




Daily Operations

I.
Processing Rewards

Verify the tip has resulted in an arrest.  It is helpful to speak to the
           Detectives or officers to determine the number of cases

cleared, arrests made, money/guns/narcotics & property recovered.            
           This is important for calculating the reward and for stats.

On Tipsoft, close the tip disposition with “CBA” (closed by arrest) and 
give a narrative in the tip. Calculate the reward in the software program 
(instructions/training is demonstrated in the software).

II. 
Reward Sheets

This step is normally initiated by the Office Manager when the “reward 

process” is completed.   If necessary, the template for the form is available under J/Crime/Forms on our computers under Crime Stoppers Operations.  The completed form is then saved by tip number in J:/Crime/Rewards.

A) Completing the form:

· A “must have” information is the Caller's “PIN” & CSOPS Case number.


· Summarize the details of the arrest, including dates, locations, and statement by Det. indicating that the tip leads to arrest.

· Write in the suspect's name, DOB and crime.

· When the caller calls back, you will need to complete the bank information where caller wants to pick up money. Addresses are available in the “Bank of America Locations” binder

· The date the form is initiated is placed in the box with the “Recommended Reward”.  

· The amount recommended to pay the caller is established by following the “Reward Recommendation Scale” in Tipsoft. 

· Email the approved reward recommendation to Jan Davidson at Pemco.  cathi.dykstra@pemco.com
· Pemco then writes a check made out to Crime Stoppers of Puget Sound.

· If the case is a bank robbery (and a Bank, not a credit union), the WBA will underwrite the reward, and we write a reward request to them – for $1000 flat reward.  The check still is written to the BOA. The reward request is found on the computer “J” drive under WBA reward request. Submit it to Myrle and he will write a letter to the WBA.

· There is a folder names, and dated with the current year, in a stand up folder holder to your right. (yellow) This has all the rewards listed, date of processing etc.  Keep a running log of the dates, so you can refer to it, if a reward takes awhile to return.  I also keep an excel spreadsheet in the rewards file in the computer – 

· (J drive) and fill the blanks in on that, as well. (You can print this out for Board Meetings).

· Write a check for two signatures made out to the Bank of America.

· When the check is signed make arrangements to give the check to:




Shari Gardner 




Bank of America  




5th Ave. Plaza




800 5th Avenue (5th & Madison)





Call Shari first – and arrange when you can meet her for the 



delivery. Ph: 
206.358.1078


Once the check is delivered, note the status in Tipsoft, under the case number and in the paper file in the yellow folder on the desk on the computer files under “Pemco” and “Rewards Files” (J file)

· The Board approves the rewards once a month at the Board meetings.

III.
Uncollected Rewards
A) The money must be picked up in ONE WEEK or it will be returned 

to the BofA Corp. Security Office and then to us. If this occurs, the check will be kept in our office for 90 days and if not claimed will be voided.  If the caller recontacts us during the 90 days, they will be given the next pay out date to claim the reward.

B) When picking up the check, the caller will need the CSOPS case 

No. and their “PIN”.  They should only speak to the customer service manager when they pick up the money. If a problem should occur while they are at the bank, tell them to call us from the bank.

IV.
Request for Case Status



Request for case status by caller. This should also be delayed 



3-4 weeks to allow investigation to process the information unless 


the caller has specific knowledge of an arrest or case solution. This 

request would be processed in the same manner, as describe 


above.
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