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SUBCOURSE OVERVIEW 
 
We designed this subcourse to teach you basic procedures involved with records and forms required to 
document all aspects of military police actions. 
 
There are no prerequisites for this subcourse. 
 
This subcourse reflects the doctrine which was current at the time it was prepared.  In your own work 
situation, always refer to the latest official publications. 
 
Unless otherwise stated, the masculine gender of singular pronouns is used to refer to both men and 
women. 
 
TERMINAL LEARNING OBJECTIVE 
 
ACTION: You will identify the procedures for reviewing MP record and forms, preparing a MP 

blotter (DA Form 3997), and prepare and maintain desk reference cards (DA Form 
3998). 

 
CONDITION: You will have access to extracts from AR 190-45; sample forms and records. 
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Important:  Electronic Examination Information 
 
 
This paper subcourse does not contain the examination or examination response sheet.  You must go 
to the following web site to complete the examination and submit it electronically for grading. 
 
http://www.aimsrdl.atsc.army.mil/accp/accp_top.htm 
 
Registered students (those with ACCP userids and passwords) should key in the userid and password 
to LOGON, then click on the EXAM button to access the examination. 
 
Students who have not yet registered should click on the REGISTER button on the lower right corner of 
the screen.  Follow directions to create a userid and password.  Then click on the EXAM button to 
access the examination. 
 
 
 

 
* * * IMPORTANT NOTICE * * * 

 
 

THE PASSING SCORE FOR ALL ACCP MATERIAL IS NOW 70%. 
 

PLEASE DISREGARD ALL REFERENCES TO THE 75% REQUIREMENT. 
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LESSON 

REVIEW MP RECORDS AND FORMS 
 CRITICAL TASKS: 191-377-5204 
 191-377-5205 
 191-377-5206 
 
 
 

OVERVIEW 
 
LESSON DESCRIPTION: 
 
In this lesson you will learn to deal with those reports and forms used to record police activity, aid 
offender processing, and report the facts to the commander. 
 
TERMINAL LEARNING OBJECTIVES: 
 
ACTION: You will identify the procedures for reviewing MP records and forms, preparing an 

MP blotter (DA Form 3997), and preparing and maintaining desk reference cards 
(DA Form 3998). 

 
CONDITION: You will be given extracts of AR 190-45; MP records and forms; and specific 

situations. 
 
STANDARD: Evaluation of the blotter and desk reference cards will be in accordance with AR 190-

45, FM 19-10, FM 19-15, and FM 19-20. 
 
 
 
REFERENCES: The material contained in this lesson was derived from the following publications: AR 

190-45, FM 19-10, FM 19-15, and FM 19-20. 
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INTRODUCTION 

 
 
 Records and forms are basic tools of the military police.  They serve as the source of information to 
the commander and a source of data to the provost marshal.  The Noncommissioned Officer (NCO) 
must know these forms.  The completed forms are turned in to the desk sergeant by his Military Police 
(MP) patrols to be reviewed for any errors.  Error filled reports can cause problems and delay of the 
commander's action or further investigation. 
 
 All of the effort toward enforcement and investigation is wasted unless data is properly recorded and 
reported.  The provost marshal plans crime prevention, traffic control, and other programs based upon 
the facts gained from military police reports and forms.  When data is accurate, these programs will be 
well planned, timely, and effective.  Military police records of offenses and police activities act as signs 
of the success of the programs. 
 
 Military police maintain discipline, law and order for the commander.  The apprehension of offenders 
is a part of this service.  After an apprehension, processing begins.  In the civilian community, this 
apprehension process includes an entry in the police blotter, fingerprinting, "mug" shots, questioning, 
and referral of the case to the prosecutor.  It is at this phase of the criminal justice system that formal 
charges have been preferred. 
 
 Processing of offenders within the military is not quite the same.  Photographs and prints are only 
taken when they would be of direct value to the case -not as a matter of routine.  Most important, the 
"apprehension" process does not mean a legal charge against the offender.  Preferring of charges is 
done by the offender's commander.  Thus, our true value to the commander is an ability to make a 
thorough investigation of the facts of an incident and effectively report these facts to him. 
 
 This text will deal with those reports and forms used to record police activity, aid offender 
processing, and report the facts to the commander.  A supervisor's duty toward the use and preparation 
of the forms is to review them for any errors. 
 
PART A - MILITARY POLICE DESK BLOTTER (DA FORM 3997). 
 
 a. To the desk sergeant the military police blotter is a most important document.  The following 
statement will be placed prior to "BLOTTER OPENED."  
 
  "This blotter (or blotter extract) is a daily chronological record of police activity developed from 
reports, complaints, incidents or information received and actions resulting therefrom.  Entries 
contained in the blotter may not be completely accurate and are not adjudications attesting to the guilt 
or innocence of any person." 
 
 b. Preparation of DA Form 3997 is the duty of the desk sergeant.  It is prepared for each day's 
activities for the period from 0001 to 2400.  Figures 
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1-1 and 1-2 provide examples of DA Form 3997 entries.  The form is discussed below. 
 
 (1) Heading. 
 
 (a) Write the date in the standard military date format of day/month/year (16 Sep XX).  If 
an automated system is in use, the date may be entered in DOD format (Year-Month-Day) using six 
digits. 
 
 (b) Give the page number. 
 
 (c) When the blotter is closed at 2400, enter the total number of pages of the blotter in the 
total page column. 
 
 (d) Complete the unit/station designation block using the SOP as a guide. 
 
 (2) Entry number.  Each item entered on DA Form 3997 is given a number.  The first entry of 
each day is number 1, the second entry number 2, and the next entry number 3.  Numbers continue 
until 2400 of that day when the DA Form 3997 is closed.  The first entry is "BLOTTER OPENED" and 
the last entry is "BLOTTER CLOSED." 
 
 (3) Time.  Record all entries in chronological sequence according to the time of notification 
concerning the incident.  This entry will correspond to the time entry in block 9 of the DA Form 3975. 
 
 (4) Summary of Complaint, Incident, Police Information.  Data received should be a brief 
account of the incident.  This should contain the essentials of the report: who, what, when, where, and 
how.  Identify all persons related to the incident.  Do not list names of juvenile subjects.  In certain type 
incidents/offenses (e.g., rape, child abuse) names of victims should also be protected.  In the above 
cases, entries will have the term "protected identity" (PI) where the name of the subject/victim is 
normally listed.  When approved by installation/activity provost marshals, the DA Form 3997 will show 
that the entry is "restricted," plus it will show the related Military Police Report number.  Example: 
"RESTRICTED ENTRY - MPR NO.  10121-XX-MPCXXX."  Titles of complaints usually correspond to a 
violation described in the uniform Code of Military Justice (UCMJ).  Incidents not in this category are 
given a title which represents its general nature.  Items entered for information only are so noted. 
 
 (5) The blotter is closed at 2400 hours, the words "BLOTTER CLOSED" are typed.  The name, 
rank, and position of the person signing the form is entered. 
 
 (6) Summary of Action Taken.  Based on the data in the entry, certain actions may be required 
by the desk sergeant.  This block will list all notifications and time the forms were filled out and the 
Report Number.  Each action is recorded.  A review of this column will reveal the thoroughness of 
action. 
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 (7) Entered By.  After each entry, the last name of the person making the entry is typed in 
capitals.  This permits identification of the person who made the entry should questions arise. 
 
 c. The DA Form 3997 contains data that allows a quick check back on data from the time of 
receipt.  When required, data is further developed on other forms to provide a complete account of an 
incident. 
 
 d. The DA Form 3997 is prepared in an original and four copies.  The original is maintained in the 
provost marshal files.  The first copy stays on the military police desk, one copy is sent to the 
installation commander.  The third copy is sent to the supporting USACIDC field element and the fourth 
copy is sent to SJA.  Battalion commanders may request extracts of the Military Police Desk Blotter 
which contain entries pertaining to their command.  Each extract will include the disclaimer statement, 
"This blotter is a daily chronological....and are not adjudications attesting to the guilt or innocence of 
any person." (See paragraph a.  above for complete statement.) 
 
 e. The DA Form 3997 is the most important single record of events on the military police desk.  It 
is the document from which installation commanders get daily information about the status of order and 
discipline.  It is used by commanders at all levels to inform them about individual soldiers, and must be 
accurate and factual.  It must be a reliable record of all matters of police interest which occurred during 
the period for which the DA Form 3997 was opened.  Poor or careless maintenance of the DA Form 
3997 will always cause problems.  Desk sergeants must be aware of their duties relative to the DA 
Form 3997. 
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Figure 1-1.  DA Form 3997 (Military Police Desk Blotter). 
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Figure 1-2.  DA Form 3997 (Continued). 
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PART B - MILITARY POLICE REPORT (DA FORM 3975). 
 
