Submitting Notes for SSAR

***** PLEASE forward your notes in this format. It is being done this way to ensure consistency and to assist our agencies of jurisdiction when they receive the many documents of reports, notes, etc. that they receive from us after an activation.  

· First, review your notes to ensure they contain all required and relevant information. Follow the format on the notes card provided. 

Notes Example:

SPS 2022- 123456
Sunday, Jan 1, 2022
1900 – (fill in end of task time)
Weather On: -10
Forecast: Low -15, wind wsw 8 km/hr
Location: 116 Ave W S
Instructor:
· Include topics covered
· Make note of times (good practice)
Search Manager: (and TL, Team)
Activation info: (from act. notice) 
Notes should include: 
· circumstances of incident, person,
name, clothing/physical desc, etc
· who, what, when, where, why, how
· document what you did, observed, talked to, clues, other important
· Times – of activation, arrived, start task, when items/person found, clear scene, etc.
* Are your notes detailed enough to be able to remember a year+ from now?

· Forward your notes as soon as possible. (i.e. within the next day)

· Use the notes card provided to ensure your name and the Police file number (eg 2019-123456) is on each page

· Also use the notes card to number pages (page 1 of 3, page 2 of 3, page 3 of 3 etc.)

· Put them all into one document, preferably PDF

· Name your file with your last name and the file number (e.g. Orosz notes 2018-66058.pdf). If you have the same last name as another member use a first initial and last name e.g 
K Orosz notes 2018-66058.pdf

· Below is a good example of what your submitted notes should look like:
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