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The records of the WGS should be available to authorized 

peronnel on a 24-4hour basis. This is very difficult to achieve 

unless the record# are centralized. Time is very often a vital 

element in the solution of a crime. Many times infortatiun that 

V'as "lodke-up I the files of a Department and which was not 

available after noral working hours has meant the difference 

between the WISUCCeSSZ l quetioningof a auent and to nlu­

tion of a crime. 

Administrators nud directors of pollotW c'ncies are intr­

ested In effidcency, aw! efficiorcy is encoured by a Central­

ited records syste. All eemployers An bce trainea in the vari­

*us types of record duties and can be rotated on ansigmaenta 

when vacations or nideness interfere with normal records manam 

goaments or, when any particeular phase of records work becomes 

congested. Duplication of records work is reduced to a bare 

minimummwhen records are centralizea. To properly discharge 

the obligations and xesponibilities of his office, there are 

three basic things concerning crime about which the NS Com­

mander must be furunihea current and complete informations 

(1) bow much of each type of crime occurop (2) where these
 

crimes are occuringi and (3) wbere do they occur. With this
 

noa the comander has the greatest cbance of iplacing 

the best available manpower in the most strategic areas at 

the most opportune time. 



hzotasozANAUtMtoz MW PROCUlnfn 

he true tent of any faing system is the ability to 

answer "ye to the question *Can I find What I Want when I 

want it?". The operation and maintenance of the various 

files and indices that greatly Sasist all police operations 

is a technical skill, which it allowe4 to become disorganizedi 

will probably destroy any effectiveness of the necords them­

sOlvAs. ME Iindex cards are mtaffled they are extremely dif­

ficult to locate.. Considerablesupervision 4n therefore 

needed to maintain the iudices and LiMea in their proper 

order* It may very well be posaible after a test period of 

criminal Pile Section operations, that the quantity and scope 

of the work to be performed by the file oection will necessitate 

the ansignment of additional personnol to maintain the necea­

sary records effectively and accurately. 

A . :Contura.ame .. ndipcs 

, 	 Index cardfs are prepared for filin irom a variety 

of nourcea. Names of complainants and victims are 

indexed as ate the nes of. arrested persons wanted 

persons, persons injured in traffic accidents anO 

the like. Zadoxing and searching of indices can be 

most efficiently handled if the number of separate 

name Index files is kept to a mininum. 
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PREPARED#OR THE SPANISH VMESION
 

RL IC& "ENTRAL K1WOK
 

PERSONAS ARRESTADAS 
VICTAMAS 
CORRESPONDENCIA 

QUERELLANTES JUVENILES 
SOSPECHOSOS 
PERSONAS BUSCADAS 
TESIGOS 
PERSONAS P RDIDAS 

PE 
PE 

, IN 

RTADORES DE LICENCIAS 
ONAS HERIDAS 

NAS, MATADAS 
AQON CONCERNIENTE 

ARCHIVOS DEI9ENTIFICACION
 

(INCLUVA LA "K"Y LA" W" EN LOS 
TABIILMES PAR& PODER MRCHIVAR LOS 
NOMBRES EXTRANROS W1MD0 SEA 
NECESARID.) 

Exhibit "lAll 
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2. 	 Mhe simplest syste n auuatly the best system 

The! tany eavantages of the single master Name aInex 

are apparent when practical use of the index cards 

are considered. With all the GS name cards in one 

file thee is no chance of filing an index card in 

the vrong file,, la addition. whe*n it in necoasazy to 

determine what Information the comp)ete files of the 

SGS contain on a particular name, the name search is 

necessary in only one index file., This single name 

search will determine wbethet the individual was 

ever a vaated or arrested Verson, a eomplainant, 

witaesas etc. In general# everything the NOS knowa 

about hiM shoubld be indicated in the aster 1IaftL-

Indices. '?ua, aUplication of manpower, time, ma­

terial, and tho effort of preparing cards for several 

nAme indices 4v reduced to a bare minimum, and 

records nanagement, training, and procedurea are. 

considerably simplified. 