 Military Police Report, DA Form 3975 is used to record information of complaints received, incidents 
observed or reported to the military police, and actions taken by them.  It is also used to inform the 
commander concerned of incidents involving his command.  (See Figures 1-3 and 1-4.) 
 
 a. The Purpose of the Report: 
 
 (1) To record information or complaints observed by or reported to military police and actions 
taken. 
 
 (2) Apprise commanders of offenses and incidents involving their command. 
 
 (3) Serve as a record of investigation. 
 
 (4) To record data about investigations conducted by civilian law enforcement agencies which 
would be of concern to the Army. 
 
 b. The report is initiated by the desk sergeant upon receipt of information indicating that police 
action is required.  Completing the form as information is received assures that complaints are recorded 
in order.  These are assigned for follow-up, disposed of, or referred, and posted to the DA Form 3997. 
 
 c. The report may also be begun and completed by military police taking action (i.e., apprehending 
an offender) without referrals from the desk sergeant. 
 
 d. Reporting Formats.  The DA Form 3975 is prepared in one of two ways: 
 
 (1) It may be prepared as an INITIAL REPORT by the desk sergeant or an MP. 
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Figure 1-3.  Military Police Report, DA Form 3975. 
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Figure 1-4.  Military Police Report, DA Form 3975 (continued). 
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 (2) It may be prepared as REPORT TO BE FORWARDED to commanders for their action or 
information or as a forwarding document for: DA Form 3946 (Military Traffic Accident Report) or DD 
Form 1805 (Violation Notice). 
 
 e. Initial Reports are prepared in one copy by the desk sergeant or MP.  Standing operating 
procedures (SOP) dictate the number of copies of final reports.  There are certain offenses that must be 
reported to the U.S.  Army Crime Records Center (USACRC).  The crimes must be one of the four 
categories listed below: 
 
 (1) Violations of Article 111-133 UCMJ.  Generally, felony offenses such as arson, rape, 
murder, and aggravated assault. 
 
 (2) Violations of Articles 77-85, 87-110 and 134 of UCMJ, if they carry with them a sentence of 
6 months or longer.  The individual need not receive that sentence but could have received it at the 
time of the incident. 
 
 (3) Revocation or suspension of driving privileges.  This is for offenses such as driving under 
the influence (DUI), reckless driving; offenses which an individual would be assessed six points at one 
time, as outlined in AR 190-5. 
 
 (4) An offense under the Assimilative Crimes Act (18 USC 13) or other federal statute for 
which there is no corresponding offense in the Manual for Courts-Martial, and where there is a 
sentence of 6 months or longer confinement. 
 
For the above offenses the original DA Form 3975 will be sent to USAGRC.  The first copy will be filed 
at the provost marshal office.  The second will be forwarded to the commander concerned. 
 
 f. Completing the form. 
 
 MPR number.  This number consists of three groups of digits separated by hyphens.  For 
example MPR# 00287-97-MPC002 is one report number.  The first set of numbers is called the 
sequence number and consists of five digits.  The number is assigned as the incident is reported to the 
MP station.  The first MPR of the calendar year is assigned the number 00001.  In your example, the 
MPR sequence number means it is the 287th case.  The sequence numbers start at 00001 on the first 
calendar day (Jan 1) and ends at 2400 hours on the last calendar day (Dec 31) of the current year. 
 
 The second set of numbers is the year suffix.  This is a two-digit number.  It represents the 
calendar year in which the report is processed.  In our example, the year suffix is 97.  This means the 
report number 00287 was in 1997. 
 
 The last element of the MPR number is the Military Police Code (MPC) number assigned to the 
element reporting the offense.  The MPC number consists of the letters "MPC" followed immediately by 
a three- digit numeric code.  In your example, MPC002 represents the provost marshal for Ft Meade, 
MD.  MPC 
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codes are found in AR 190-45 (the table from AR 190-45 listing all MPC numbers is at Appendix A of 
this subcourse).  Therefore the full MPR number is 00287-97-MPC002. 
 
 Report date.  This is the date the report was prepared for distribution.  Use the six-digit format 
(YYMMDD) for dates in all blocks on this form, except in the details of the report on the back of the 
form.  In figure 1-3, the date of the report is 970710.  So far we know that there have been 287 MPRs 
processed between 1 Jan 97 and 10 Jul 97. 
 
 USACRC Control Number.  This is an alphanumeric number separated into four groups by hyphens.  
This number is used when reports are forwarded to the United States Army Crime Records Center 
(USACRC).  Only specified offenses have a Crime Records Center (CRC) number. 
 
 A report requiring notification to the Crime Records Center will receive a CRC number.  In figure 1-3, 
there is a CRC number.  This report does require that the CRC be notified.  Reportable offenses are 
discussed at the end of this lesson. 
 
 The number 97-MPCOO2-4618C-7G1B2 is an example of a cross reference USACRC number.  
The first two digits are the last two numbers of the calendar year.  The second group of numbers is the 
MPC number for the reporting law enforcement element. 
 
 The third group of numbers is the sequential case number from the block of numbers allocated to 
the preparing military police agency by the parent MACOM.  This is a four digit number followed by one 
alpha character.  In your example 4618C would indicate the case sequence number. 
 
 The fourth group of numbers will be the offense code.  This is the code for the most serious offense 
related to the incident.  If the most serious offense was "burglary in a family dwelling," offense code 
7C1B would be used.  This grouping may contain two to five digits, depending on the type offense.  The 
codes may be found in AR 190-45 and in the extract at the end of this subcourse. 
 
 When the MP report pertains to a case referred to CID, the CID case number will be placed in this 
block of the report.  The CID case number can be obtained from the CID element.  When the report is 
not forwarded either to the USACRC or CID, this block is left blank. 
 
 Addresses.  Only forwarded MPRs are addressed.  The "THRU" space is used for the address of the 
commander of the receiving unit's next higher headquarters.  The "TO" space is used for the address of 
the commander receiving the report.  The "FROM" block contains the typed address of the law 
enforcement element which prepares the report.  When the report is signed "FOR THE 
COMMANDER", and it tasks the receiving commander to respond, the address in the "FROM" block 
should reflect the address of the initiating provost marshal office. 
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For example: 

 
 Report Type/Status.  The Report Type/Status block is used by the MP to identify the type of 
report and the status of the MP and commander's actions.  There may be more than one space 
checked.  The Commander's Action Completed block will he checked on the PM file copy upon receipt 
of completed DA Form 4833, Commander's Report of Disciplinary or Administrative Action. 
 
 You can see that two blocks were checked in figure 1-3: "Complaint," and "Commander's 
Action." 
 
 Evaluation.  Incidents are evaluated as follows: 
 
 - Criminal offense - an offense punishable by a punitive article of the Uniform Code of Military 

Justice (UCMJ) or Assimilated Crimes Act. 
 
 - Military offense - when the offense is strictly military in nature, such as AWOL. 
 
 - Traffic offense - when the offense is only covered by traffic control statutes or when the DA 

Form 3975 is used for forwarding a Traffic Accident Report (DA Form 3946) or Violation 
Notice (DD Form 1805). 

 
 - Founded - when the complaint is substantiated. 
 
 - Unfounded - when the complaint cannot be substantiated. 
 
 - Information - when the documenting information that does; not require further police action 

or requests for assistance not involving police enforcement action.  When "Information" in 
block #1 is checked, this box should be checked. 

 
 Complaint/Offense/Incident.  The guideline for entering the types of complaint are listed below.  
When you are reviewing DA Form 3975, make sure that both the word description and the offense 
number are used. 
 
 - Complaint language from the manual for Courts-Martial (MCM) is used, followed by the 

UCMJ punitive article number. 
 
 - If the offense is a civil charge, use the most equivalent UCMJ punitive article with the civil 

charge in parentheses. 
 
