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After the original reports are placed into
the appropriate filing system, the records
unit accounts for each report®s status by
means of updating the computerized records
system.

As follow-up reports are received by the
records unit, any updated status information
IS recorded iIn the computer on the
appropriate screens.

On a continual basis, the bureau commanders
and supervisors will direct an audit and
evaluation of the incident reporting and
recording procedures of the office. This
procedure is intended to serve the following
purposes:

Identify unnecessary tasks which may be
eliminated from the reporting process.

Identify lesser efficient reporting
procedures and prioritize or redesign as
required.

Evaluate the effectiveness of reporting

instruments, including department forms and
systems for distribution.
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