3. 	 The Mater Name Index for the GS sbould include 

index cards onte 

a) Arrested Persons
 

b) Wanted versone
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PElkA-Trejos, Julio Hurto 
#001519 

la. A.S.#45, Sesori, Reg. #5 

1466 Chev.Sed.,rojo,mtr D7-S4575869 
chas CD45-098722 

De curva mencionada direccion 3-5pm 3/9/66 1 
~4~vf 

'-I 

Direc.Dueo: 55 A.S.#3,Sesori 

Sospechosos: Juan PERLA-Rosas
 
Mario VASQUEZ-Luna 

PARJETA DE INDICE POR INFRACCION DE HURTO 

PEREZ-Santos, Juan Robo 
#00085
 

la. C.P.#219,San Sebastian, Rea.#1 

Entr6 por escalera,ventana cocina 2o. piso. 10-
To 

Rob6:2 trajes hombre,demds ropa-4300.00
 

8:20-10:00 Noche 4/2/66
 

Sospechosos: desconocidos.
 

T'ARJEt DE INDICE POR INFRACCION DE ROBO 
Exhibit "B" 

PREPARED FOR THE SPANISH VESION
 

http:ropa-4300.00
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3. 	 iyvpe of Crime index 

I. 	 The i4nnm or complaint Anede contatns an ixnres car 

for each crine reported o the police. Wo in&% 

serves at Icat twa purposoal-t It ads in selecting 

caeas 'which may have been committed by the sama cria 

minal and asrves an a simple "nodes overandW' U0)EfAlot 

and it enables the file section to locate a case file 

* 	on vihth the date -a1 nameu of vict!ims have teen forgotn 

ten wben thze nature and type of cries is Tuent, I4 n** 

this maner tia cr$he inter Is uscei to tie tinaolved 

cases toaetier wbich are similar in nature, All of the 

intex cards in te "llearac" section Will Identify 

known cdirnals if tbe tIYs off rsraonIs tarrested in 

the past ar? nioted an4 compared W*th the rethodat used 

in -current UInsolverl Crimes. 

2. 	 Inlex cards prepared for the type, of crime indes 

abould contain a briof daecription of the "oduo 

operandi- und in ach cric. 7Ahe claniification oD 

criminal oZffenson an adoptoft by the !GS$ and applicable 

to the laws of El Galvador prtridea the najor break­

down for 4naorotVin On guide ccada, An acth category 

Oa crirm witin ons guide cara 0catioa Lbacomes adf* 

ficiently larga it nay bi Curther ndtivided by 

sing -O1 treadiny, Supervision of thin ±ntez should 
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c)Unceatrate1 on tho installation of the Central Natio 

taticez $or a~voal &Zaths. XOWetw t at auch tite 

a thecGS LG nande is assurct that thu namo iWI0 

is Zunctivntn priperly, ha Imay dccde to add tbe 

Stolen ?rupcrty Index as it will greatly assist the 

officiency 0 his police responsibilitieana will 

LurtUr i± ar4ice to the2 (cple of. C1 3A idvlor. 

2. 00 Frincl o1jLctv..) of ny inveAi2ation is the 

id;atificatiun a ndrtcovcry oC lost or toln property. 

Uhe ntol &-proprty3x42x in ax in;:-thigatvk aiidot 

iiieatimable vale in achieving this objective. 

here arc to means of it'ntifying propertyt 

Gae is th&r ijh 4the seaial m Or p1uual on the arti­

cle by th maintaturer, a tha uther is by the 

decriptiI of ta artiula when it cwztaiis 113maniu 

facturcr'g asriul naiubs or when the number is not 

kn.wnL. LdoiAslys a serial number offers a more 

pVssitive uaa of idanttiation. lien an unnumbered 

article contains a monoram tor the initialt of the 

oveuro it tuco, is subjeut to Pare positive identifi­

cation, 

A irot4tyd*4Gentirication intk s uvie 

according to the means by which troaprty tay be 

Identif~iC CLncraly, such arnintcz ucnistn of two 
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sections* nmbered andaunnumbered. in tha numbered 

seation all property bearing an identiflable number 

is indexc& according ta the last onek twoo or three 

digits of the number, depending upon the size of the 

f4Le;.- In 	the unnumbeted section. rroperty not Atinti­

flable by 	a csrial nmmber nay b inaccd according to 

the descriition of the article. 