 - Civil charges without a military equivalent are stated in the terminology used by the civil 

authorities. 
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 - Military regulation violations include the title of the regulation, the regulation number, and 

the pertinent UCMJ article. 
 
 - Multiple offenses are listed and numbered consecutively. 
 
 The summary of the report is completed on the back of the form (or separate sheet) as a 
continuation of the Complaint block.  Details must be a concise statement answering the questions of 
who, what, when, where, how, and why.  When a person has been identified elsewhere in the report, 
only that person's capitalized last name is used. 
 
 Location.  The exact location of an incident is important.  Check on or off post as applicable.  
The location must be so explicit as to identify the location from any other.  Use street names, building 
numbers, compass direction, measurements, and/or anything else necessary to precisely identify a 
location.  However, do not use mobile objects, such as a footlocker.  This information belongs in the 
details of the report. 
 
 Time of offense.  The exact time should be indicated by the military 24-hour clock.  If the exact 
time is unknown, the most accurate time range is indicated (for example, between 2300 and 0800).  
When using a time range enter the beginning time of the Incident in the top of Block 5 and the ending 
time in the bottom of the same block. 
 
 Date of offense.  The date is indicated in the year/month/date (YYMMDD) format.  If an exact 
day is unknown, a date range is noted (for example, between 970704 and 970705).  When using a date 
range, enter the beginning date of the incident in the top of Block 6 and the ending date in the bottom of 
the same block. 
 
 Offense codes.  The correct offense code must be listed for all reports.  The codes are found in 
Table 4-2 AR 190-45 (an extract is at Appendix A of this subcourse). 
 
 Complaint received by.  Blocks 8, 9, and 10 are completed as follows: 
 
 - The Complaint Received By block contains the rank (not grade, i.e., SFC, not E7), and the 

name of the person receiving the complaint (last name in capitals, first, MI).  This person is 
usually the desk sergeant. 

 
 - The hour received is stated in terms of the military 24-hour clock. 
 
 - The date received is expressed in the six-digit (year-month-date) format. 
 
 MP action referred to.  Check the applicable block or blocks.  The "Other" block refers to other 
agencies.  When this block is checked, the agency must be specified, such as Federal Bureau of 
Investigation (FBI).  The date referred must be in the six-digit (year/month/date) format. 
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 Name of subject.  This block contains the offender's name.  Enter the last name (all in capital 
letters), first name (upper/lower case), and middle name.  If the subject has no middle name, indicate 
by "NMN". 
 
 Blocks 12a through 12o should contain other data on the subject.  We will discuss only those 
which are not self-explanatory. 
 
 - 12a should contain the authorized pay grade for military or DOD civilian personnel, for 

example, E1 or GS8. 
 
 - Persons other than those above will be identified by "CIV" for civilian or "FM" for Army family 

members. 
 
 - 12b for military personnel list their organization address and phone number.  For DOD and 

other civilians, the home address, zip code, and telephone number is listed. 
 
 - 12f is filled in by checking against the Category (1) list at the bottom of the form. 
 
 - 12o will have the correct Race Code entered.  These codes are as follows: 
 
CODE 
 
R .......................................................Red (American Indian) 
M.......................................................Yellow (Asian/Mongoloid) 
N .......................................................Black (Negroid or African) 
C .......................................................White (Caucasian) 
H .......................................................Hispanic (Caucasian or Negroid) 
X .......................................................All others, 
 
 Date of birth is shown in the six-digit (year/month/date) format.  Weight is entered in pounds and 
height is entered in feet and inches. 
 
 If more than one subject is involved, "#1" should be printed or typed in Block 12 preceding the 
name.  Other subjects and personal data are listed on the reverse side of the form in the same 
sequence. 
 
 Involvement.  Check the appropriate box.  A determination of alcohol involvement must be 
based on police observation, witness statement, or blood-alcohol testing.  Drug involvement must be 
determined by medical personnel, except in those instances in which the charge is a drug-related 
offense (use, possession, or trafficking).  Whenever alcohol is involved a DD Form 1920 will be 
completed and attached to the DA Form 3975 as an enclosure. 
 
 Dress.  This is what the subject was wearing at the time of apprehension.  The subjects in the 
sample report were in civilian attire at the time the MPs made the apprehension. 
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 Cooperative.  There are two choices in block 15; "Yes" or "No." If "NO" is checked, an 
explanation must be included in the details of the report.  Refusal to make a statement or to waive civil 
rights does not constitute being uncooperative.  Remember, a subject has the right to refuse to make 
any statement which may be self-incriminating. 
 
 Identifying marks.  All identifying characteristics such as scars, marks, and tattoos which are 
readily visible without a strip search should be noted for each subject.  The description as well as the 
location of the identifying mark should be noted.  If there are no identifying marks, state "NONE" or 
"NONE VISIBLE" as appropriate. 
 
 Persons related to report.  All persons related to a report, except the subject, are identified in 
this space.  Military police involved with the case are included.  However, the name of the person 
shown in Block 8 is not repeated here. 
 
 Names are listed in the format of last (all caps), first, middle initial.  NMI (no middle initial) is 
used when applicable.  The grade will be the military pay grade for military personnel and civilian pay 
grade for DA civilian personnel (for example, GS7).  The codes for column "e" category and "f" status 
can be found at the bottom of the report form. 
 
 Property data.  In the Property Data block, list all lost, stolen, recovered, and/or damaged 
property related to the report.  Evidence which falls into one of these four categories will also be listed 
here.  However, evidence that is confiscated from its owner and has not been lost, stolen, recovered, or 
damaged is not listed in Block 18.  This information should be entered in Block 19b, Disposition of 
Evidence (for example, a knife used by its owner in an aggravated assault is evidence, but not listed in 
Block 18, because it has not been lost, stolen, recovered, or damaged). 
 
 The date listed is the date of loss, theft, damage, or recovery, whichever is later.  The codes for 
"b" and "c" are self-explanatory and can be found at the bottom of the report form.  The codes chosen 
should be the ones that most accurately reflect the type and action.  The code chosen for action must 
reflect the actual state of the property at the time of the report.  Only one code is used for each column.  
The value listed will be the fair market value (U.S.  currency) obtained from the owner or responsible 
agency. 
 
 Disposition.  The disposition of the offender must be stated clearly, to indicate time of release 
and name of unit member accepting release.  If a subject has not been apprehended, the subject will 
be listed as "at large." The disposition of evidence must include a description of the evidence and its 
present location, also indicate the initiation of the DA Form 4137 (Evidence/Property Custody 
Document). 
 
 Enclosures.  This is a list of all the statements and reports completed at the time the MPR is 
prepared.  List those documents which provide facts governing the offense and are being sent with the 
report to the commander. 
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 Distribution.  On initial reports, the Distribution space is left blank.  On final reports, state the 
number of copies and where they are being sent.  Distribution will normally be set by local policy in 
accordance with AR 190-45. 
 
 For the Commander.  Persons signing this form should be designated by local policy, and if 
signing for the commander the person must be on orders.  Reports not requiring commander's action 
can be signed by designated individuals not on orders striking out the "For the Commander" line. 
 
 
PART C - SWORN STATEMENT (DA FORM 2823). 
 
 a. DA Form 2823 is used when taking a statement from any person regardless of their relationship 
to a specific case.  The person may be an accused subject, victim, complainant, or witness.  (See 
Figures 1-5 and 1-6.) 
 
 b. This form is filled out by the person making the statement. 
 
 c. Check for the following: 
 
 (1) Location.  Local SOP will dictate an address which includes building number, street name, 
installation (or city), state, and zip code. 
 
 (2) Date and time.  The date is written day, month and year.  The time is expressed in terms of 
the military 24-hour clock.  The individual making the statement must place his/her initials in the "Time" 
block. 
 
 (3) Name, social security number, grade, organization/address of the person making the 
statement. 
 
 (4) Person's statement.  The statement is prepared by the person in narrative form (first 
person), or in a question and answer format, with the help of the investigator, or narrative and question 
and answer format which produces the best results. 
 
 (5) The person making the statement must initial the bottom of all pages.  When corrections 
are made on DA Form 2823 a slash will be made through each letter of the word to be corrected and 
the person making the statement will initial the correction.  White-out and correction tape will not: be 
used. 
 
