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This comprehensive study was, accomplished with these goals ai the 

objective: 

1. To present eadh division, except for Internal Security, of the DENr 

structure that maintains records, files, or indices In its current oper4tIng 

condition. 

2. To present a:broad overall recommended procedure for the Improved 

operation of each DENO echelon concerning proper records and indices 

maintenance. 

3. To recommend prompt specific action that can be taken to resolve 

any current deficiencies, or to assist in the resolution of any over-riding 

problem area that iswithin their current operating capability. 

Thus the study of each DENI division will, for clarity, immediately
 

contain its individual.Analysis, Recomniended Procedure, and Recommended 2. 

Specific Action to approach the goal of a functional centralized records

sys tem. 
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SRODCTIOM 

The National Deparbrent of investigations (DENA) can be I Ikened 

to a large city Detective Division with strength of 241 man. - it has, with 

the exception of an Internal Security function, similar dress, duties, 

responsibilities and arrest powers. IWhereas a detective division Is res

ponsible to the Chief of Polices the 243 DENI detectives are responsible 

through their Director tector Veidos Jr., to the Ilinster of the Presidencla, 

Alfredo Ramirez, to In turn Is responsible to the President of Pefnam, 

Marco A. Rabies. 

By far the largest contingent of DENS personnal Is located at 

DENA headquarters in the capital, PoREaD City, with a strength of 194 wne. 

The balance of 47 mn are located in seven detachint aras with ti next 

largest contingent of 19 acn at the nation's second city of Colon. The 

other personnal are stationed at ovid, Santiago, Chitroo Becas del Toro, 

Paso do Canoe (Costa Rican frontier) and at Frto Armuelles, all of tich 

are Mest of the Colon*anama City line. 

DENI has as traffic division, nor do It investigate automobile 

accidents. both of hich are solely within the province of the Guardia 

facional. DEOM does, hoesvor, maiatai a radio patret capability with 

eight of its 18 atnymous cars presently cquippsd for l= froquwncy rccotving 

and treanissios. They are currently calataing a inkrui of thrco radio 

cars on sector potol. Ulth ten new sedcas to be dallvorcd by AID Fablic 

Safety during Octceroucthor 13S5 thoy latend to Iacrease thsIr sector 

patrol to a mitnica of Viva redlo cars at all hars, 
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ADMINISTRATIVE MANAGMEENT DIVISION 

Analyvsis 

The Chief of the Adndhistrative Section is respnsible for the: 

a. 	 Recoipt of IncomIng Meil and tha preparation of estgoing Mall. 

b. 	 Routing of inconhg correspondence uithin DENS. 

c. 	 Rainteaace of the evidence logs and correspondesce sharato. 

d. 	 Recoljps action and follow-up concerning the Request for Arrest or 

Summons (Solicitud do Capture a CItacion) (SC) as prepared by 

The Diractor's secretaryo for action on receipt of on arrest or 

smmons lsszd by competent authority (mayors 0 Judges, etc.). 

2. 	 Ti Adalnstrative mnagement Division maiataIns 3 file cabinets 

of records portaining to: 

a. 	 Correspondencoconcoraning arrests. (Fanume) 

b. 	 Incoming telegrams and the replles thereto. (Pascue) 

c. 	 Correspondenc with foreign governments and companios. 

d. 	 Copies of thW SCCs with the 001 Action letter. 

3. Card Index Fies (3 x 5) 

A separate set of card index cords (appVox. 1,500 In thin "action 

completes' section and 500 in "action pSsndlag) Is calntablad by 

Col. Valdes' secretary. 

0 This inden system Is related only to t1 (d) abcefn:J the requosts 

for arrests esd citations0 subpeaas or suamamoss. As those 

reqaests by letter, cMnating frm echalons of the judicial 

systca, ayos, or otkar authority are directcd to tha Chicf of 

DENI, the hcMlig Of those reqtosts Is caosidrcd en cutive 

function and e-instorCd sololy by th3 Secretariat. 
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b. 	 This card file is utlIzed only as a Suspense and Completed 

Action fIle and only for the use of the Sesroterlat. On receipt 

of an arrest letter the Index card is prepared in dupl icate under 

the name of Sdbjest and pertinent reference data from the letter. 

The original Is kept In a suspense card file until the required 

action has basn capletcd. A duplicate card is scnt to the 

Judicial Section. Tto copies of the SCC are forwarded to the 

Action Unit of the Judicial Section for Inestigative action. 

c. 	 on recolpt of ths SCCs, the Action Unit propares a similar 3,x 5 

card for their suspense file. The necessary apprehension or 

summtons Is then requested and then the Investigation Is completed, 

a Report of Investigation (RI) Is prepared in four copies and

the Action Unit forwards the first three copies to the Szcrotarlat 

along with their completion of the SCC, The ponding 3 x 5 card 

is than changed to Inactive sith the details noted thereon, after 

retaining and filing the fourth copy of the RI. 

d. 	 The Diroctor's Secretary, on reselpt of the completcd SCC and 

the three coples of the RI from the Action Unit of the Judicial 

Section, then prepares a letter, to the requesting gancias denoting 

DENI action taken and oncloses the original RI. Tas portincat final 

detals of the matter are then angered on a sspznso 3 x 5 card and 

the card Is than transferred to the Closcd File Th cccond and 

third Ris are sent to the Criminal Records Section for filing. 

A rvics should ba mnedo of trs corrspondcmas and tolgre fl les 

that only concern arrests to dotormina If the sc=s material tas bzen sent to 

Central Crtmintl Rccords for Inclusion to the prorpr c0zo filO. Ary esavumnto 
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corrospondence or othoruAo partainin9 to et lnvotilgiva caso on fnte 

should rcsolvo tha ocra file maer ord bo flied aith the coo. 

Any -all co-alcg to the department fm enothor cency or from 

private cltlzcns or copenals thich requast on Invstigatia be conducted 

leading to th3 arrest of an individeal, the recovery of proparty or similar 

activity should ho snde the subject of a Complaint ftopre and assigned a 

f ile number. Copies of correspondence addressed to parsons or agencies 

outside the Department should be filed with the caso to which they concern. 

Santfic Action to ha Taken 

1. The preparation and retention of index cards by the Action 

Unit of the Judicial Section, as a permanent file, duplicates the oams 

effort of the Secretariat. It has no benef it to DENS as long as the necessary 

information is roedily available within the Secretariat. 

2. The retention of the fourth copy of the RI by the Action Unit 

is duplicative and unnecessary, when the sema Information Is pamanantly 

filed within the Criminal Records Files. 

3. The sending of the second copy of the 3 x 5 lnden Card by the 

Dircctor 0 s Secretary to the Justicla Section Is of little value iAen campared 

to the loss of this Infomation to the Central ftace Indices. The original 

3 x 5 Index card which sets forth the pearlacna descriptive Information 

concerning Subjoct, should be prepared and sent by the Secretariat Imedietely 

to Central Indices for prompt Insertion in the Central wa index files. 

The Director's Secretary should retain the duplicate 3 x $ card she prepares 

for her Suspense File, and if the file is necessary for control purposes, 

4, Review the correspondence fti los that concern arrests to 

determine If the Information has been sent to Central Criminal Records for 

Inclusion In the proper case fIle. If not, the correspondence should be 

transferred and inserted Into the case file. 

3 



COMPLAINT AN INUESTIGATIONS DIVISION 

AIVs 

1. As DENI Itself Is on3 large group composed entirely of plai-r 

clothed investigative persomel perhaps the best way to doscribo this 

Divisln is to say that this Oivision's personnel, ultth three exceptions, are 

te Investigative body chargad with the cotual conduct of an Investigation 

based on receipt of a complaint direct to OEN1. The three exceptions are: 

a. 	 The Homicide Section - This section conducts all investigations 

of any hiemcido. 

b. 	 The Bed Check and Fraud Scotlen - This section conducts all Inves

tigations concerning bad checks, fraud and erbozleszmt. 

c0. Thz narcotics Section - This section Conducts ail narcotics 

Investigations and also perforns renny of the BENI epprehanslans 

(ccpturas). 

2. The Coplaen c investigative Division Is composd of threa shifts 

(turnos) of eight hours duration and each averaging fourteen assigned detective 

parsonnel headed by a C1Iof Inspector. Each of the three Chief laspectors is 

responsible to the Chief of Personnel whe in turn Is responsible to the Director. 

The Identical oale of author$ty Is oco applicable to th Chlof of the threa 

soparate sections lasted chove; the foaelda, tha Bd Check8 ad the iMemotics 

Sectons. 