3. TMwberS Sectica 

- Numberez propertywout4 be indexed by a tbree-digit 

file containing guide cards numbered from 000 throtgh 

999. All numbered property may be indxed according 

to, the Lat tbroe digits of the nurmber without regard 

to th type~of 'article. Licenses, automobila motorB. 

watches fircarms. electric drills- sta. are inlexcd 

together according to the last tbriee digits of the 

serial wutzbera regardless of the itake or model of te 

article. 

the indt cards in each section are filed behin 

the guide cards corresponding to the last tbree digits 

at the AmIber. The index cards are filed behtiM cach 

guide card in nrnerical order according to the fourth 

anI fifth digitn from tb end, 

4. 	 Unnumbered Section 

Property not identifiable by a manufacturerla serial 
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number is indexed In the tunumbered neotion by descrip­

tion of the article and aucfh of tho amuecga of this 

section of the Index depends upon the accuracy and 

care with vwhich the property is io.exed, 

The main lassification, such as clothing, furni­

ture, footwear, jewelry, tools, etc*, should be indi­

cative of the general charatter of the article indexed. 

Material of which the various articles are composed1 

such as cloth, gold, leather, plastia, steel, etc., 

should be avoided as primary classification. 

within each gereral group, the list should be 

further xeduced by providing for specific types of 

articlet. or example, under the rain classification 

of t clothingr there shoult be subdivisions for "male' 

And within each ot these a break4own for the typo of 

articlee Under the heading "female*t guide cards may 

be rada for coats, dresseso skirts cuits # miscel­

noous, etc. s these subsections grow they may be 

broken down further accordin* to the materials color 

size, and style, 

The breakdowan by type of artico and the reference 

cards sould be in as great detail as possible for in 

this unnumbered section the search is made entirely 

according to the description of the property, and all 
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persons fiIng and searching tmust be thoroughly familiar 

with the Indexitg procedure. 

56 	 Description Oil Stolen Drpertyl, 

in order that the index may be ofr ishiun value to a 

deirtment it is essenatia that invoutigating officert 

obtain eomplete deaucriptons of property reported stolen 

the manufacturer's serial numwber abou1i be obtained in 

every instance it one is available.. If not known, the 

victim or owner may be eancQuraged to obtain the number 

to assist the 4epartment in identifying and rocovering 

the article. fl a watch has been xepaiwed, the jewelor tray 

have made a record of the watch moveenat ox the scratch 

nintber Vhich be .xworibed in the -caser Me jeteer froa -

whom the watch was purchased may have a record of the 

case and movement numbers. Xt a guavantee was regi­

tered with the manufacturer oC an article, the ener 

migbt obtain the number from that 4ource. 

Mlany law enforcement agenaie- through newspapers, 

radio ta)4c, and the like, Uwe encouraged: the publie 

to make a record of all their property which contains 

a nunber. or initials, and description of varianbezec 

property. Unnumbered property inust hu more fully des­

cribed than numbered property because the only means oA 

recovery is through the deacription.. Zia many qualifyitg 
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acjectives as wosible shtoul4 baeMSi desctbig. 

each art*I. A ring deseribed by a detective or bY 

the Complainant as 'one ladya mzediwn-sed diamond 

ringt doae not mean tnuch to the pe=aon who must tAdoW 

the articla. 

Artielesi containing a monogram or initials may be 

indexed accordny to the engrave4 or Imprinted letters. 