 (6) Number of total pages.  The number of total pages will be written at the bottom of each 
additional page (page 2 of 4 pages).  When more than two pages are used, the back of page number 
one will be lined out and the statement concluded on the reverse side of another copy of the DA Form 
2823. 
 
 (7) Affidavit.  Indicates the statement has been sworn to under oath and signed by the person 
making the statement.  The authority for military police to administer oaths is contained in Article 136 
(b)(4) UCMJ. 
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 (8) Signatures of persons administering and witnessing the oath.  The witness will complete 
and sign the form along with the person who administers the oath. 
 
PART D - MILITARY POLICE DESK REFERENCE CARD (DA FORM 3998). 
 
 a. This form is kept in a card index file by the desk sergeant.  The form (called a desk reference 
card) is a reference for police to quickly identify individuals who have previously been a subject, 
complainant, victim, suspect, or witness to a complaint.  One form is filled out on each person whose 
name appears on a DA Form 3975.  A brief description "Larceny," the date, the person's part in the 
incident, and the police report number and blotter entry number will be recorded.  Later entries of the 
same person will be recorded on the form bearing his name.  A DA Form 3998 card IS NOT prepared 
on investigating MPs.  A brief synopsis of the final disposition should be entered for all entries where 
the individual is the subject of an offense. 
 
 b. This card is valuable to the investigator as well as the provost marshal.  When conducting an 
investigation, a search of the file will quickly reveal whether a person has a record of previous offenses.  
Such offense reports can be quickly reviewed. 
 
 c. To the provost marshal, a review of the card file may reveal repeated offenders.  Prompt notice 
to commanders in such cases is essential so he may properly guide the person and prevent further 
offenses.  (See Figure 1-7.) 
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Figure 1-5.  DA Form 2823 (Sworn Statement). 
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Figure 1-6.  DA Form 2823 (Sworn Statement, Back). 
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Figure 1-7.  Military Police Desk Reference, DA Form 3998. 
 
 d. Completing Military Police Desk Reference Card, DA Form 3998 
 
 (1) Name.  The last name is first (should be all capitals) first name and middle initial.  If no 
middle initial put NMI in capital letters. 
 
 (2) The grade referred to is the pay grade (E4, E5, E6, etc.) not rank. 
 
 (3) Self-explanatory. 
 
 (4) Enter the unit of the individual in the ORGANIZATION block. 
 
 (5) The STATION block should contain the name of the installation, state, and zip code. 
 
 (6) The BLOTTER ENTRY block should contain: The entry number, the blotter date (year, 
month, day), the offense, the individuals involved in the case, the police report number. 
 
PART E - MILITARY POLICE TRAFFIC ACCIDENT REPORT (DA FORM 3946). 
 
 a. DA Form 3946 is prepared for all traffic accidents reported to the military police (see Figures 1-8 
and 1-9). 
 
 b. The traffic accident report is used as follows: 
 
 (1) Record data of traffic accidents reported to and invest gated by the military police. 
 
 (2) Provide data for analysis, review, and to support accident prevention and safety programs. 
 
 c. Military vehicles involved in accidents with nonmilitary vehicles are recorded as vehicle number 
1.  If all vehicles are the same, they are numbered 
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in whatever order is easier.  When more than two vehicles are involved in an accident and continuation 
forms are used, the drivers and occupants should be listed on the same form as their respective 
vehicles. 
 
 d. Check the following: 
 
 (1) Time of accident.  (Use military time as 1015.) This is the actual time of the accident, not 
the time it was reported nor the time the investigation began. 
 
 (2) Location.  The route number/name of the highway or street, road, alley, etc.  If the accident 
did not occur in an intersection, enter the nearest intersecting street or landmark. 
 
 (3) Type of accident.  Mark an "X" in the box which best describes the incident.  Enter the total 
number of vehicles.  Indicate the number killed/injured.  Mark the "Property damage only" block if there 
were no fatalities or injuries. 
 
 (4) Information about: 
 
 (a) Vehicle.  Enter the USA registration number if it is a military vehicle.  If the vehicle is 
civilian, enter the state license plate number and make of vehicle (Dodge, etc.).  Describe the model 
and style of vehicle (Malibu, etc.). 
 
 (b) Driver.  Name, rank, sex, social security number, organization/unit, and license 
number.  If there was no driver in the vehicle at the time of the accident, enter "No Driver" in the name 
block.  If dependent, enter name followed by dependency status and abbreviate unit of sponsor, (d/wife 
of SFC Harry N.  Jones, B/MP SCH). 
 
 (c) Occupants.  List name, rank, SSN.  Use unit address for all military personnel.  Enter 
name, SSN, dependency status, and abbreviated unit of sponsor for dependents.  Indicate which 
vehicle the occupant was in. 
 
 (d) Pedestrians.  Name and address of any involved in the accident.  The information is 
written in the same manner as an "Occupant." Describe exactly what he was doing at the time of the 
accident. 
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Figure 1-8.  DA Form 3946 
Military Police Traffic Accident Report 
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Figure 1-9.  DA Form 3946 
Military Police Traffic Accident Report (Back) 
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 (e) Witnesses.  Enter the name and addresses in the same manner as that of an 
occupant.  A telephone number should be entered. 
 
 e. Vehicle damage information.  No dollar damage estimates will be made.  Mark the proper box 
for damage severity.  When a vehicle must be towed away from the accident scene, write the name of 
the towing/wrecker service.  If a bus, motorcycle, trailer, or other type vehicle is damaged, sketch the 
type vehicle and shade the area of worst damage. 
 
 When property other than a vehicle is damaged, describe it.  Do not omit any important facts.  
Limit your description to the space allotted.  However, in some cases involving severe damage to high 
value items, you may need to attach damage statements or estimates of the repair cost (1/2-ton truck 
striking parked bus). 
 
 f. Sketch of accident.  Space is provided on the form for most minor accidents.  Serious accidents 
will require a detailed separate diagram. 
 
 The following items should be noted on the diagram based on the degree of damage.  Minor 
accidents will require fewer items. 
 
 (1) Arrow in the upper right corner of the sketch showing north.  (All sketches.) 
 
 (2) Roadway layout. 
 
 (3) Vehicles. 
 
 (4) Pedestrians. 
 
 (5) Objects on or off the roadway. 
 
 (6) Traffic controls. 
 
 (7) Skid marks. 
 
 (8) Unusual/temporary conditions (ice patch, stones, gravel, etc.). 
 
 (9) Probable point of impact. 
 
 (10) Position of vehicles, pedestrians, or objects at point of impact. 
 
 (11) Probable paths of vehicle/pedestrian before and after the collision.  A broken line indicates 
path before the collision.  A solid line shows path of travel after collision. 
 
 g. Description of collision.  Describe what probably happened before, during, and after the 
collision.  Include information not on the diagram or other parts of the form.  Describe special conditions 
or events. 
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 h. Action taken by military police.  Enter the names of all personnel charged with any offense.  
Enter all data required in the "Name" and "Address" portion of the report under "Occupants" if their 
name does not appear elsewhere on this form.  List a report number for each person charged.  If cited 
on a DD Form 1805 or 1408, enter the number of the form.  Complete all blocks in this section 
applicable to the accident.  Enter the names of other agencies in the investigation.  If another agency 
did the entire investigation, state "All information supplied by Mobile, AL PD." Enter the name and 
grade of the person conducting the investigation and have them sign. 
Complete the approval line as required by standing operating procedures (SOP). 
 
PART F - VIOLATION NOTICE (DD FORM 1805). 
 
 a. This form is used by law enforcement personnel in conjunction with the U.S.  Magistrate or U.S.  
District Court to cite violators for minor offenses IAW AR 190-29.  The provost marshal will coordinate 
with the U.S.  Magistrate of his area for the following: 
 
 (1) A list of minor offenses for which mail-in procedures are authorized and the amount of 
collateral for each offense. 
 
 (2) The amount of the fine for each specific offense. 
 
 (3) A list of minor offenses which require a mandatory appearance of the violator before the 
magistrate. 
 
 b. The form is a four-ply citation printed on carbon paper and prenumbered in a series for 
accounting control.  The form will be bound in books of 10 violation notices per book. 
 
 c. Information entered on DD Form 1805 is dependent upon: 
 
 (1) VIOLATION: The type of violation (standing, moving traffic violation, or non-traffic offense). 
 