Complts (Qujes) 

Each Chof sInspector has two datectivos pncantly asigned to 

the Complaint dosk (Ofictal do Guardia) which actu3Ily Is a misnMae as 

they are cqually rcicpttentats. Thair larg dusk Is plcccd at the main 

entrence cnd to tk3 first bnrricado to catcance Into t.: DEM butding. They 

are the first datctiva preac ,at to discUas a ceclatnt tisl tia pulc both 
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telephonically and In person. They also control further entrance Into DENI;
 

advise visitors to proper office locatteis; and telephonically advIse DENI
 

offices of the callerss identity and to what office they have directed him.
 

They do not control radIe eovwats or comications with DES vehicles.
 

They do not maintain any typo of a Complaint Report or Record. They do,
 

honavor, secure encuth Information telephonically or verbally to dotermine What
 

acholon of DENI should properly htdlo the matter and promptly refer the caller
 

to the proper section I.e. Chief inspector, Homiclde, Bad Checks, etc.
 

The Oficial do Guardia does rientain a Daily Log In his typswriter 

In an original and three copies. This logL Gets as the original record of 

complaints received, In addition to the bare facts of the complaint, Is shown 

which DENO Sectic has token investIgative action, the data and hour. At no 

time is the partinent crim or personal data Inforntiona -n'do knun to the 

Central Nem Indices, 

4. Investigations 

an rceipt of the complaint laforestlon, the Chief inspector assigns 

a dotective, car and fingerprint man fro 'the identification Branch to conduct 

the Initial invstigatia. At this tica ti Comipleant -is voquasted to enter 

a sorn forcel Complaint (Demncla) at DENI headquarterso The Donuncle, 

propored in six cpiesa Is the second doct:nt to be proprcd in t course of 

handling the cOMplaInt; the first beiag the entry In the Daily Log Book, When 

the Investigation is nearing completion and th partirzat statcrnts securedo 

1.e. the Statcment of Utnoss (declaracon) or the StatcMs t of Suspect 

(Indagatorla) or both, prcpared In five copies; a Report of Investigation (RI) 

Is then propared In four copies Wken the Investigation to closetd, th RI and 

its partInent docuZatory OttachwmtS are then fonnrdzd to tlzh Secrotariat 

for proper fortzrding - as act forth In a Mainistrativa Scation of this 

Study. 
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At -no tion during the Complaint or Investigative phasoe of a 

. case Is: 

a. 	 A newa Index card prepared. 

b. 	 Partiaaat complaint. or p3rsonal lnformation oncerning the 

Crime, the Suspect. Witnesses0 etc. ever sent to the Central m=a 

indices. 

c. 	 A Complaint Ferm prepared (quoja). 

d. 	 Indening of the Daily Log, Denamcla, or the Report of Investigation 

accomplisked for the information of ths Central Me Indices, 

It Is thus cmre easily apparent as to ty the necossary Infontion for 

Insertion of indea cards -Into the Central Name Index does not rcach the. 

Central Meas Idices untOl much tima hs .elapsdd - usually not unt.l fthcase 

has been heard In the courts0 sentence -likposed, and the reports thercof foro 

at warded to DEII by the cotsts. 

1. Definitio and Managerent Cotdtrol 

The 800 "taolainti" (Quojo) -as used la this study should ngt be 

confused with t fonmale swri-to under esth, Complaint (ftnsfAne) vttch 

normally is the bests ib the authority.to r.he n anrrost (CAptura), and ich 

under Panennica RntsaIst bcsrez docsmentary evidMcO at te atme df a coart 

trial. For the purpco of this study, ta Anolysis and the Rcao ndations 

for records r=ategont w.aploylayovcmnt only cocorn any j~oa tant or 

report rcusived by D2iW frm a private sitOen that a Gartain cunditiGn cnsts 

which requiros I~astigativo ection. Investigativa wovk Is vary important 

to the finistry of th3 Pealdzleto cad to thn pubtle crA on e3b should be 

represcated by ed:z4cto records of complaints recolved and Invastigative action 

taen. To assuro th OIrctor of OIl tat proper ctntidstfticta control over 
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complaints will be esteblished it should be insisted that a pernlent written 

record be made of each complaint and that this record be accomplished a 

,@g the complaint to resolved. 

2. The Contral Complaint Room 

Any reports of crImms which way came to the direct attention of 

police officers, tbsther they be on duty in the streats, other public plbces, 

In district stations or headquarters off igcs, or dhtle they are off duty 

should be veferred prcptly to the Central CorspiInt Room. 

All complolnts should be received and recorded briefly by a complaint 

officer who Is responsiblek to the executive haId of the dopartcmnt, The 

matter would be promptly relayed to the line units responsible for taking the 

Indicated police action, but the record already Initiated by the complaint 

officer would be used as a basis for follomrp for an appropriate report, 

This procedure is basic Mad vastly superior to any orragement 

whereby the recod Is ot only after c off lor has =tdo a pretiminary 

Investigation Into the couplaint. In fact, Under this letter procedure the 

completoness of the records Will inevitchly deteriorate to tke point whOre 

the Information ract avilablo from them is utterly misicading cand practically 

valualess to th cdinistrator. 

The cntral caplalnt rMi prc-ctlure Scrollv opratos to the bast 

satlsfaction of the ptbli, rore Is Cn esMaple of chat Ma1 haeppn under 

decentralfSed Optlaint recording practices. A complainent after giving part 

of his story to a switchboard operator or to the Officor of the Guard (OfIcial 

de Guardia) nay be transferred to the Comon Crimas Scotton (Delites Conmnes). 

At that point a dotectlve may ftc the caso Is reAly eso for the burgiory 

sootion cad the cCpltoIcnu y be trasforred epin. 

The OEN0tDtrctor can have reosobly caploto cbinistrativa control 

If all tolcphot3 c-llints cuto ticolly go to a styile ccatnt desk and 
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FORMULAfbIc L QUEJAS I 
DEPARTAMENTu 

NACIONAL DE INVESTIGACIONES Car6cterde a 

nfroccidn Denuncia No. 

Querellante Teldfone 

Domicilio pai; 
Focho y hora on que so 

investigador. cometid la infraccidn 

Lugar (donde ocurri6) 

Otras personbs que intervinieron 

Domicilio - Pais 

informe recibido par: e I a las hores 

Detalles de lo infracci6n (Exponer todas las circunstancios) 

Esta infracci6n es declarada: ' 

firmado fecha 
oficial agente a detective 

firmado focha 
cornandonte 

0 Infundada
 
0 Aclarado con arresto
 
o Excepcionalmente aciorada 

.0 Inoactive (No Aclarada) 



- --- .-. 

PROPIEDAD ROBADA CantidedPRAD 

0 

Total: 

Propietauio 

ft~cpar4 ~firmado ani proplodod 

DESCRIPCIO4 DE SO$PECHOSO 0 PIR$OAS BUSCADAS 

NUMERO 1 NUMERO 

Total: 

fecha 

2 

0 

Sexo edad 

Color ooas 

Cutiz-bmrbo 

Vestjmentg..Marca 

Ocupoc idn 

Nocionalidad 

____________________ 

____________________ 

____________________ 

___________________ 

___________________ 

________________ 

____________ 

________________ 

___________________ 

________ 

____ 

____ 



all complaiats recolved olsovore in the dapartemt are promptly fumished 

to this point, If a private citizen telephonos headquwtars and asks to 

converso with some spostfled officer and thereafter proceeds to vport the 

co=ission of a crire to bim ha wauld naturally be the off lor to make the 

Initial report of the complaiat, but the rule should be clear that tha Indi

vidual first rcoiving ti eomplaIat MsSt furaish the aformatlon without 

delay to the ofl Iat do amndIa, Complaiat Officer, or Central Complaint 

Ro=n, to be hasdlcd persEont to depart=Ratol regulatics, 

3. Complaint Officors 

Th3 central recording of complaints Isa function closely allied to 

coannications. More oa1 or rare officers rmy be designated as complaint 

officers. Thoir duties are to receive telephone complaints tAtch comprise the 

vast morlty. The positin of coplaint officer Is an all-inportant link In 

the administrative achinery of the department. It Isthe dopartmnt's repre* 

sentativo recolving cozplaints from the public, It Is his job to talk to the 

public and to discuss tha1r problems with thz. An officer assigned to this 

duty should be o= fath eperience end on extraordinarycnount of tact and 

diplomscy. Io should be tall varsed as ee and ta should also have sufffI 

glant exp3rileae cd sound judgmZent to enable hIa to decide th) proper action 

to be taken in CZ2Pcenclosq 

4, ComplaInt feport Forn 

The form weed to record complaints than they a resolved should 

provida for certain basic fenturos. it shimd provide for recording the loca

tein and the nature of ti nsldonts the am of the complaannt. dato end eme 

the repot was solvcd4 Md In brfofa coy Informtlea sc~lh wllt old In the 

Intelligont dispatcblng of officcrs to tre sec'ta. 