Major braouwns in alpiabtieat sequences may be pro­

vided for the lagt letter in the initial or nonogran. 

tuonograms, partiularly, should be crozs-zeference i 

with all letters due to the difticulty in many cases 

of determining the proper order of the lettOrs. 

G4 Peparina Tndor Cards 

At least ona Inex card will be prepared for eacb 

article reported loat or stolen, unlesw it is clear 

the article Is not Worth indexing. Separate index 

cards should be prepared A an article contains More 

than one idontityinq number. An example ot this iv 

found In a watch which contains a uovement number and 

a case uumber. Each would be Andexed. 

The corplete description shouldI be recorded on 

the index card to eliminate the need for a searcher 

to, check the investigative 'report tto obtain the complete 

description.­
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Whene'ver an article ia recoerMe, the corresponding 

ind1 caraa tay be rcmxovcd froi tha file and destroyed. 

=(e, u mtbeed zection should be cxamined at least 

onc each yoar to eliminate therefron knex cards re­

presentinr perishable items more than one year old. For 

exaiiple, a lady'a diamond bacolot would pxobatbly reclein 

indexed 4A the ile itdofinitoty or Atil rcaovered 

Wreas al kndzx card for a man's bbue overcoato sitr 

42, would probbiybe zemovc4 after tze cane is ona 

year old, winoe tha likolihooA of rccover an1 identi­

fication by that time is ratherremote. For tbis rason, 

the date ol! the offenso should bi xecordel on the index 

card in every inntance. 
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cRnmEr, nri&U SECTION EcoRDs. 

In tha proceering capyter we havwe itwnc7mj ru9thors tiO 

operationaz2 thu pzr tntntunre of srtin1im;d tn:itr:t 

In thisclhapter the syste'n for recordiin ths initinl complrint, 

the subsequent nvstiqation and the rrerration of a obso.xlo­

gical file of arrest records will be t;t forth together with 

a doaoription of th actual forms anrltheir keple t.nttion. 

The human mind Inses a canidqerable nYit of dtxAilu 

wlhn it tries to rccalt aventn -nmt cirumrntantn-i. rT thi­

reason and many othcre that have bWen prcvilvy sttte1 it 

is yery important that on aacurate written recor be nade 

inefdiately. Thu originl copy o! gt vreoxv, oftr n:acamr 

cempletion, xeview "nI aproval shoulti 1 iwiccdiatoly st .tt to 

the Criminal Rcords Ecatioan (Archivo) whre At till zorAvt 

a rmoizl wnmbcrs tbo 3x53 Anfel cards p rtkni; t the xeilcr 

placed in the central name indies am t"r record plicrti i. 

thn oApropriate file. Such nrocedure plron '11 rcaorstvgter 

vnified control. most of the information whih Imbtlc3 t>n UC3 

to find a crimiial would The usoless If nt uifTormuly rtQ, 

recorded, and integratd 4ntc a system oZ rnoards. Taforuatiua 

gathercd in Investigations therefor, rvat Th poptly rced: 

ndextd rnf file as part of tlo critiplot otxA which fnei­

litatc trther invstigation. 
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The cortlaint anti investigative record is the he"art of 

any police records system. It is aoncerned with recor4ing 

crimes and other Incidents reported to the p.lico anCI is uwcas1 

for controlling investigation through the filing of additional 

roports. It in the basis for an analysis of offenses and the 

methods by which they are eommitted. The systemu in necessary 

to assure natisfactozy dispositioa of each *ase. 