 (2) MANDATORY APPEARANCE: If the offense requires a mandatory court appearance 
before a U.S.  Magistrate, check the appropriate box on the violation notice.  Do not mark a violation 
notice for mandatory appearance unless the forfeiture schedule shows that the offense requires such 
an appearance. 
 
 (3) REQUEST FOR APPEARANCE: If the offender requests an appearance, instruct him to 
properly mark his copy of the violation and mail to the Central Violation Bureau. 
 
 (4) SEPARATE VIOLATION NOTICES: Do not issue ONE violation notice for more than one 
offense.  A separate violation notice must be completed for each offense. 
 
 (5) PREPARATION OF VIOLATION NOTICES: In preparing Violation Notices, use a ballpoint 
pen and all copies should be clearly legible.  Check 
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the defendant's copy for the address of the Central Violation Bureau in your area.  After issuance 
nothing may he changed on the white (original) copy. 
 
 d. Guidelines for completion of violation notice (see Figure 1-10). 
 
BLOCK 1 The Central Violation Bureau code.  It is the primary means used by the clerk's office 

to identify the different agencies within a district or circuit.  Consult your local Central 
Violation Bureau for your agency code. 

 
BLOCK 2 & 3 The identification of the charging officer (MP use SSN as the officer number). 
 
BLOCK 4 & 5 The date and time the offense was committed.  The time of commission may differ 

from the time when the violator is cited.  In those situations, such information may be 
included in Block 9 or on the reverse side of the form in the "probable cause" section. 

 
BLOCK 6 Specify if the defendant was apprehended. 
 
BLOCK 7 This block is for any internal code the court may require; such as 1-parking, 2-

moving, 3-other. 
 
BLOCK 8 The specific statute or regulation violated.  The general term "offense code" is used 

as a generic term, and may refer to federal statutes, the Code of Federal Regulations 
(CFR), or to state statutes assimilated into federal law. 

 
BLOCK 9 The place where the violation occurred. 
 
BLOCK 10 The description of the violation charged.  This space may be used to provide 

shorthand titles for violations. 
 
BLOCK 11 A checklist to be more descriptive of parking and speeding violations. 
 
BLOCK 12 A checklist for moving violations to describe the visibility, traffic, and road surface 

conditions. 
 
BLOCK 13-28 The identification of the defendant. 
 
BLOCK 29-34 The identification of an automobile - designed for vehicle related offenses. 
 
BLOCK 35-37 The place and time for court appearance The completion of this part will vary among 

the district courts.  Completed by the issuing officer if local policy directs.  If the 
scheduling of the court appearance is handled by the clerk's office or the magistrate, 
the defendant will be notified of a court date by mail. 
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BLOCK 38 The amount of collateral (the fine), set by the court for the violation.  If the offense 

requires a mandatory court appearance, this block will remain blank. 
 
BLOCK 39 Mandatory or optional court appearances.  Box A is for offenses that require a court 

appearance.  Box B is used when the defendant has a choice of either forfeiting 
collateral or appearing in court. 

 
 e. DD Form 1805 Statement of Probable Cause. 
 
 (1) This statement serves as the basis for an arrest warrant or a summons if the offender failed 
to appear before the U.S.  Magistrate or to pay the fine. 
 
 (2) The statement should be completed at the same time as the DD Form 1805. 
 
 (3) Used according to local guidance from the Installation staff judge advocate and the U.S.  
Magistrate or District Court. 
 
 (4) Will be keyed to the number of the DD Form 1805 issued to the violator or offender. 
 
 f. Completing Statement of Probable Cause (see Figure 1-11). 
 
 (1) Enter violation date. 
 
 (2) Location of violation. 
 
 (3) Site and District of the Court. 
 
 (4) This section should contain a standard statement agreed upon by SJA and the local 
Magistrate.  This should describe the violation and will contain specifics should an arrest warrant be 
required. 
 
 (5) Place an X in one of the boxes provided. 
 
 (6) The issuing officer will enter the date (day, month, year), their signature, printed name, and 
title. 
 
 (7) To be completed by the United States Magistrate. 
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Figure 1-10.  DD Form 1805. 
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Figure 1-11.  DD Form 1805 (Copy 1 Reverse) 
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 g. Use of Promise to Appear (see Figure 1-11), bottom of the form. 
 
 (1) This portion will be used only according to the policy and instructions from the U.S.  
Magistrate or District Court and the Installation Staff Judge Advocate.  If used, it will be keyed to the 
number of the DD Form 1805 issued to the violator. 
 
 (2) Completing Promise to Appear is self explanatory. 
 
 h. Distribution of DD Form 1805. 
 
 (1) The original (white) and the first copy (yellow) will be forwarded by the next working day to 
the Central Violations Bureau of the local U.S.  District Court. 
 
 (2) The next copy (pink) is kept by the issuing authority. 
 
 (3) The next copy (gold card stock) is issued as follows: 
 
 (a) For violations occurring when the violator is absent (parking offense), all entries 
concerning him will be left blank.  The copy will be placed on his vehicle. 
 
 (b) In all other cases the copy will be issued to the violator. 
 
PART G -ARMED FORCES TRAFFIC TICKET (DD FORM 1408). 
 
 a. This form should he used in lieu of DD Form 1805 for all traffic violations of military regulations.  
The form may be used as a warning notice for certain violations outlined by SOP.  When used as such 
the MP must check the WARNING block and explain reasons for warning notice in the remarks section.  
The warning notice may be processed as an actual traffic ticket or filed in accordance with SOP. 
 
 b. Completing DD Form 1408.  (See Figures 1-12 through 1-15.) 
 
 (1) Violator's last name followed by first name and middle initial (1). 
 
 (2) Violator's name (2), date of birth (year-month-day)(3), and SSN (4). 
 
 (3) The violator's unit address (5) with zip code and state where the military installation is. 
 
 (4) Vehicle's identification. 
 
 (a) Driver's license number (6). 
 
 (b) Issuing authority (7). 
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Figure 1-12.  DD Form 1408. 
Armed Forces Traffic Ticket (Front). 
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 (c) Make, year, and description of vehicle (8). 
 
 (d) State license or registration number (9) or military registration number. 
 
 (e) Installation tag number to include color of the tag (blue, red, green) (10).  This space 
will be marked N/A for nontactical vehicles or vehicles not registered on post.  For tactical vehicles, 
record the bumper number. 
 
 (f) Date of the incident (day-month-year)(11). 
 
 (g) Time of incident (12). 
 
 (h) Location (13). 
 
 (5) Description of violation or violations.  Place an "X" in those blocks which pertain to the 
violations.  If a violation is not listed, describe it in the block labeled "OTHER VIOLATIONS" (14). 
 
 (6) Conditions at time of violation.  Mark those blocks which may have increased the 
seriousness of the violation such as inclement weather.  Mark the highway type (15). 
 
 (7) Remarks section.  Use if incident warrants (16). 
 
 (8) Signature/organization.  Name of the individual issuing the ticket with the signature directly 
above the printed name (17).  The name of the provost marshal office should be in the 
organization/installation block, the installation and state (18).  Place rank in the last block (19). 
 
 (9) Issuing authority's notes.  (See Figure 1-13.) Remarks which the MP may review later in 
preparation for a court appearance. 
 
 (10) Witnesses.  Obtain enough information from them so that they can easily be found at a 
later date, if required. 
 
 (11) Request for action taken on traffic violation (copy 1, reverse side, Figure 1-14).  This is 
completed by the provost marshal's office.  It is then forwarded to the violator's command for 
appropriate action.  The form is then returned to the provost marshal's office and filed. 
 
 (12) Instructions to the violator (see Figure 1-15).  Enter a check and any additional data as 
required by SOP. 
 
PART H - ALCOHOLIC INFLUENCE REPORT (DD FORM 1920). 
 
 a. Record observations of behavior and tests on persons apprehended for an offense in which 
alcoholic influence is a factor. 
 
 b. Completing DD Form 1920 (see Figures 1-16 and 1-17). 
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 (1) Complete the first five lines.  Enter the information requested or place "NA" in the block.  
The violation report number is taken from DA Form 3975.  The accident report number block will be 
used if a traffic accident has occurred. 
 
 (2) Section I.  Observation. 
 