Follwag3 is a 40hlnngon comploint C7 (Z=3701 offezo report and 

would to uscd to ='fho t Initial re r Ma3 nc aint End also to 
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later report the action taken by the invastigating officer. The investiga

ting officer's report, in serious matters, should be recorded on a separate 

Investigative report for0. 

The recording of each complaint on a complaint report fona sets up 

the administrative control over requests for DENS service. Ecob complaint 

received may be Identified with a coplaint or case number assignod In coasoc 

cutive order. A cudterday mcchlaa may be used for this pu7pose. Complaint 

forms may be prepared in dup? cote so the carbn copies myr be frlskd the 

officer assigned to hadlo the matter. Additiont copios my be prepred If 

wced is felt for more than oe. A complaint report for recording each complaint 

should be filed In stralht nmarleal order. Guide cards my be placed 

betta each 25 or 50 corlefa1nt reports. The guides hold the vcports upright 

to the file and allI a rort to be ciated with a MInitM of offort. 4t 

is Important to caphosise that the original complaint report never leaves 

the record room and In this anor headquarters control over ccch conmpaint 

Is assured. 

Th complaint rqort In cases Involving felonies5 serious MaIdow' 

meanors. or the loss, thift, or dostruction of property, or Injury to persone; 

should be folleed up With a dotailed, lavestigative report. Tha original 

complaint report not only identifles tin case but also fdCCIItas ti 

folleilup on tcsh Serious cica. 

5. Indodc9 the> Cplaint Reonrt 

fto icdn cord cheldd bo =eda for cch co-plotat that portalas to 

a felony, a saricus aisdsmvwenor 0 or involves the loss, thoft, or destruction 

of proparty or faiJey to tin prso. This iloz cord atsold ba filcd In the 

Ccntral ta Iicas by el saz of tin Comlaninntit. 1'= a? suspEct or 

tnntcd parsons, victic3 Ce tteoscos thould also be Ict= ed cid Gro3s 

reforaCC to ib ratc? 1 C-30ad Ct to the CcZ laint f:89t ftzr. 
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Itaecaitndcd Id~ato Srclftc Action 

. Untit such tim= as the Central Complaint Room rcanned by 

special Ist Complant Officers is approved and set in operaticn, tho -duties 

and responsiblltiels of the ao Man Oficial de Guardia who prosently act, as 

both recaptiaIsts and receive coimlaints from the public, shedld be re

evaluated end redren, hmt parson responsible for ths proparation of the 

Dal ly Log should be sel-ly responsible for the receiving of corplaints both 

tolephonically ead verbally from alk-In citizens. The junior Oficial do 

vnirdla, If a dotective is deamed necessary for this purpose, can act excnd 

sively as the receptiomist and building guide. 

2. Fnding the approval and Installation of th3 ne Complaint Form. 

(Formalaro d Qujas) each Chief Inspoctor and the Section Chlorsof HamIcIdeo 

Bad Checkso and the tarcottcs Sctions should Install a temporary but expdient 

written rerd of each caplaInt to be accomplished a the coiIlst 

is rcsetved. 

. Inds cards coztainaIng the proper personal data should be 

fCodlately proparced onIthO receipt of amy complaint of a felony, serious 

cria lnvolMg the loss, teft or destrutloa of propaety or lnjrny to a 

prsea. This IAdoz card should be pmptly fonrarded end Inserted In the 

Contral It= ladices audr the Mnts of th ComplaInant. ftess of Susp=cts. 

VicticM, Wtesses, and Untcd Porcoas should also be Indoxed ad ftlcd In 

the Cntra ct-R=adicos 
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CRIMINAL RECORDS FILE SECTION 

Two persons, an 3avestigator and a female file clerk, minstain the 

dentral repository of criminal Investigative files, Dupticate Investigitive 

fil es are also mintained by the Chief Identiflcation Branch within a Subjectos 

identification folder, 

1. On resetpt of the seonod and third copies of the Report of Invest;

gation (RI) from the Secretariato, one copy Is retaled and the thitrd 

copy Is fortsaded to identifloaders, A blocc stamp Is placed in the 

Upper left-hamd corner of the ftI wbich contains the following Inform

tion: 

a. WTo Denuncla fNrharo or a DETI serial mber than no Oenumcia 

- I Numbor exlsts, 

b, 	 The Cesenclasification o DENI uses the proper nam of crime dither 

than a numerIst code I.e. Robbery, Assault, etc. 

c. The data of 'thie roquest for DEN action 

4.The ame of pason placing tly case Iii the file. 

2. Card tadox Pilb. 

The Sceao lkotalms appro:icatoiy 5000 eah 3 U S Bad= cards in 

tmea largs to coladhr, 8 t 1i drar' Vill apblats 0 ecszptdplvo. At 

the tim of requip-of the s kO fit tin scrntVet0 a 3 n S cd. .is 

preparcd cotahatDg. abIeOf ddScriptIon of Mk3 presszI datd coaa 

corates aO Stbject. tL.adiately undoirach this Inforatio (tt~6 

Itasa) Is placOd ttt Inforaton from thi rock otoe as In psragaph 

c5=o end thio i"forcotion is cerlat hist. oly CAsbsCqat Iawza 

tIgatIots s aratc3 iO tl)C't, to3 CZ't I0n3kMy1fatn fro th blo#k 

otc~zp is cntored fczdiOtoly e tr-th te? prc cus I3n2aleOtive 

eport 

it 
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3. Files 

The Crimirai Flies Section r~intatins the Reports of Investigations 

In 17 letter and togl-sized, steel file cablasts that are divided 

by Years and tie crime classifIcatica, by name. For example all 

robberies are flied together under "ROB0V and flled cosc2utIvely 

by date and bound by yearly, monthly, or sewi-ainthly groupings 

according to the frequency of occsrreace and/or the thtcanss of the 

Iavestigativo fileo 

on some cases th third copy of the RI that hd ben forwarded 

to identificatic is voturned. This occurs then Identification has 

no file, Index card, or fingerprint card concerning the Subject, 

in those cases As Criminal Piles Section destroys the third copy of 

'the RSI. 

RecomerdatIon 

In general the ladicos, records cad flies are contained in good 

order. They cro, hevar oetremely difficaltt o oxtract desired Information 

in that they are tigtly fastensd together In 3-4 Inch thick fites and are 

not seriallynumbwcd as a teMO, but awe fled priwrtfly by the DenCei 

Nucher t& Ich by Ifslft has no Csanal as a separate filing system. 

A sp:lal scles of akers for filiag Investigaive repwts shoId 

be established. Thas taos for sIopitcIty ad providas a slrplo ohronlo

giceal record of cotivities. The case files (my be nu2horcd consecutively 

with a separato series of cas3 nuenrs crosswriferenced nith comrplaine or 

Denuncla nimbers. This systm ay ba continued Indofinitely tithout starting 

a nts corlos at t cA of e-s par. 

Att documets portang to the smac offceo should be flicd wlth 

the origlnl case report atch will provlda a carpTota ctzhrological file on 
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each crime coralttcd and each Investigation camucted. Such files should 

contain material as slguSd statements, photographs of crkia scenosa supple* 

wantary reports, cowrspandecan telegramso etc. 

Investigative case files ay ba filed In file folders with approxi

mately 25 cases to oeth folder. To try and maintain a file folder for each 

case tould be very expznsIve and wuld ccnsumw a great emant of filIng. 

space. HoTver, If It to enticipated that many reports of Investigatlon 

and related domw nts suph as In hoamicies will be preparcd and filed as ce 

case, m fIle 'folder car be reserved for this pripose. 

only one offital filing system should be tmntained The practice 

of separate ilts within a department establishing sepmreto permant records 

should be discouragod as it creates duplication of effort and of rcords. 

Scatific Action to beTke 

1. The Cimlalt Records File Section should be coved to becoia 

an active echolcn of thn projected centralized indices Files and-Recomds 

Ovision. 

2.' A awborlc system for tfk fIlIng of allI awstigative reports 

should be Instalted to give a sple chronlw lcol record of activities. 