An incident callin7 for police action Is reported usually 

by tolophone: the assential tfacts are briefly xecorded, anrI the 

policewen are dispatched to the scene. Tho investigating of­

fieers record all utfomation concerning the incident and the 

results of their UAvkstigationa in their notebooks4 Before 

the cad of their tour of duty, they prepara the Complaint 

and OffVenue neport tumnazitmng all of the tacts of the catse, 

Any reports of crimon that ray come to the direct attcntion 

of polica officers, wItather they be on dty in the streets# In 

raCiIQs patrol carus in central EQS headquarters or substatinru 

or while off-duty, should cto referred promptly to the nearst 

NOs headqartersa Probably the majority of complaints will be 

comparatively ninor in naturer however, tegardless of the gra­

vtt or apparcnt trivil n-Atura of a particular complaint, chde 

one is Imoortant and of personal concern to the complainant 

(Querellante) ani therefore should b Japortant to each 



official of the lGS 

Ufficient police work is important both to the7 citizens 

of r1 Salvqdor and to the Minister of Dntefene, 'who supervises 

the activities of nost police operations within- the Republio. 

Therefore, police action should be represented by adequate 

recorda of complainta received and action taken. ULX UGS 

edhelonu are accountable for the action taken o~r the investiga­

tion conducted on each crrn referred to them. As administrative 

control over complaint stould be promptly established, a 

rmanent written record must bo prepared pt th tim the 

complatt is received* 

Internal Anelicatiom -

All complaint saould be received and recorded by a police 

official of the EGS who is resnonsiblo to the executive bead of 

-the -NOG Region, who I. turn, is responsible only to the Com­

mander of the NGS The matter should be promptly relayed to 

the ttit that will be responsible for takixgtho required 

police action. This action will then be recorded in detail 

on the combined form Cemplaint and Oftense Report" by the 

officer who conducts the pzeliminary investigation into the 

complaint. 

raoc of the 5 NIGS I-egions of the Republic of El Walva4or 

should be included in the reporting system A-, desctibed thereafter* 
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thus, crimes that occur and are investigated by NGS police 

peornnel entirely within one NGS Region. should be recorded in 

duplicate by the headquarters of that region, Por example, a 

robbery that may occur in Chinameca a suburban town of San 

Miguel in the 5th NGU Region, should be investigated by MSG 

personnel of that region. tho 4etails ahould be recorded on the 

Complaint and Offense Report in 'duplicate at the headquarters in 

San Miguel. If an arrest and confinement is requested, that 

act4on should be recorded on tbe Arrest Record (5xW card) also 

in duplicate. Who original of each oxrm or record should be 

forwarded to the Criminal ?iles Section of IOS Headquarters t 

San Salvador for Immediate inclusion in their files. If a simile 

crime ahould occur witbin the jurisdiction of the NGS Ieadqaurters 

in San Salvador that action should be recorded in exactly the 

same manner and the forms and records torvardcd immediately by 

the Shift Commaznder to the Criminal Filea Ukstiou. 



A. Thzsriptioa mra' 1ApTIatiou
 

all coS~lit tn l1 iknto tLm catc. Jcaj C:?t±MCiE$' &tz 

Ions-, tir t, (mfctrito of rXrikVAxt oaz inirry tn ,prwN.u 

oinvild bfilwAtnicctun'l Lretfra ot2 tCo±~ 

tiyatiay officc rnL! the suhzoisuioa of the or$snlaint vu 

ikncu Iport (CUAI).A copy of tho tQ14 &allouf tbis p 

nal is 1imutedt n Ed 0te. 