 Complete with your name (first, initial, last), grade, SSN, and organization.  The block to 
the right should be completed by a witness (partner).  The remaining blocks consist of checking the 
appropriate section.  If nothing was observed leave the line blank or write "NONE." 
 
 (3) Section II.  Performance tests. 
 
 (a) Make sure that individuals have been advised of their rights before being asked to 
perform the test recorded in Section II.  The person may refuse to perform these tests.  If so, enter 
"REFUSED TEST" in the remarks block.  If the person refused to finish a test once started, enter 
"REFUSED TO CONTINUE TEST" in the remarks block. 
 
 (b) The tests are conducted as follows: 
 
 1 Horizontal Gaze Nystagmus Test.  Nystagmus refers to a jerking of the eyes as they 
gaze to the side.  Many people will show nystagmus or jerking when their eyes tract to the extreme left 
or right.  However, as people become intoxicated the onset of jerking occurs after fewer degrees of 
turning and the jerking at more extreme angles becomes more pronounced.  With training and practice, 
police can closely estimate the blood alcohol concentration and degree of intoxication based on the 
horizontal gaze nystagmus test. 
 
 2 Walk and Turn Test.  The modified Walk and Turn Test consists of two parts.  The 
first part requires a suspect to balance heel to toe while listening to instructions.  For an intoxicated 
person, doing two things at once is very difficult.  The second part of the test requires the suspect to 
take a predetermined number of steps, usually nine, down a straight line, turn and return to the starting 
point in nine steps.  Along with the actual instructions for the walking and turning movement, the 
suspect is told not to raise his arms and not to stop and, in fact, to turn around smoothly.  Violation of 
any instruction; such as raising your arm(s), stopping, taking ten or more steps, or not keeping your 
heels and toes within a certain distance of each other will result in one point being deducted from the 
performance of the test. 
 
 3 One Leg Stand Test.  In this test, the suspect is required to stand on one leg for 
approximately 30 seconds.  The time requirement is important, as drivers with blood alcohol 
concentration (BACs) in the .10 percent to .15 percent range may pass the test if they are permitted to 
balance for less than 30 seconds.  As with the walk and turn test, various specific instructions are given 
to the suspect, violation of any of which will count for points. 
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Figure 1-13.  DD Form 1408 
(Copy 2, reverse side, yellow) 
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Figure 1-14.  DD Form 1408 
(copy 1, reverse side, white) 
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Figure 1-15.  DD Form 1408 
(Copy 3 reverse side, pink) 

"FOR TRAINING PURPOSES ONLY" 
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Figure 1-16.  DD Form 1920 
Alcohol Influence Report (Front) 
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Figure 1-17.  DD Form 1920 
Alcohol Influence Report (Back) 
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 (4) Section III, Interview (See Figure 1-17).  Prior to completing this section, a suspect has to 
be warned of his rights.  The section is not used if a suspect refuses to answer.  If the question does 
not apply, enter "NA." The handwriting sample should consist of the subject's name and/or any other 
writing desired. 
 
 (5) Section IV, Chemical Tests.  Programs for detection, apprehension, and testing for alcohol 
and drug abuse are the responsibility of installation commanders.  All chemical tests will be given by 
qualified operators.  Leave the Test Results block blank until results are received.  When chemical tests 
are used, the suspect must be informed that if he or she does not permit or complete the test, it will 
result in the loss of on-post driving privileges for one year. 
 
 (6) Section V, video tape, motion picture, voice recordings.  A suspect does not need to be 
warned if the use of such equipment is conducted in a manner which a suspect with normal perception 
can understand.  It must not be secretly done. 
 
 (7) Section VI, supplemental data.  Use if there are witnesses, vehicle occupants, etc. 
 
PART I - PROPERTY RECEIPT (DA FORM 4137). 
 
 a. This form is used as a receipt to record chain of custody, authority for final disposition, final 
disposition, and witnesses involved.  It is also used as a record for all property seized as evidence, 
received from prisoners or detained persons, or property found and recovered. 
 
 b. The form is prepared as an original and three copies.  The custodian is responsible for the 
distribution of the form after the chain of custody is completed.  All copies are assigned a document 
number.  The original and first copy are kept by the custodian.  The CID agent or MP is given the 
second copy to be placed in the proper case file.  The third copy is used as a receipt when evidence is 
received. 
 
 c. Completing DA Form 4137.  (See Figures 1-18 and 1-19.) 
 
 (1) The military police report number or CID sequence number assigned to the investigation. 
 
 (2) CID ROI number assigned to the investigation. 
 
 (3) The office conducting the investigation. 
 
 (4) Room number, building number, installation, state, and zip code of the office conducting 
the investigation. 
 
 (5) Completed when evidence is received from a person rather than from a crime scene.  
When evidence is obtained from a person, the Owner or Other block is checked.  When evidence is not 
received from a person, a term 
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such as "CRIME SCENE" or "FOUND" should be entered in this block and the "Other" block will be 
checked. 
 
 (6) The address of the person from whom the evidence is obtained.  If not applicable, write 
"NA" in the block. 
 
 (7) Enter the location of the evidence at the time acquired.  May include a sketch.  If found on 
a person, enter person's rank, name, and location. 
 
 (8) When an item is possible evidence, place "EVIDENCE." May enter "SAFEKEEPING" or 
"FOUND PROPERTY," as appropriate. 
 
 (9) When the evidence was acquired by the Special Agent (SA) or MP, it may cover a span of 
time.  Use the alpha/numeric format (such as 1500, 15 Sep XX or 1500-1600, 15 Sep XX). 
 
 (10) A numbering sequence of the separate items appearing on the form and corresponding 
with the item number shown on the evidence tag.  Each item should be assigned a separate item 
number.  In cases when like items are found at the same place, but are already grouped when received 
by the SA or MP, one entry number is sufficient. 
 
 (11) Each item will normally be listed by itself.  When like items are grouped, you may list them 
under one entry (20 pills). 
 
 (12) Enter a detailed and accurate description of each item of evidence.  Describe the item's 
physical characteristics and condition, especially if the item is valuable.  The value of articles is never 
estimated or listed, nor is the type of metal or stone in the case of jewelry or similar items, beyond 
stating their color, size and shape.  Tell where you marked the item for identification and what you 
marked on the items.  When marking evidence, put your initials, date, and time.  The words "LAST 
ITEM" are placed in capital letters after the last item listed.  These words are centered on the page, and 
solid lines are drawn from the words to the margin on each side of the form, or capital Xs may be used. 
 
 (13) Enter the item number.  If several items, you may list them all in one block. 
 
 (14) Enter the date you received or released the items.  Use alpha/numeric format for day, 
month, and year (6 Jun 97). 
 
 (15) Name and signature of the person from whom the property was taken.  Should the person 
refuse or be unable to sign, his name and grade is entered with the term "REFUSED TO SIGN" or 
"UNABLE TO SIGN."  When the evidence is obtained directly from the crime scene or found by the 
special agent (SA) or MP, the first "RELEASED BY" block should be annotated "NA." 
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 (16) The first entry under "RECEIVED BY" should be the SA or MP receiving the property.  
Each time the evidence changes possession, the "CHAIN OF CUSTODY" should be filed out 
accordingly. 
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Figure 1-18.  DA Form 4137 
Evidence/Property Custody Document (Front) 
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Figure 1-19.  DA Form 4137 
Evidence/Property Custody Document (Back) 
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 (17) The purpose for the change of custody should be described briefly, such as "EVALUATION 
AS EVIDENCE" or "RELEASED TO EVIDENCE CUSTODIAN." This procedure is followed for each 
custody change. 
 
 (18) Location should be written in pencil (such as "SAFE 1, SHELF 4"). 
 
 (19) Document number is a two-part number (such as "1-97") which represents the first 
evidence custody document received in the calendar year. 
 
 (20) Final disposal action section is used by the evidence custodian and approving authority in 
making final disposition of the evidence, Completion of this section only pertains to documents retained 
by the evidence custodian.  The number of the item is entered on the destroy line.  The name, rank, or 
address will be entered on line one (person to receive property).  For evidence which will be destroyed, 
the item number and method of destruction is indicated (such as "ITEM 1 -BURN"). 
 
 (21) The final disposal authority section is completed when the evidence is of no further value.  
Portion number one is completed by the evidence custodian.  The second portion is completed by the 
individual authorized to grant final disposal authority (usually SJA). 
 