3. MS Indtt cards should be rarporated Into th3 Control 

flt ladex after a chect has beem atd for any duplication of Indox cords 

and, for carplotenass of Infoaatict thaerca. 

'i. fer flte folders are obtolndo the prescnt Irvoatigtiva 

case files should bo broen dera from their presont thickly bound conditicn 

to facilitate Insertion and ra=val of case flios. 
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ATOLENARPERW .1REs
 

1o The stolen property indices are maintained within the office of 

the Chief of Forsonnal. Bach index Is in the form of Donunslas (Formal 

Compoaints) bound ulthin a wanlle file-folder by a metal clasp or file 

fastener. No atteapt is made to extract any Information concerning stolen 

property fro the DoMMnnIS; thus, If detectives ever should review the 

stolen property file they todld have to read the narrative of each Ocnuncla 

Mltal file folders are devoted to five distinct categories of 

stolen articles: 

(a) Pistols-, revolvers, rifles and shotguns 

(b) Automobiles and motor scooters 

(c) Radio and televisi6n sets 

(4) Typawrters and business machinos 

(0) Jwalry and t'tches 

2. No Index of stolen Items is malntalnsdo only the compositeDeauncias 

of like Items In the alba five categories. Listings of stolen proparty are 

recelved In ths form of a copy of the forml auwals that has be=n fornarded 

by the threo Chiefs of Detectives or tao three Section Chiefs of Hamicide 

Bad Checks, or rhrcotics. Each Onamncia that consorns stolen property? ts 

prepared by thoeCzplolat and is his personal listing and valuailon of 

whatevar property he co siders has been stoIcns Thereforo. if cdditIbn3j 

Identifying Information -s obtained during, the course of an Invostigation 

there Is no active depoitwoy for Buch developed Inforration. as the anly 

compi letions of stolca proparty are the Denunclas thesves0
 

3. Lstings are reolve fm &n Shops of articles toUe In pawn or 

purchascd outricht alenj tith the na= and ldcatlty Card (Ccdltse) numbor of 
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the seller. These lists are not furnished daily but only when a ruled
 

sheet of paper has been completely filled by the pawn shop proprietor. When
 

serial numbers; manufacturers, and identifying marks are knowdi they are
 

furnished; however, inthe case of jewelry items only the barest of details
 

are furnished.
 

4. When the screening of the list of pawned items results in a 

positive ideitification, as "against those items contained within Denuncias 

in the stolen property folders; these positive Identified items are then 

picked up and turned over to the Courts. When the case has been adjudicated 

the Complainant then receives his property. The pawnshop proprietor presents 

his claim for reimbursement to the court and may or may not receive his money. 

Recomendations 

. Ono principal objective of 'ny Investigation is the-identification
 

and recovery of lost or stolen property. The stolen-property index is an
 

Investigative aid of inestimable'value Inachieving this objective.
 

There are two means of identifying property: One is through the 

serial number placed on the-article by the manufacturer,,and the other is by 

the description of the article when it contains no manufactbrer's serial 

numbers or when the number isnot known. Obviously, a serial number offers a 

more positive means of Identification. When an unnumbered article contains a 

monogran or the initials of the owner, It too, issubject to more positive
 

identification.
 

A property-identiflcattonindex issubdivided according to the means 

by which property may be Identified. Generally, such an hidx consists of two 

sections, numbered and unnumbered. n the numbered section all property 

bearing an .Identifiable number HItnd according to the last one, two, or. 

three digits of the number, depending upon the size of the file. In the un

is 



numbered 	 section property not Identifiable by a. serial number may be Indexed 

according 	to the description of the article.
 

2. 	Numbered Section
 

Numbered proporty would be indexed byla three-digit file contpining
 

* 	 guide cards numbered from 000 through 999. 'All' numbered property may lie 

l-Indexed 	accotng to last three digits of the number without regard'Jto the 

type of article. Llcenses, automobile motors, watches, firearms, electtic 

* 	 drills, etc., are indexed together according,toQ the last three digitos 4t the 

.serial 	hutmbers regardless of the make or model of the article. 

The thdeik &af s ineach sectibn.are filed behind the guide cards 

* ....correspond ing-~.she ;la t three digih'of. the.number. The Index gards $re 

filed behind each jule'cerd in numerical order according to the fourth' 'and 

fifth digits from the end. 

* 	 3. Unnumbered Section 

Property didt-"taenff able by a manufacturer's serial number Is 

Indexed In the unnunibered section by description of the artic.We and much of the 

* 	 success of ithis section of the. Index depends upon the accuracy and core with 

whipb the property is indexed. 

The main.clatsfications, such as clothing. -furniture, footwear, 

a 	 Jewl-ny tools1 -etc..,-should be Indicative of the general character of the article 

Indexed. Material of which the various articles are composed such as cloth., gold) 

leather, plastic, steel, etc., should be avoided as primary classification. 

* 	 Within-each general group, the list-should be further reduced by provid

ing for specific types of articles. For example, under the main classification 

of "clothing" there should be subdivtslons for 'male" and "femalen and within each 

* 	 of these a breakdown for the type of articli.t Under the heading "female", guide 

cards may be made for-coats, dresses, skiri, salts, miscellaneous, etc4 
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As these subsections grow they may be broken down further according to the 

material, color, size, and style. 

The breakdown by type of article and the reference cards should be 

Inas great detail as possible for in this-unnumbered section the search is 

made entirely according,:to the description of the property, and al-I persons 

filing and searching must be thoroughly familiar with the IndexIng'procedure. 

4. Descrlpttondf Stolen Property 

Inorder that the index my be of maximum value to a.department it 

isessential that investigating officers obtain complete descriptions of 

property reported stolen. The manufacturer's serial number should be obtained 

inevery instance ifone isavailable. If topt;known, the victim or owner may 

be encouraged to obtai the number to assist the department in identifyingand 

recovering the arthiql. Ifa watch has been repaired, the jeweler meihave 

made a record of the watch'movement or the scratch number which he inscribed 

in the case. The jeweler from whom the watch was purchased may have a record 

of the.case and movement numbers. If a guarantee was registered with the 

manufacturer of an article, the owner might obtain the number from that source. 

Hany.law enforcement agencies through newspapers, radio talks, and 

the like, have encouraged the public to make a record of all their property 

which contains a number, or Initials, and description of unnumbered property.
0 

Unnumbered property must be more fully described then numbered property 

because the only means of recovery is through the deseription. As many 

qualifying adjectives as possible should be used indescribing each article. 

A ring described by a detective or by the Coplainant as "one lady's medium

sized diamond ring" does not mean much .to the person who must index the 

article. 



Articles containing a monogram or Initials may be Indexed accord

ing to the engraved oi imprinted letters. flajor breakd6wns in alphabetical 

sequence may be provided for the last letter in the initial or monograi; 

Monograms, particularly, should be ctoss-referenced with all' letters due to 

the difficulty inmany cases of determining the proper order of the letters. 

5. Preparing Index Cards 

At least one index card willl be prepared for each article reported 

lost or stolen, unless i(t isclear thf article Is not torth intaexing, 

Separate index cards-should be prepared if an article contains more thainf one 

identifying number. Anvexemple of this Is found in a watch which contains 

a movement number and' &case nuiber.;, Each biduld be indexed. 

The compiete escription shiuld he recorded on the 'Index car' to 

eliminate the need 'for 'a searcher to check the investigative report t& 

obtain the complete 4s ription. 

Whenever an ticle is recoveredg the corresponding jindex cards 

may be removed :from the tfile and destroyed. The unnumbered sectIott should be 

examined at least once gach year to etiminate. therefrom Index cards .reprei'entlng 

perishable Items more -tian one year old. For, eaample, a lady'sdiamonjibracelet 

would probably remaififdexed in the.fIle indefinitely or until recov.ted 

whereas an Index card for a man's blue overcoat, size 42, would probably be 

removed after the case isone year old, since the likelihood of rectbvery and 

identification by thattime Is rather remote. For this reason, the date of the 

offense should be recorded on the index card in every nste 

6. Pawnshop Cards'
 

It is only natural that th 6 great many Instances property lost or 

stolen finds Its way ultimately to a pawnshop or a secondhand store. .The 

information thus received at 0411 from pawnshops is subject to indexing in the 
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lost and stolen property file much the same as is done with lost and stolen 

property. 

In many areas the reports received from pawnshops are in the form 

of ledger.sheets with numerous entries on each, Index cards can be prepared 

from the information shown. Another procedure preferred inmany cities 

involves the preparation of the index cards themselves by the pawnshop or 

secondhand dealers and these are ready for filing forthwith. 