Ak~in~~tjtia o~ficmw aularc tlt $vct,& 

tiVo nVoyX tnf a ft , oriw A vui-l c-axTwil eoyj o th ',VJat 

With conien- OE thu COP. will thc~n be rviared for Suffivcncy 

1qr tln tldt el&'ef nt/or tht f-hift xs~iiauervAiti i 

IW~etv s n-'-iroal ant' 0F-,iton1 of tW- utttr. I7niay 

etttc*l van I"I Qiosza A wit tht!' ilfrioa pg tho prolt, dnlaxg 

rq~arth k1 tivhu ~7n tltcri is MY Curtir $nvc3tigat:sna 

toubacotab 3.Mr thin iv the cruoc. t2i1Stif t Uuj~:r-nAc 

or tMift (Thif woill $ntiicato his diuprsruiti'on ant1I 'will tX4C I 

$nndtin- oakIjiA Cej g Of t01c4 (103A t1 ti e fIM riil 

1?41e mcctimn for thm-iv prVTZpt inltnai'a in the eontra 

naize Wuivs zmdt tho prepafltiixi of Via aramtral inventiga-

Ctne setica, of nudbefjra for filncr all u-aterial pvtt­

ncnt to tZ a ingw!ntigatioa uhttala Ln- irieJ. It iukai 

2 



FOR THE SPANISH VERSIONpR 

FORMILARIO DE QUEJA E INFRACCION 
Guardia Nacional de El Salvador 

acter de la 
.nfracci6n Queja NO. 

Querellante Tel6fono 

Domiciho 

Investigador: _ 

Fecha y '.rae en que se 
comrne ia iracc i6n 

Pois 

Lugar (donde ocsrri6) 

Otras personas que intervmieor. 

Domicile Pais 

Informe recibido per el a las horos 

Detalles de Io mfraccib& :Exponer todos ',s circurslancnas) 

Foto 

Esta infrocci6n es declaroda; 

firmodo 
oficial agenre o detective 

fecho 

firmado 
comandente 

fecha 

0 Infundoda Exhibit "IC 
C 

] 
Aclarada con arresto 

Excepcionalmente qclarada PREPARED FOR THE SPANISH VERSION 

o Inoctivo (No Aclorado) 



RECUPERADAPROPIEDAD ROBADA Confidad Valor ADA 
(describir) Estimado Fcha Valor 

Total: Total: 

Propietario 
Recuperado por: 

firmado en propieded fecha 

DESCRIPCION DE SOSPECHOSOS 0 PERSONAS BUSCADAS 

NUMERO I NUMERO 2 

Nombre 

Domicilio 

Raza 

Sexo y edad 

Altura y peso 
Color CObello 
Color o0os 

Cutiz.barba 

Vestimenta-Marco 

Ocupocidn 

Nacionalidad 
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for atmplicity and provides a sirTple chronological xecord 

of activities. 014 records nay be removed withouit disturbing 

the system and a11 cIrrent ilaO are in one place. A stra$jht 

numerical nyatem modified for use by all ccholons of the 

NGS is highly xecommended and an explanation of its uG 

application folices. 

A bask 5 41it nmbering system sbould be installed 

which will function vexy smoothly and is easily appliedo 

Each of the 5 NGlS zegionw ahould be issued a block of 1,000 

numbers from which they can consecutively number each 

Complaint and Offense Report (COR) that ix prepared for each 

separate investigatiOn. The first number will always re­

present the NOS region nd the next four numbers xeprcscnt' 

the nzmeral acquence of investigations as each case is 

opened by an 403 fegion. For example, the 26th investiga­

tion initiated by the 5th NGS Region in San Miguel, that will 

toquir4.t the preparation of: a COP, will ba numbered 50026. 

Another example would be the 536th COR prepared by the 2nd 

AGO Region at Santa Ana and should be xniiumbered as 20536 

the numbers abould be assigned by each rogion as followx 

1 to 1000 a~sgned the let Region, San Salvador- 10001
 
I to 1000 202 I* Santa Ana - 20001
 
1 to 1000 assited * 3rd a Cojutepeque - 30001
 
1 to 1000 - 4th ' ?acatecolca- 40001
 
1 to 1000 f I a 5th " San Miguel - 50001
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ITGS Headquarterx should Issue the second thousanl 

series of nwabcra to a fGS region only if that Region has 

entirely usCd nusbers I through 0T. This process of $sauing 

ntibers shouid b coatrollea by VGS hCeaWqurtera ani -canba 

continued in'bfinitely wtthout starting a new series each 

year. At the tima the maximum number possible. 9999, 1o 

used in any one regions the entire process can be repeated 

by vsing the prcfix "AW before the five digit nwtiber, 

eubseqCuently PXP,etc. 

