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2. The purpose of each report must be clearly defined. In each case the report
must meet specific department information requirements as directed by the
applicable General Order. Members responsible for the generation of the
report will ensure reports meet this criteria (LE 11.4.1c; COM 1.2.3c).
3. An automated list of all administrative, statistical and data summary reports will
be maintained by the Office of the Chief of Police and available for review by all
personnel responsible for generating reports (LE 11.4.1a; COM 1.2.3a). The list
will identify the following:
a. The frequency of the report (LE 11.4.1d; COM 1.2.3d);
b. The position and section responsible to complete the report (LE 11.4.1b;
COM 1.2.3b);
c. The report title, and if appropriate, the corresponding policy and CALEA
standard number;
d. The status of the report; and
e. The distribution requirements for each report (LE 11.4.1e; COM 1.2.3e).

B. Accountability (LE 11.4.3; COM 1.2.10)
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1. All required reports, other than those generated by the Chief of Police, will be
forwarded from the Section or Division Commanders, through channels, to the
Office of the Chief of Police or designee, who will log receipt of reports, forward
them as required, and maintain an automated database of reports
required/received.
2. The Office of the Chief of Police will forward copies of reports required by
CALEA standards to the Accreditation Manager in addition to other forwarding
requirements.
3. Section Commanders are responsible to ensure that reports compiled in their
section are submitted to the Office of the Chief of Police in a timely fashion.
4. To ensure all required reports are submitted in a timely manner, the
department’s Accreditation Manager will generate an annual report (CALEA
Tracking Sheet) at the beginning of each year detailing, by month, all reports,
analysis, reviews and inspections due for that year, and distribute these reports
to individual staff members with assigned responsibilities for the completion of
these tasks. Within the first five days of each quarter, all staff members with
assigned tasks will submit an entire copy of their individual CALEA Tracking
Sheet to the department’s Accreditation Manager, documenting completion of
all assigned tasks for the previous quarter by filling all boxes with the date of
completion of task and explanation for tasks not completed. Within the first
fifteen days of each quarter, the department’s Accreditation Manager will
submit a report to the Chief of Police, detailing all tasks and/or reports due but
not completed for the previous quarter, including individual staff members
responsible for each task.

