of government channels and requires accountability of...
	2.9.2.� Prepare a PS Form 3811. Annotate in section 4a the article number which is the same contr...
	2.9.3.� Type an AF FM 12,
	2.9.4.� Wrap the AF FM 12 around the envelopes which will be in numerical order and secure them w...
	2.9.5.� The PS FM 3811 will be returned to SFAR signed if the addressee acknowledged it. The PS F...

	2.10.� Preparing Packages for Filing.
	2.10.1.� Once a package has been coordinated, a file folder will be prepared with a copy of the r...
	2.10.2.� IAW para

	2.11.� Requests for Information.
	2.11.1.� All information will be released as required by AFI 33-332,
	2.11.2.� If the requester desires copies of statements, they will have to submit a request under the
	2.11.3.� Insurance companies requesting case reports concerning clients make the request in writi...
	2.11.4.� Police or certain government agencies (Drug Enforcement Agency, Police Departments, Recr...

	2.12.� Privacy Act Considerations.
	2.12.1.� Protect all personal information from disclosure to third parties in accordance with AFI...
	2.12.2.� If the requester wants copies of all information concerning other parties not represente...

	2.13.� Release of Information Where the Government is a Party.
	2.14.� Freedom of Information Act (FOIA) Requests.
	2.14.1.� Periodically, SFAR receives requests from entities requesting the release of information...
	2.14.2.� All enclosures to a report or blotter (i.e. statements, receipts, pictures, AF FMs 52/Ev...

	2.15.� Conducting Local Records Checks.
	2.16.� Tracking Reports and Statistics.
	2.17.� Forwarding/Purging of Driving/Criminal Records.
	2.17.1.� Upon receipt of PCS orders, conduct a SFMIS check. If the person listed on the orders ha...
	2.17.2.� The original case file will be filed appropriately. Document the disposition of the reco...

	2.18.� Preparation of Barment Letter and Distribution of Barment/Revocation Lists.
	2.18.1.� When an individual is to be barred from the installation, they will be issued a barment ...
	2.18.2.� Distribute according to local procedures.

	2.19.� Administrative Hold Listing.
	2.19.1.� Frequently, members of the squadron who respond to incidents get placed on administrativ...
	2.19.2.� The orderly room must be listed on the squadron out-processing checklist for both PCS an...

	2.20.� Destruction of Material.
	2.21.� Disposition of Files from Active to Inactive and Staging.
	2.21.1.� Disposition of SFAR records is governed by AFMAN 37-139. Blotters are destroyed (by shre...
	2.21.2.� At the end of the calendar year, reports in the inactive file are removed and boxed. Pre...

	2.22.� Disposition of Barment, AAFES & Driving Revocation Packages.
	2.22.1.� Remove barment and AAFES revocation case files upon completion of the timeframe specifie...
	2.22.2.� Driving Revocations are removed at the end of their timeframe and put in the inactive fi...


	Chapter 3
	3.1.� Security Forces Management Information System (SFMIS)
	3.1.1.� Policy. The use of SFMIS is mandatory IAW AFI 31-203
	3.1.2.� Use AF Form 3545,
	3.1.2.1.� Thefts, whether secured or unsecured and regardless of the value of the item(s) stolen,...

	3.1.3.� For DIBRS/NIBRS reportable incidents, complete all applicable blocks of the AF Form 3545 ...
	3.1.4.� When collecting and reporting minor traffic accident information, use the SFMIS program w...

	3.2.� Defense Incident-Based Reporting System (DIBRS).
	3.2.1.� The Defense Incident-Based Reporting System is mandated by DoDD 7730.47 and is implemente...
	3.2.2.� DIBRS statistics and reports satisfy congressionally mandated requirements of the Uniform...
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