A control record for the COR numbers should be estab­

lished in each of the five NGS regions. As each number In 

issuel in numerical sequences the number, datet svbject'a 

name anw the offcnse abould be listctd on a one-line entry. 

This procedure can easily be maintained in an inexpensive 

logbook or loose-leaf binder as fltows: 

30019 
30020 
30021 

7/266 
7/26/36 
7/6/Es 

Lope-Romero, Miguel 
Rodriguez-Santo, Joa& 
Garaia-Medina, Antonio 

Robo 
Varto 
Ulstafa 

Co riling the CGXR and Relatcd Material 

The Crzminal Piles Section should enter The same 

number, as received on a COlt from any of the five GS 

regions, directly onto the file guida-strip of a manila 

file folder. thereafter all material of a documentary 

nature wlich ban a bearing on the investigation should be 

placed within the same file folder. This refers to such 
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material as signa statementnt Suplcoantazy Offense 

Reporttr photographs of subject, crimu sconear corresponence3 

telegramt, ctc. On this manner the UGS will haveacroplete 

cbronological file on eadh Orihe conmitted and investilqation 

conUcLted. 12 It happen that several tnvestigations 

utilizing consecutive numbers and consisting only of COns of 

minor incidents occur, these may all be filed consecutively 

together within one file folder. This toaer in turn should 

be adequately marked to denote its contenta for example, 

10075 - 1OO90, 

All investigative file which represent crimes that 

have occured entirely within one as Region and are denoted 

by the numerical acquence of iumbera an issucd to that RWgion, 

should be filed together. This can easily be acomplished 

in a 5 draver filing cabinet by .devoting one drawer to 

those numbers assiqnc to one of the fire rIUS Regions. MTus 

the top dravor could Include 10001 - 1993) de-noting those 

invemtigations occrTh in th ran r wtr NGS Region. ctc. 

Sufficient carc ahoulf always t,o takia to casure that 

some document is always in the inve ntigat-Zie file cabinet 

that will vcrount for enery nutfr ausiuad to a COR and its 

investig-4tive filr. There n'ovr shmoldt tbD a filis aui.mer 

missing froi"te flo cabint. 12 an is tigative £ile in 



removed from the cabinet, and only by an official authorized 

by the UGs Cfmmanders an appropriate acharge-out should be 

made. The simplest method involves a charge-out slip which 

should be a bit taller than the file foldezs in the file 

and should be of bright distinctive color. When aniXves­

tigative file is charged out to an authorized person, the 

name of the officer to vtom the file in fLunished, the 

name of the subject of the Investdgation, The date the file 

was charged out and the file number should be recorded on 

the "charge-out slip". This slip should extend above the 

file folders anr a glance at a file drawer will Indicate 

that files are maaing. 
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Suprilementar, Offense Reaort 

most casea wiln be closed with the submission ot the COR 

When there is no further investigatiun .ogically to ben 

It an invatIgAtio iv left in a pending status site a prt­

liminary report ia submittede a supplementary offense xe0port 

abould be submitteI at defiite stated perioda until the cset is 

closed. ?or examles a aupplementary reportrsy be requitx4 

3-5 days after the prwliinary inventiqatinn $a reported and 

weekly thereafter. 

A suplemtentary reort should be mad" out by any Lt*3 peson­

net vbo gains informationi bearing on theanvestigation after t1 

COR -as been iileg. hts, wnle the majority of the supplerentary 

offense reporta wilt be nade by the investigating NGS personnel 

assigned to the Aavastigatton, some nmy be made by other 00G5 

personnel. Am an cxangle, an W43S patrol during their tour of 

duty, recovers some of the stolen property liated in a burglary 

case, or be learns from en informant that a recent robbery was 

cQmmittet by a certain person. This Information should be 

recorded on The supplementary offense report Zorm in duplicate 

and the original inc3ately sent to the Criminal Records section 

for inclusion In the investigative file iu tbis mantter. 2% one 

of the eriminatr involved is arrestedfor a crinain which 

there has been submitted a preliminary CoRe the arresting police 
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officer,is responsible for the preparation of a supplemental 

report', listing all the circumstances o the arrest* 

.The supplemepttry report will be given exatly the same 

number as assigned to the original complaint, and Offense Report 

and each succeeding report will also bear the same nAumber Until 

the investigation is closed rollowing is set forth a model of 

the supplementary Qffense keport recommended for use by the 

NGS and listed as flxhibit "Da. 
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Arrest Rcocrd 