 (22) The witness to destruction of evidence section is completed for any items of evidence that 
are destroyed.  The witness will place their name, organization, and signature in this section. 
 
PART J -MILITARY POLICE PROPERTY IDENTIFICATION TAG (DA FORM 4002).  (See Figure 1-
20.) 
 
 a. This tag is made out in one copy.  It is used to identify items of property which are found, seized 
as evidence, or received by military police for safekeeping.  It is used in conjunction with DA Form 
4137, Property Receipt. 
 
 b. The tag is completed by the MP or SA initially acquiring the evidence and is attached to the 
property. 
 

 
 

Figure 1-20.  DA Form 4002. 
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 (1) Document number.  Used by the evidence custodian. 
 
 (2) MPR/CID number.  The military report number will be entered.  This number is copied from 
DA Form 4137. 
 
 (3) Item number.  Use the same number or sequence used on DA Form 4137.  For example, if  
the property is item number 2 and there are 6 items listed on the DA Form 4137, write "2 of 6 items." (4) 
Remarks.  Brief notes may be entered to identify the item (such as key, pistol, TV, etc.). 
 
PART K - RIGHTS WARNING PROCEDURE/WAIVER CERTIFICATE (DA FORM 3881). 
 
 a. The Rights Warning Certificate must be filled out prior to questioning a suspect or accused 
person.  The MP must advise a suspect of their rights under the provisions of Article 31, UCMJ or under 
the Miranda ruling.  The Rights Warning Procedure/Waiver Certificate is a fact of record that the 
suspect or accused person was advised and understood their legal rights and is or is not willing to 
discuss the offense(s) under Investigation.  When an apprehension is made by an MP the Rights 
Warning Card, GTA 19-6-6 should be used to inform the suspect of his rights.  The MP should read the 
card verbatim to the suspect or accused to avoid courtroom conflict should the question of rights 
warning arise.  (See Figure 1-21.) 
 
 b. Completing the DA Form 3881.  (See Figure 1-22.) 
 
 (1) Location: Place where the DA Form 3881 is completed post or city, state, and zip code). 
 
 (2) Date: Date the form is prepared. 
 
 (3) Time: Have the suspect/accused enter the time.  Use military time, and have the 
suspect/accused initial above it. 
 
 (4) File Number: Military police report number. 
 
 (5) Suspect's/accused's last name, first name, and middle initial or full middle name. 
 
 (6) Social Security Number: Suspect's/accused's social security number. 
 
 (7) Grade: Suspect's/accused's rank (example: PFC, CPT) if military, if civilian employed by 
the U.S.  Government, enter the civilian pay grade (example: GS-07). 
 
 (8) Organization/Address: Suspect's/accused's military organization (unit) if they are military, 
or civilian address if they are civilian.  Include post, city, state, and zip code as applicable.  If the civilian 
is employed by the U.S.  Government, write their organization in this block. 
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Figure 1-21.  GTA Card 
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Figure 1-22.  DA Form 3881 
Rights Warning Procedure/Waiver Certificate 
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 (9) Your identification (duty title) and the office you represent.  (FOR example, Military Police 
Investigation, Provost Marshal's Office.) 
 
 (10) Offense or crime that the suspect or accused is believed to have committed.  Use the term 
or wording from the UCMJ; if the act was to steal a radio, enter "Larceny" or larceny of private property.  
After the offense listed from the UCMJ, place three (3) slash marks (///). 
 
  After the offense is listed make sure the interviewee reads the rest of the statements in 
Section A. 
 
 (11) Comment: Comments will be filled out when anything unusual occurs while filling out the 
form or while advising the suspect/accused of their rights (example: a refusal to sign or claim that the 
suspect/accused does not understand the rights warning, or suspect states that he waived his right but 
refused to sign the form). 
 
WAIVER BLOCK 
 
 (12) Signature of Interviewee: If the suspect/accused understood their rights and is willing to be 
questioned about the offense(s), have them sign.  If they waive their rights, but refuse to sign the 
waiver, proceed with questioning after noting on the certificate that they: 
 
 (a) Understand their rights. 
 
 (b) Do not want a lawyer. 
 
 (c) Refused to sign. 
 
 (13) Signature of Investigator: Sign your name. 
 
 (14) Typed name of Investigator: Type or print your first name, middle initial, last name. 
 
 (15) Investigator's Organization: Type or print the unit to which you are assigned.  Include post, 
state, and zip code. 
 
 (16) Signature of Witnesses: This is the person who witnessed the rights warning and the 
completion of the form.  Your partner will probably be the witness.  Have him or her sign the form.  
Enter the witness' name, address or organization, and telephone number on the two lines below the 
word "WITNESSES." Always make an attempt to have a witness present during the rights warning 
procedure. 
 
NON-WAIVER BLOCK 
 
If the suspect/accused requests a lawyer or does not want to be questioned or say anything, have them 
check the appropriate block. 
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 (17) I do not want to give up my rights: 
 
 ________ I want a lawyer. 
 
 ________ I do not want to be questioned or say anything. 
 
 (18) Signature of Interviewee: Have the suspect/accused sign here.  NOTE: Remember that the 
suspect/accused signs either the waiver or non-waiver portion of the form, not both!) 
 
SECTION B (See Figure 1-23) 
 
 (19) The Warning:  This section will be read verbatim to the interviewee.  The suspect/accused 
must fully understand his/her rights. 
 
 (20) The Waiver: Obtaining a waiver may depend largely on your attitude and your treatment of 
the suspect/accused.  Always remember: 
 
 (a) Make no effort to influence the suspect/accused to alter their desire not to be 
interviewed. 
 
 (b) Give the accused or suspect the location and telephone number of the nearest SJA 
office if they state they wish the services of a lawyer. 
 
 (c) Use great care to avoid saying anything which can be used by the defense lawyer to 
imply that you threatened, tricked, or otherwise influenced the suspect/accused into waiving their rights.  
You cannot tell the suspect/accused they would be better off without a lawyer, or all that you want is the 
truth and that it isn't necessary to consult with a lawyer for that.  Never say anything to suggest what 
you think the suspect/accused should do. 
 
 (d) Immediately terminate questioning a suspect/accused once a request is made to 
speak with a lawyer. 
 
 (21) Special instructions can be helpful in showing some things that happen on an investigation. 
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Figure 1-23.  DA Form 3881 (Back) 
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LESSON 

 
PRACTICE EXERCISE 

 
 
REQUIREMENT: The following questions are multiple choice, completion, and true/false.  You are to 
select the one that is correct.  Indicate your choice by CIRCLING the letter beside the correct choice 
directly on these pages.  This is a self-graded lesson exercise.  Do not look up the correct answer from 
the lesson solution sheet until you have finished.  To do so will endanger your ability to learn this 
material.  Also, your final examination score will tend to be lower than if you had followed this 
recommendation. 
 
1.  The date entered on the Military Police Desk Blotter should be in which of the following formats?  
Note: XX represents the year. 
 
 a. XX/10/31. 
 
 b. 31/10/XX. 
 
 c. 31 Oct XX. 
 
 d. Oct 31, XX. 
 
2.  A desk blotter entry concerning juveniles will be entered as: 
 
 a. PROTECTED IDENTITY. 
 
 b. RESTRICTED ENTRY. 
 
 c. PROTECTED MINOR. 
 
 d. RESTRICTED IDENTITY. 
 
3.  Which of the following forms serves as a record of MP investigations? 
 
 a. DA Form 3975. 
 
 b. DA Form 3997. 
 
 c. DA Form 4833. 
 
 d. DA Form 4203. 
 
 
 
 
 
 
 
 
 
 1-51 MP1008 



 
4.  Violation of which of the following articles of the UCMJ must be reported to the U.S.  Army Crime 
Record Center? 
 
 a. 30 - 55. 
 
 b. 111 - 133. 
 
 c. 149 - 159. 
 
 d. 160 - 165. 
 
5.  Authorization for administering the oath for a Sworn Statement: is contained in: 
 
 a. 18 U.S.  Code. 
 
 b. United States Constitution. 
 
 c. Article 136, UCMJ. 
 
 d. AR 195-5. 
 
6.  The Military Police Desk Reference card indicates the offense charged and the individual's name is 
entered on the form. 
 
 a. True. 
 
 b. False. 
 