Pawnshop (index) cards are searched against the lost or stolen 

property index cards in file to determine whether the article has been re

ported stolen and then if no identification Is effected the cards are filed 

In the appropriate place with the other index cards In the same manner as 

stolen property index cards are filed. Those bearing a serial number are 

searched against the unnumbered section before filing as the serial number may 

not have been available when an article was reported stolen and accordingly, 

the card would have been filed by description. Similarly the cards representing 

stolen property are searched against the pawnshop cards before filing since the 

article may have been pawned or sold before itwas reported stolen. This is 

particularly true incases where property Is stolen while the owner Is away on 

vacation reporting the theft upon his return. Index cards representing the 

pawned and purchased secondhand property may be removed from the file periodically 

and destroyed. 

Property found or recovered by police officers or turned in by the 

public Should-be indexed In the stolen property index If the property cannot be 

identified immediately with a reported theft or loss. Property containing a 

serial number may be indexed In the numbered section and cross-referenced in the 

unnumbered section, since it may be necessary to locate the item through only 

the description. 
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Cases in which similar property is stolen can be associated 

through the property index. For example, a detective working on a case
 

dealing with.narcotics may obtain from the record roomga reference to all cases
 

in which narcotics have-been stolen. Thes~ecs's may involve residence and 

nonresidence burglares:, thefts -fromautos, and robberies, but the cards inone 

section of the property index vuld (dentify each case. This represents a 

further application of modus operandl and permits studies by "object 4f-attack" 

Incrimes against property.
 

Property remdlild fiom a prtsoner before he isplaced injail may be 

searched against the stolen property -index. Frequently, investigators solve 

cases and recover stolen articles by-checking all, prisoner's property. 

Recommended inmediate Specific Action: 

1. The information inDenuncias that describes stolen property should be 

extracted from the Denuncia and a 3 x.5 index card be prepared for eacmh Item 

with as complete a description as possible. To achieve this, the Detective 

Chief, or the custodian of the stolen property records, should interview the 

Complainant at the time the Denuncia isprepared and obtain bs complete des= 

criptive Information as possible for entry on an index card for each Item. 

2. All Detective personnel should be instructed to periodically review 

the latest additions of Stolen Property so that DEN isnot completely reliant 

on Pawi-Shop reports, but has many pairs of observapt eyes aware of articles 

to be found or to be matched against lists of stolen similar items. 

3. To take some of the administrative load away from DENI the pawn shop 

operators shoul'd be instructed to furnish their lists of articles purchased or 

pawned on a 3 x .5 index card for each item, with each article to be as completely 

described as ispossible. This will make possible a more rapid report to DEWM. 

A prop6sed Pawnshop card for DENI follows Immediately. 



TARJETA DE INDICE - CASA DE EMP31N0 

Artfcub Descripcidn o ustilo Ntmero de Serie 

De Mujer Material Color Tamafo Nbmero de la Caja 

De Hombre 
Monagrama, Initiales, u otras sefas 

Nombre del Fabricante Piedra (No. -ypeso) Monte 

Ndmero del Vendedor Cantidad Adelantada Hora Fecha 
A.M. 
P.M. 19 

Nombre.del Vendedor 

Localizacion 

(Frente) 

Firma del 
Cliente 

Direccidn
 
Descripcidn del Cliente. Debe l1enarla el vendedor
 

Sexo Edad Estatura Peso 
Ojos Cabello TeZ Hualla del Indice Derocho 

Raza o 
Nacionalidad 

Vestidos 

Particularidades,
 
Marcas, Cicatrices
 

(Reverso)
 



DENTIVICATION BRANCH
 

1. 	 The Chiefa Identification rancho maintains all criminal den

tificatIon fingerprint cards filed within the Republic of Panama, 

He has been an employea of DENO since 1W3 and has been Chief of the 

Branch since it moved In 1958 to its present location in the basement 

of the DENO building, 

The Branch has 14 employees of hdiom four work at night; two are 

photographers; one is a stenographer; ard one is pe mnently assigned 

for duty with the national identification Card (Cedula) program, 

The balance of sin employees available for day duty, prepare, classify, 

and file fingerpat cards; and, perform ballistic tests an all 

weapons submitted by the National Guard for recordings Identification 

and the retention of one expended cartridge and shall prior to 

Issuing a gun permit. 

2. 	 -The Chief maintains several distinct sets of flies and of 3 x 5 

Index cards, and with the small number of available personnel to 

assist him, tagether with a very small operating budgets has brought 

his ftIes to a very eat and effective operating conditIn. The files 

maintained consist of the following: 

a. 	 Crimina Identification a nx 8 cards. 

b. ational Identification Card Files (Cedulas). 

(1) Fingerprint Cards o 8 x 8 size. 

(2) Duplicate photo copies of the Cedula, size 3 x 5. 

c. 	 Personal HIstot'y Flies. 

d. 	 Photographic Files. 

3. 	 Criminal Identification Cards. These 8 x 8 cards have be=n 

maintained since the eistablishment of DENI under Its former name of the 
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Secret Police0 in 1392. There are currently approximately 70,000 

cards filed and classified according to the FBI extension of the 

Henry system. These are prepared in four copies at the time a person 

is 	 brought in to be photographed; a peranent identification nwber 

assigned; appropriate Inden cards prepared to Include atlases; and, 

a 	Personal. History, File (PHP) opened.

4. Cedula Files. These files are in two sections, namely: 

a. 	 Fingerprint 8 x 8 Cards. These are prepared by the DENI mphbyoea 

on duty with tide National identification Card program,-' Eich. 

'Panama 	 eltiseitband resident alien over 21 years of age is 

required to have a Cedule at al -times-and the fingerprint card 

is prepared at the time of issuance. To date, approximately 

600,000 fingerprint cards are mintalaned of Cedula holders. The 

vast majority,. however, have -not been serialy numbared nor 

classified, aith work having started only on the Panama City 

Cedula holders to date. 

b. 	 Photographic Duplicate 3 x 5 Cedulas. The Branch has, within 

the past two years received photographic copies In 3 x 5 size' 

(150,000 to date) of the Identification Cards as they are 

Issued. These Cedulas, In addition to the normal personal date, 

contain a right indox fingerprint and a photograph of the Codule 

holder. These have been alphabeltically filed and will be cross

referenced to the fingerprint classIfication when this work Is' 

coapleted. 

S. 	 Personal History Files* These files consist of-mnilo folders 

numbered according to the permanent Idontificatlon nmabor assigned to 

the fingerprint card. Each folder contains: a personal History 
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Stateant of the Subject; duplicate fIngerprint cards; duplicate 

identification photos (amg shots); and, a copy of each Report of 

investigation (RI) prepared conceaing the Suject, togother with 

all attachments end exhibits. Ithas been previously noted in the 

section of this Study concerning Criminal Flies, that the forwarding 

of a copy of the RI to the Identifl.cetlon Branch for filing5 Is a 

complete-duplication of -thework performed by the Criminal Plles 

Section. As such, they expand such valuable manpower, time and 

materials which could muach better be devoted to the huge backlog of 

classification, numbering and fling of the 600,000 Cedula fingerprint 

cards, which by faw must be rintaland.separate from the criminal 

fingerprint cards. 

6. 	 Photographic Files. In four Kardex type cabinets are. maintained 

5 x 8 cards which contain a photograph, a special identifying ' 

nurar, and the name of each chauffeur, bus driver, text driver, 

track driver, and inyone who has been issued a permit to drive a 

commercial vehicle. 

7 	 nladex Cards. No central 3 u 5 name Index file Is maintained 

within the Identification Branch. However, the Branch does naintain 

the folIoing distinct and separate 3 a 5 Indices: 

a, Cedula holders by identification Card anmer and also by nama, 

If the fingerprint card has been classified. 

b. Criminal Index - Contains the names and aliases of all parsons 

for whom a flagerprint card is maintained. 

c. Ballistics Index - Consists of three sets of index cards fited 

by (1) name of gun owner, (2) the ake, type, and caliber of 

firearm, and (3) the serial number of the taspon. Also 
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maintained isa fired bullet and empty cartridge case from 

every teapon submitted for approvial of lIconsIng. 

8. 	 No request is made for a check of the identification indices, 

coacerning the issuance of a Certificate of Good Conduct or a 

Historical Criminal Records by the Central Name Indices Branch. 