As all five flS Regions have detention ctnabilitieu with 

temporary confAn*:r rnt frotlities availablr within the regional 

beadquartersn there irturally must be a record of each arrcat 

made by thei B pnvravonanl. 

t tngitrly tnoumratn this discusiom As a copy of the 

trrtt rcorrA, T:'AMT: 'hi Antended for use b1ythe RGS anw 

;p d 11 uj:trat- in rrw one Whee tn rectst has boen 

rzty ; 0rc partor 1. Tin nrr wvin'A&n f o rc3ording the 

GencristiveI data 1 airciastances surrounxdinq the arrest cn 

Ul&o tr:nt. vith j~t ft of prisoners property and the reciit 

therfort to bo listel on the bacik. Safficint space is also 

ava'lAble on the re'varan oice of the arrat R.ecord for re­

cording the plain 0rgrpd:nthercssions of the right band 

£om both copies if evch is desired by the NCS Commander. 

A cbronological file of arratst records Is readitly adapted 

to tatistical tratment, ±. e., the arrestn for a month axe 

available for analysis an to esq sex. rene, and the like anJ, 

at the some tifre#a'narrxet record of a rarion van be pror tly 

locatd through the elphabetical index. Then, too* as the file 

of cre treetts qxr, the older ones can be remvetfr 

ntarrge vCZ7 eai' - arrczt r=cords 01otv be :ik2i A 

&trict nuerical. ArC r L:yiming with 1 Ln7. rontiuinj 



on in-3ofinitely. Each 25 Arreat Reports aboutLd be separaed 

by a guide card tbat lists the 25 numbers top esonting the filed 

Arrest Reports between guide cards, such an 150-175* Thus the 

numerical sequence willbe the ame for all NGS ?egions <arn 

can In nvmborcd by och region as followss 

nGs Aeqion #1, San Salvador 150-175 A
 
NOS Region 2, Santa Ana 150-175 3
 
NlGS W~±oa W. Cojutepeque 150-175 0
 
ItGS RegIcn C4, 2zcaqtco1uca 150-175 D
 
NGS Region 45, San Miguel 150-175 V
 

Th0 original should ba forwarded to tho Crimtnunl -ReccorQ0 scction 

-atXGS lreadquarteve for inelusion in their central arrest 

rcoordu file. 

It must bt caihan±ised that the arrest record is incompletn 

until the final disposition is recordoA thereonv The outcome 

o* any trial should havn some baring on the administration of 

the NGS and in some cases will reflect on the adequaey of the 

investigation* Thvs arrangements maust be nado to obtain tha 

final disposition for recording on the-oriqinal arrestrecord 

in each instano. 



PREPARED FOR THE SPANISH VERSION
Apollie- jar Nombre - 2do. Nombre Apodos No de ArrestApodoo 

No RA AbOisL 0. 
Direceik Residencial Sonp Roza Edod Alturo Peoso Cob. Ojos 

Oficio Tot Pocho y Lugar do Nocimiento Nocionalidd 

Acusoclon/Violaci&n Logor do Arresto Arresto-Horoy Focho Arresto becho per 

No de idont./Fote Profesiln Numoro de la Denunc- Reportes Hecho per 

Jge rndo Disposscion Focho del Folio Nombre del Jour 

Brave mente -C irconstanc ies bajo los cookas so hize el arrest,! 

Xxhibit HEl 
PREPARED FCR THE SPANISH VHRSIONRE14TP.0T DE ARRESTC. - GUARDIA NACIONAL DE EL SALVADOR 
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