7.  Which of the following forms are prenumbered in a series for accounting control? 
 
 a. DA Form 1408. 
 
 b. DD Form 1308. 
 
 c. DA Form 1805. 
 
 d. DD Form 1805. 
 
8.  You apprehend an individual suspected of operating a vehicle under the influence of alcohol.  Which 
of the following IS a performance test for observing the individual's behavior? 
 
 a. Finger to ear. 
 
 b. Walk the curb. 
 
 c. Run, dodge, jump. 
 
 d. Walk and turn. 
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9.  DA Form 4137 is NOT used as a receipt to establish chain of custody for evidence acquired by 
military police. 
 
 a. True. 
 
 b. False. 
 
10.  The Rights Warning given by military police is found on: 
 
 a. GTA 190-2. 
 
 b. DA Form 3981. 
 
 c. GTA 19-6-6. 
 
 d. DD Form 3891. 
 
11.  Which article of the UCMJ has provisions for rights warning? 
 
 a. 21. 
 
 b. 31. 
 
 c. 41. 
 
 d. 51. 
 
12.  A list of Military Police Unit Numbers may be found in: 
 
 a. AR 19-45. 
 
 b. AR 190-4. 
 
 c. AR 190-45. 
 
 d. AR 19-4. 
 
13.  You have been given the responsibility to complete the MP Desk Blotter.  Which is the proper way 
to close the Blotter? 
 
 a. Closed. 
 
 b. CLOSED. 
 
 c. Blotter Closed. 
 
 d. BLOTTER CLOSED. 
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14.  SFC Jeffery McDonald made blotter entries numbers 1, 8, and 15.  Which is the correct way to 
enter his name in the "ENTERED BY' block? 
 
 a. JEFFERY McDONALD. 
 
 b. Jeffery (NMI) McDonald. 
 
 c. MCDONALD. 
 
 d. McDonald. 
 
15.  The correct way to enter the time when the Desk Blotter is opened is: 
 
 a. 1000. 
 
 b. 1001. 
 
 c. 0001. 
 
 d. 0110. 
 
SITUATION: On 2 Jan XX, at 0130 hours, Unit 6, Specialist Jane Jones and Specialist Don Radford, 
SSN 766-80-8001, of the MP Co, Ft.  McClellan, AL 36205-5030, noticed a car leaving the NCO Club at 
a high rate of speed.  Utilizing the radar unit in their vehicle, Specialist Jones, SSN: 578-21-0901, 
recorded the vehicle on Third Street doing 65 mph in a 35 mph zone.  Unit 6 pulled the violator over 
and approached the vehicle.  The driver of the speeding car opened his car door to get out.  He fell out 
of the car-, dirtying his Class A uniform.  The driver of the car is SFC Paul Patterson, SSN:  777-25-
8367.  He is 36 years old, 160 lbs, and assigned to the 193d Inf Brigade, Ft.  McClellan, AL 36205-
5030.  His driver's license is from Pennsylvania, No.  15759290.  SFC Patterson's breath smelled 
strongly of alcohol; his words were slurred, and he kept laughing for no reason.  You place SFC 
Patterson into custody at 0200 hours, and read him his rights.  The MPR number is 00010-XX-
MPCXXX.  The performance tests started at 0220 hours and the interview was conducted by Specialist 
Jones.  SFC Patterson understands all instructions very well.  The balance, walking, and turning tests 
were inconclusive, therefore, you were unsure of the results.  The effects of the alcohol were obvious, 
making him unfit to drive.  The interview began at 0245 hours.  During the interview you asked him the 
following questions for which he gave these answers.  Were you operating a vehicle?  Yes.  Where 
were you driving to?  Home.  What street or highway are you on?  Not sure.  What is your direction of 
travel? Not sure.  What time is it now?  Around midnight.  What city are you in?  Ft McClellan, AL.  
What is the date?  2nd of January.  What is the day of the week? Saturday.  When did you eat last? 
About 10 hours ago.  What did you eat? Steak and fries.  What were you doing the last 3 hours? 
Talking to friends.  Have you been drinking? Some.  What?  Beer.  How much?  Some.  Where?  NCO 
Club.  What time did you start?  After work.  Time stopped? 
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Hour ago.  Are you under the influence of an alcoholic beverage now?  No.  What is your occupation?  
MOS 71L (Typist).  When did you last work?  Yesterday.  The next 13 questions were all answered with 
a NO.  Most of the items are Not Applicable (NA).  The final four questions are: When did you last 
sleep?  Last night.  How much sleep did you have?  10 hours.  Are you wearing false teeth?  No.  Glass 
eye?  No. 
 
The interview is now over.  Have the interviewee give you a handwriting sample, i.e., name.  You now 
transport the subject to the Army hospital on Ft. McClellan.  SFC Patterson has not consumed alcohol, 
eaten, or smoked since 0220.  A blood test is given to SFC Patterson at 0330 hours by MAJ William 
Brown, SSN: 763-33-7224, assigned to Co.  C, 1st Medical Bn, the medical doctor on duty at the 
hospital.  The test result was .15 percent.  This concludes the report.  You now transport SFC Patterson 
to the MP station. 
 
16.  You are to complete the blank DD Form 1920 on pages 1-56 and 1-57 with the above information. 
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SITUATION: The 5th entry on the Military Police Desk Blotter on 15 Jan XX was an assault.  SSG John 
Doe, SSN: 246-66-4928, assigned to the 82nd Airborne Division, Ft.  Blanket, GA 19176-4220, 
committed the assault.  The MPR number is 00221-XX-MPCXXX. 
 
17.  You are to complete the following blank DA Form 3998, Military Police Desk Reference with the 
above information. 
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SITUATION: 1LT Charles T.  Morris, SSN: 049-62-1173, assigned to Co B, MP School Bn, Ft.  Reno, 
AL 36744, is apprehended for Article 112a UCMJ, wrongful possession of controlled substances, on 17 
January 19XX at 1415 hours.  The investigator, Special Agent Ron Lumley, is with the Third Region 
Field Office, USACIDC, Ft.  Reno, AL 36774.  His phone number is 238-4559.  Your witness is SA 
Joyce Teacher.  She is with the same organization as SA Lumley.  1LT Morris has agreed to waive his 
rights but will not sign the Waiver Certificate (DA Form 3881).  The MPR number is 00211-XX-
MPCXXX. 
 
18.  You are to complete the blank DA Form 3881, Rights Warning Procedure/Waiver Certificate on 
page 1-60 with the above information. 
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LESSON 

PRACTICE EXERCISE 
 

ANSWER KEY AND FEEDBACK 
 
 
ITEM Correct Answer and Feedback
 
1.  C. 31 Oct XX 
 Write the date . . . (page 1-3, Part A, para b (1)(a)) 
 
2.  A. Protected Identity 
 In the above cases . . . (page 1-3, Part A, para b(4) 
 
3.  A. DA Form 3975 
 Serve as a record of investigation . . . (page 1-7, Part B, a(3)) 
 
4.  B. 111-133 
 Violations of Article . . . (page 1-10, Part B, e(1)) 
 
5.  C. Article 136, UCMJ 
 The authority for military police to . . . (page 1-16, Part C, c(7)) 
 
6.  A. True 
 A brief description "Larceny" . . . (page 1-17, Part D, a) 
 
7.  D. DD Form 1805 
 The form is a four-ply . . . (page 1-25, Part F, b) 
 
8.  D. Walk and Turn 
 Walk and turn test . . . (page 1-33, Part H, b(3)(b) 2) 
 
9.  B. False 
 This form is used . . . (page 1-39, Part I, a) 
 
10.  C. GTA 19-6-6 
 When a apprehension is made . . . (page 1-45, Part K, a) 
 
11.  B. 31 
 The MP must advise a suspect . . . (page 1-45, Part K, a) 
 
12.  C. AR 190-45 
 MPC codes are found in . . . (page 1-11, Part B, f) 
 
13.  D. Blotter closed 
 The blotter is closed at . . . (page 1-3, Part A, b(5)) 
 
14.  C. McDonald 
 After each entry, the least . . . (page 1-4, Part A, b(7)) 
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15.  C. 0001 
 It is prepared for each day's . . . (page 1-2, Part A, b) 
 
See pages 63-66 for completed forms for Review Questions 16-18. 
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16. 
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16.  Continued 
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17. 
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18. 
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