1. Fingerprint Records
 

Aperson.Is assigned a permanent identification number the first 

time he is flagerprIated5 .dhrees he Isassigned a new arrest number each 

time he is arrested.- For each, person. fingerprinted there may be prepared 

on identification jacket or folder to be fIled In straight numerical order 

by Identification natber, 

The following.material may be flied In the IdentifIcation jacket: 

a. Extra sets of flagerprints. 

b. The last transcripts of identification records received from
 

the FBI and other agencies. 

c. Photographs and negatives (the latter isplaced ina separate 

envelopo to prevent damage). 

d. Wanted notices, not on regulation-sized cards. 

e. Correspondence referring to that particular individual 

Wanted notices on 8 x 8 cards should be placed in the fingerprInt 

file by classification and should also be supported by an Index card In 

the master name Index. 

Wanted notices should contain the descriptive data, fingerprint class!

flcation, and one flngerprint for each Individeal %tanted, These notices aay 

be clipped out and pasted to an 8 x 8 blank card for Inlusion at the proper 

point in the regular flagerprint file. As a notice Is cancelled the card 
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Is withdrawn from the files the notice crossed out and the 8 x 8 card used 

again in a similar manner several times. The indexing of Identification 

records may be consolidated with the arrest records of the sam person 

for convenience and to avoid 4 upllcation of Indexing. 

2. Criminal Specialty File 

A criminal speclatty file Is one of 'iwhotographs of knom criminals 

filed according to criminal specialty. Such a file Is caonuly referred to 

as a asug" or "I 0 (modus operandi) file. Photograph files with no grouping 

even by crime category, are of questionable value and generally are being, 

replaced by the more practical criminal specialty files. A file of this 

type Is of particular value In those crimes during which the victim usually 

has an opportunity to observe the perpetrator. its use is excellent In 

robbarless confidence games, and other crimes by trick or device, sex 

cases, purse snatchings, etc. It is used to exhibit photographs of knmm 

criminals to victims with the aim of Identifying the perpetrator. The 

photographs in this file should not Include photographs of persons arrested 

for drunkenness, vagrancy, disorderly conduct, and the like. 

Visible file equipment is best for these purposes. Photographs can 

be arranged in logical order and at the same time the equipment is flexible 

in that photographs may be added or remoaed without disturbing the file. 

Hver, such equipment Is not essential, Reglaer index-card drawers may 

be utilized for such an arrangement of photographs. 

A portable criminal specialty photographic file is a very useful 

aid to the investigator as Itenables him to carry the f le to the scene of 

a crimea for possible immedlete identification of suspects. Additionally it 

enables prompt identification by those persons unable to coms to DENI head

quarters -Mch as the sick Injured, and aged. 
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Photographs are filed first by crime classification, and as the 

file grows they are subdivided by sex, race, and height in 3-inch groups 

as follows: 

Over 6 feet 

5 feet 9 Inches to 6 feet 

5 feet 6 Inches to 5 feet 9 cWhs 

5 feet 3 inches to 5 feet 6 inches 

tinder 5 feet 3 Inches 

Or, in a smatler fle the subdivisions may be simply tall, medium. short.-

In some Instances it will be desirable to have a ftotograph of a single 

individual in two or more places6 because of a tendency an the part of some 

criminals to participate In morethan one type of crime. 

Group photographs of criminals working together are an aid to 

identification and are frequently made by progressive latewaforcement agencies. 

They, too, may be fi led by type of criminal specialty of the group Involved. 

Raco~nendoed mmediate Seecif c Action 

1. As the Central -am Indices Branch is behind from three months to 

four years in the preparation and/or filing of Name Wadex Cards; and, as the 

Criminal Name Indec of the Identification Branch Is on a current basis, all 

requests for a Certificate of Good Conduct should include a check of the 

identification Branch AUntil such time as the Centra? Name Indices is also 

operating an up-to-date Inde file. 

2. As the identifIcatIon Branch completely duplicates the vork of the 

Criminal Files Section In the filing of Reports of Investigation within 

the Personal History Folders - there I. a. large wasto of annpor, wages, 

tim and material. The decision should be acde to eliainate one or the other 
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filing operation. The time and manpower of the identification Branch could 

more well be spent cn the anmbering and classifying of the 600,000 backop 

of Codula fingerprint Cards, not to speak of the saving in file drawer space 

Ohen the duplicate Ris and their'attacmants have been eliminated. 

3. At the time of preparation of the criminal index card together with 

the Allas cards as appropriate, duplicate Index cards should be prepared and 

forwarded to the Central Nama Indices for insertion In the laster Index Fie. 
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CENTAL NAME INDICES
 

The Cief, Central Hame Iadices Branch has a threefold responsl

bility as he (1) maintains. the central am Indiceso (2) the historical 

criminal records, and (3) Issues Certificates of Good Conduct to the public 

for a fee of $3.00 each. 

Analysis 

1. 	 This office fatintains approxiWately 520,000 name Index cards 

(3 x 5) in twety-fow standard metal. double section index card 

cabinets. There are various color combinations of cards, which by 

color, have no special meaning as they use tretever color stock is 

available to the government printing office. 

2. 	 nae of the latx card cabinets has no relationship to the other 

twenty-three cabinets In that It contains approImately 20000 Index 

cards (tarjetas do Gules) of those persons that have a criminal record 

on fi le. in DEN1. These have not been Incorporated into the adjoining 

Central Name Index cabinets; consequently, every name check made of 

the Indices necessitates a double check to determine If a positive 

identification can be made. 

3. 	 Each Index card is preprinted and contatas headings that call for 

the completies of the following Information: all partlent parsonal 

date the name of the crime Investigated, the Court concerned the 

pertinent law violated, the sentence or disposition and by Whom 

imposed, and the initials of the typist preparing the card. On the 

reverse of the Index card is -typed the source of the Inforaelon 

from whlch the card uas prepared. 

4. At the time of this 	Analysts of the Central iame ladices, there 

were 	an additional appooximate 20,080 completed Index cards stored 
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In 	thirty-three separate wooden filing drawers and boxes placed in 

single file on top of the twenty-four Central Name Index steel 

cabinets. A review of may of these separate index cards determined 

that they tMw Identical to those naintained within the Central Name 

index five; wr kept In fair alphabetical order from A - 2; aWd, 

were dated as prepared hetween the years 1922i4. The Chief of 

this section said this separate file was usually chcked at the time 

of 	a nam search through the Central Nae lade. and through the 

"Tarjetes de Gi& file. He further stated that these separately 

maintained 20,000 Index sards were identical to those cards within 

the Central Nrame ndeex, but were separate because as he did not have 

sufficient personnel nor enough time to incorporate all the separate 

flies into one complete Central Namt Index. It Is thus apparett that 

to run a simple name chek throwgh the central indices requfies three 

coplete checks of three separate and distInct Index cerd systems. 

5. 	 Hundreds of additionel completed nemerindex cards were found In a 

smal black vooden supply cabinet, adjacent to the ChiefOs desk, which 

Is always kept locked. Those index cards ware plied high In stacks and 

ware completely assorted as to alphabetical sequence, datesp etc, 

The Branch Chief said that those ladex cards had never been sorted 

or property arranged; had never beam Inserted into his three separately 

maintained ladex card files; and were never searched by his personnel 

on a name check of the Indices. He advised that these loCked-up 

cards were composed mostly of Index cards completed In IS9k and 1965; 

howvers some had been prepared during certain three-mnth periods 

in 1962 and 19S3, No said that these loshed-up todex cards had never 

been-touched because he did not have sufficient m not enough 

personnel. 
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6. 	 It tas also determined that the Branch Chief maintains a fourth 

set of Index cards. Those ae kept in tbelve, two-etion, open 

sooden filing drawrse piled thriderawars high, on top of a 6 x3 ft. 

table. These approximate 15,000 cards are prepared by the unit 

that conducts cave checks through the Centre? Name Iadex and then 

prepares the Certificates of Good Conduct (Cortificedo de sueo 

Cowducto) (CSC), for the pubics on payment of $3,00 each. These 

cards contain personal descriptive data, taken from the application for 

the CDC on one side. The other side contains solely a photograph of 

the CBC applicant who had been required to furish two photos for 

his CBC. The chief said that these I5,000 csrds wore never used 

and served no aseful purpose. HW sold that some of these cards 

contained parsonal descriptive Information of alor chi Idren, on 

tham a Cedula had tever been Issued. Homver, this information on 

minors had never been passed to the Identification Section which 

Issues and uMintaias the Cedula files. 

An 	additi'onal appronimate 5,000 cards of the seme type were found 

on top of empty woden filIng cabinets located adjacent to the Chief's 

desk. These index cards were contained In nine single wooden Indexceard 

dreers. Thus in -addition to serving no useful purpose, the total 

of 20.000 cards occupy ,6 ft. of table space, whlch when added to 

the empty space on both sides of the table, would be sufficient to 

place 8 to 10 additional card Index filing cabinets. 

7. 	 Sources of Criminal Information fodr preparation of 3 x 5 name 

index Card: 

8-- Arrest Logs (InforMe do las Detensiones) (Iadats) of the Guardia 

Nacional (GN)l. 

b. 	 Copies of letters from DENI to ON concerning prisoners or of crimes. 
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c. 	 Copies ofsentences issued by Justices throughout Panama. 

The Branch Chief advised he has only three sources of Information 

concerning criminals and arrested persons froa which he prepares 

Index cards: 

a. u6 ndetsg' which are the Arrest Logs of the Guardia Nacional 

detectments throughout Panams and sihmitted to S.M. feadquarters 

every fifteen days. 

b. Letters to or from DEN from such competent authority as Judges, 

District Attorneys, Rsyors, etc., concerning persons to be 

arrested by DEN or prisoners' of DENI transferred to the Guardia 

acinal for incarceration. 

c. Sentences issued by Judges on arrested persons, copies of which 

are seat to DEN! and a copy eventually reaches the Central Name 

Indices. 

The Branch does not normally obtain Iaformation in any other manner, 

even an persons arrested by DENI for a cris committed the same day 

not until the arrest paperwork came in as in "b" or "c above. 

The only other cards prepared In the Central Name Indices are 

those of the applicants for CBCs. As stated, these Index Cards are 

not inserted Into the Central Naw Indices but are set aside with 

approximately 12-15,000 like cards for no purpose at all. 

8. Prsonnel 

The Branch Chief has an assigned staff of twelve.detective 

personnel and two female employees. They are distributed In the 

following manner: 

a. One Assistant Chief who manages the office In the Chief's absence. 

,b. A scaor Investigator who has a full tims responsibility of maoting 

the 	publiceand responding to requosts for CBCs. prepares the CBCQ 
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and collects and maintains the 8/3.00 charge for a CBC. 

c. One male clerk who types correspondence. 

d. Nine detective personnel who make file searches, nme chocks, 

some preparation of 3 x S cards and additional entries to 

3 x 5 index cards, of these olne personnel only sen are 

available at any time as one, of the nine Is on a rotating 

momthly basis and works with the CBC lavestigator as his 

assistant to perform name checks, file searches, assists In the 

preparation of Criminal History Records and of the CBCs. The 

remaining detective works elea on the usekly night shift frM. 

4:00 p.m. to 1:00 a.m. 

e. The two ladies perform only transcribing duties tAlch consist of 

taking the Information from the largo (18 x % Inches) aN lag 

sheets of criminal arrests "'Indets" which are prepared by each 

detachment of the National Guard throughout the Republic mE are 

submitted to Guardia Nacional Headquarters and DENI, every fifteen 

days. The details of each arrest and the data concerning the, 

subject are transferred to a 3 x 5 index card and much lator 

when time Is available are inserted In the Central lim tadices. 

The ladies advised they can accomplish about 100 neW Index cards 

per day. 

In a letter size filing cabinot, In the trking area occupied by 

the ladies, are piled stacks of letters, t and froz2ENI, concerning 

arrested persons together with copies of formal court proceedings and 

sentences laposed by the courts, These are the only sources, other 

than the "'Indets," of information for the proporetton of no= Index 

cards or tho updating of the Central Name index Card on file. The 
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Branch Chief said that the tomen cannot spare any tima from their 

transcribing operations with the "Indets5 !, thus the cards never are 

accomplished and the basis therefore, remins piled aTay !a file 

drawers. 

9. Forms and Records Prepared by the Central Iema ladex Branch 

a. Certificate of Good Conduct (C8C) as described in- Paragraph 6. 

b. 	 Historical Crimistal Record (istoWriales Feales y Polcivos) or 

(HIPP). This form is prepared by one of the nine detective clerks 

on request of competent governmntal authority I.0. Judgesl. Mayors 0 

etc. and are for official use only - are never given to the publ ic. 

Starting tials year0 IS5 and with Criminal HItstory File #14.300 

all subsequent files will contain this compoofte foan. Approilis' 

mately 300 f Ies have been comleted to date with the entire 

proceeding 14,300 files still to be accomplished and old docu

metary moatorial to be discarded. This will oke possible an 

approxinate 50% saving in required filing spzco, thus releasing 

approximately 5-7 now 4-drawar steal filing cabinets for require

ments elsewhere within DENt. The Brench Chief said he had no-

Idea then this file~condensing requirement could be accomplishad 

with his stated lack of sufficient psovnnel and sufficient tim,. 

Roseanaations. 

1. The true test of any filing system is the ability to enswer affir

matively to the questica Can I find tdat I maat tsta I unt it?" It would 

ho extremaly difficult to snswer "yes to this quastioa at the present 

operating conditionof the Central Nama indices tma: 

a* 	 Thren separate arae Index card systems are maintelando all of 

which may or way not be screened- ca any neam search. 
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b. 	 Completed name Inden cards are locked aay In cabinets and not 

put into any of the name inden systems. 

a, 	 Source roteriel concoring arrested pwsons used for the prepare

tion o9 a=cu Index cards, are also piled atay In file cablnets. 

in facto the acuracy of any Certificate of Good Conduct that has 

previously been Issued and the result of any ame search of the Indicess 

Is highly questionable and Will ndoubtedly remaln so untlI the Central 

Name Indices is brought to at least a ulalwu degree of accuracy. 

2o The simplest system Is usually the best system. The advantages 

of the single Master Nama SAdex are apparent when practical use of the Index 

cards is considerOd, With all naa cards I one file there is so chance of 

filing an index card In the wrong file. In addition, then it is necessary 

to determine that Information the complete flies of DENO contei on a 

particular nwe, the name search is necessary In only one fie. This single 

nea search will determine wiether the Individual was evrm wanted or 

arrested persons a complainant, witness0 etc. In general, evorything the 

Department knows about him should be Indicated In the aster Nan Indx 

Fte. Thus, duplication of man hours, matertal 5 and the effort of preparing 

cards for several namo Indices Is greatly reduced; and, records management, 

traninag, and procedures are considerably simplified. 

3. The Raster Name Index for DENS should include index cards on: 

a. Arrested Persons
 

.b. anted Persons
 

C. 	 missing Persons 

d. 	 Complainants 

e. 	 Suspects 

f .	 Witnesses 

9. 	 Identification 
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h. 	 Juveniles 

I. 	 Victims 

J. Parsons Injured 

k, Porsons Killed 

The proper use of Guide Cards is essential to good filing techniques 

and makos it much easier to find and file material quickly. The usual 

standards 	are: 

a* For index Cards - 1 guide per 30 cards. 

b. 	 For Investigative file cabinets - 24 guides per draer. 

3. It Is realized that the location of the Central Name Index Branch 

which maintains the central Index and the historical criminal records, Is 

not an Ideal location being on one side of the only public entrance to 

DENI, and in the only office that Is not behind the main control gate. This& 

and the fact that the office Is on the ground level; has no windwsS to close 

as atl are open casements; and a heavy vehicular traffic passing about fiva 

feet from one side of the office, makes It extremely difficult to have any 

semblance of an adequate working area. 

4. It is also apparent that there can be little or no thought given to 

moving the Central Index to another location because of the exceedingly 

scant space available to all DENl operations. it Is recommended therefore 

that the Director consider the following actions that should mak the 

working area more secure, %old give much better working conditions to the 

office personnel and in turn should greatly Increase the office production. 

a. 	 Seal off the public entrance and establish an entrance in the 

Interior halmay behind the main gate controlled by the-r * 

Officer. No one should be permitted entrance at any time into 

the Central Indices except for the office personnel and those 

specifically exempted by the Director. 
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b. 	 All indow-casements should be sealed and air conditioning 

installed. As rcommended room temperature is normally 60-720 

and any hmidity Iwe ever 50% Is avoided, If at all possible, 

in a normal offce, wortag area. It Is avry apparent that DENI 

has everything to gain, by furnishiag on adequate offiee working 

area0 especially for such tedius and exactiag close work as the 

preparatten and caintonance of fIles, reports, records, etc. 

c. 	 At least 4-6 additional flaorescent light fixtures be Installed 

to assure a more adequate lighting for all office personnel, 

About 8M-00%of all offIce workers suffer from eye strain or 

ocular diseases brought on by poor lighting. Proper lighting then 

Is simply good Insurence for any office. It helps keep workers 

well and contented and it pays big ruards in work accomplished 

and with Much fewer mistakes. 

d. 	 The action of consolidating all the present documentary information 

In the first 1400 historical criminal files on to a stagle form 

(300 of which have been completed) should be expedi ted. This 

should resl in a 75-100%saving in filing cabinet requirements, 

freeing 5-7 steel filing cabinets for other purposes and providing 

more available space-for the projected consolidation of all inves

tigative ft les and records, except Ideatification, Into one twrking 

area. Additionally, the installation of a reproduction copy 

achine to reproduce In less than a minute, the new complete 

historical criminal record, will eliminate the lengthy typing 

requirements now required in response to each official request 

for a Historical Criminal Record (UPP). This will also free 

the anpozier for the much greater need of consolidating all the 
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Am0 nden card systems into the Central system and for its 

up-to-date metatnance. 

RseamncdLirndatoAstlm 

3. All personnel of DENt, to include the Central Nme- indices Sranch, 

that can be spared from their work heteftr aM an hourly or delly bests, 

should, under the leadership of the Chief" Records. Files, and identificato, 

Immediately Integrate all prepared and sorted Name ladox Cards Into the 

Central Name Indices. The sooar this Is accomplishede the sooner will 

be the manimum accuracy of any name check of the Indices. 

2. All completed but unsorted and unfiled Name index cards, that 

have been locked away for "safekeeping for a period of up to five years, 

should all be brought out and Immedlately inserted into the Central Name 

Indices. This action will also assist In bringing the. Indices to a minira 

degree of accuracy. Recomend Action #1 and 2 abve can be accomptIshed 

by non-typists 

3. Of those typists made available for work on this ctrash program 

some should be used to transcribe the-necessary Information onto Ncme Index 

Cards from the lundreds of offlftal documents sent to DENt by the courts. 

etc., denoting persons atrested, Jailed, sentences imposed0 laws concerned, 

etc. These arethe documemts that have :been piled away in empty wooden . 

filing cablaets In the area adjacent to the female typists, 

4. other ael Iable typtsts should be eaployed in the flIe destructioan 

program that teas Instituted this year in the Historical CImInaI Records Unit. 

To date this program has accomplished 300 fIles leaving 14*300 to do; 

consisting of reviewing the documants In each fIto to properly prepare the 

master "Histodia1Penat.y.Policivo which will always be maintained by DENI. 

achinerproduced copies should be furnished on each official request In 

the future. 
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5. If any typists are still available, or at the concluston of any of 

the above "orast#' typing projects, their efforts should be applted to 

assisting the two ladies Wmo spend their frill One preparing Index cards. 

from the Arrest lRegsteo, as furnished by the Guardla Naclonal, Io co 

cases they are working from Arrest Registers of ver a year old - thus there 

is a -hug backlog of Name index Cards to be prepared from this source alone. 

6, After screennIg, to retain all Infonaties, concerning jWniles 

the thousands of 3 x 5 cards containing typed Information taken from the 

Certificates of Good Conducts which have served no useful purpose and .which 

have taken. much valuable space, should be Imadiately disposed of.' The 

3 a $ cards concerning juavlles should be furnished to the Cedule Unit of 

the IdenifIcation Section for the Incorporaticn Irato their flies, if this 

is desired Information to retais. The continued preparation of these cards, 

Which take necessary time, manpower and materials and apparentlv sirve no 

useful purposel, ecept In the case of juvaleIt should cease Imediatelyo 

7. No attempt has been made to analyze the records requirements for 

the "Certificateof Good Conduct" operation as It Is a recognized source of 

income for DEN] that could not be raplaced. foeer, with the recomnnded 

elimination of the requirement to prepare a 3 x 5 card from personal Infor

mation taken from the CBC, it Is believed possible that the one anm assigned 

to this task pearmnantly, cam handle all requlreMnts of the Job without 

the monthily rotational assistance of detective typists within the Central 

Name Indices Branch. 

8. with the proper leadership and direction of effort, It Is sincerely 

believed that the ten typist and filing Positions atellable directly for 

work ulthin the Central Name Indices Branch, can maintain the Central Name 

Indices on a currant basis, once all backlogs have been removed. It has 
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been determined by tork foad analysts that In an eight-hor day an avorage 

file clerke working under average conditionss should be able to flII. 

a. 300 letters 

6. 1,200 umbered file folders 

c. 3,000 latdx eards to include filing and refiling 

if ony half or even onethird of this emont as accmpItshed 

by each of the persoMnei assigned to this settono wOrking under the very 

adverse conditions such aso high heat and humidity, very high noise level, 

poor lighting and unrestricted traffic of people Inside the offtces It would 

be a tremndous accomplIshment, 
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Prepared for the Spanish Version 

EL INDIE, CENTRAL NOMBRES 
INCLUYE TARJIETAS DE ARCHIVO 
SOBRE... 

VICTJMAS 
PERSONAS ARRESTA DAS CORRESPONDENCIA 
QUERELLANTES JUVENILES 
SOSPECHOSOS QRTADORES DE UCENCAS 
PERSONAS BUSCADAS PE RSONAS HERIDAS 
TESTIGOS SRSNAS, MATAAS 
PERSONAS PERDIDAS INFORMAON CONCERN ENT 
ARCHIVOS DE $VENTIFICACION 

(INCLUYA LAK YLA"W" E LOS 
TABULARES PARA PODER AKHWAR LOS 
NOSRES EXTMNJEROS CU SEA 

ECESRRIO 



GENERAL RECOMMENDATION CONCERNING 

THE CENTRALIZATION OF RECORDS WITHIN D E N I 

t, 1. Records and communications facilities form the center of all ad

ministration operations and authorities generally agree that the quality 

of Vecords maintained isdirectly related to the quality of administration 

within an Investigative organization. Modern police directors and executives
 

rely heavily on sound record practices and an efficient communication system
 

in direction of their forces. Their responsibilities are more easily dis

charged through the control provided by a carefully centralized and integrated
 

system of records and communications. Ifthis control Is not available the
 

Executive's effectiveness is greatly hampered when these facilities are de

centralized.
 

2. Centralization of records brings together at one point *all infor

mation concerning investigative activities, and It is through such centrall

zation that the various DENI funions are coordinated. Centralization fixes 

responsibility in records-keeping and relieves the many operating units of 

DENI of the responsibility of performing these administrative functions. 

3. The records of DENI should be available to authorized personnel on 

a 24-hour basis. This isvery difficult to achieve unless the records are 

centralized. Time isvery often a.vital element in the solution of a crime. 

Many times information that was Itlocked-upi in the files of a Department and 

which was not available after normal working hours has meant the difference 

between the unsuccessful questioning of a suspect and the solution of a 

crime. 

4. Administrators and Directors of Investigative agencies are 

Interested In efficiency, and efficiency is encouraged by a centralized 

records system. All employees can be trained In the various types of record. 
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duties and can be rotated on assignments when vacations or sickness Inter

fere wi-th normal records management; or, when any particulei phase of 

records work becomes congested. Duplication of records work is reduced 

to a bare minimum when records are centralized. 
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SPECIFIC RECOMiENDATIONS CONCERNING 
CENTRALIZATION OF RECORDS FOR PROMPT APPLICATION 

WITHIN DENI 

1. All records keeping operations, presently scattered In six 

separate locations within DENI and maintained by six different sections, 

should be placed amfdr the direct responsibility and leadership of one man, 

who In turn should be responsible only to the Director of DENI or his 

Deputy. The selected ima should be given complete authority over all records 

management withiA DENI, to include the Central Nae Indices, Historical 

Criminal Records, Criminal Investigative Records, and Identification Records. 

No permanent or seal-permanent records should be maintained by any other 

person, section. or division of DENS0 

2. An urgent and intensive program should be Initiated, as set forth 

In the Recomea tions portion of the section of this Study entitled "Contral 

Nams Indices," to bring the operation into a minimum acceptable operating 

condition. 

- 3.' All operating sections and divisions of DENI that receive, refer, 

pass on, or originate Information concerning Arrests, Wanted or Missing 

Parsons, Complainants., Suspects, Witnesses, Idontification, Juveniles, and 

Victims should be directed to prepare a Hame Index Card with the essential 

Information thereon, The Index card should be JggdatoW forwarded to the 

Central Nome Indices for a Insertion In the Central indices. This 

should eliminate a threoeenth to five year delay In the insertion of Index 

cards In the Central Name Indices as Is presently the caso. 
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