Brief reason for the revision:
To improve efficiency when title code reclassification is appropriate.

403 Follow-Up Investigations
403.3 CASE ASSIGNMENT AND RESPONSIBILITY

403.3.3 TITLE CODE RECLASSIFICATION

With the exception of (c) 1 below, employees outside of Central Records who do not have the
responsibility of Uniform Crime Reporting UCR reporting or Incident Based Reporting (IBR) edits
Empleyees-shall not delete or change a title code associated with Homicide, Felonious Assault, or
Sexual Assaultfrom-aPartHJCR-erime-to-aPart HUCR-erime-on-any-ineidentrepert on any incident
report after it has been saved and routed.-once-thereport comes-out-ofreportreviewwithout-the

clenodenormnlorins conrondiote nnll oo ondoo o
(a) This order is only intended to prevent serious ParttGroup A UCR crimes from being dropped to a

less serious PartHH-UCR crime or to a non-offense without proper review. afterareportcomes-out

te)(b) Nothing in this order prevents adding title codes to a report at any time if the investigation
supports the need for additional title codes.
{eh(c) Supervisors over a unit that has ownership of the title code needing to be changed may make

changes to their own title codes upon their initial review and case assignment. Any changes made

shall be based on the totality of facts known at the time of their initial review. Subsequent to this,

Eemployees who discovers a Rart-JCR-Homicide, Felonious Assault, or Sexual Assault crime

that needs to be reclassified as-a-Part- H-JCR-erime-shall use the following procedure to request a

title code change:

1.  Employee wanting to reclassify a title code shall do so by submitting the request by email to
the supervisor over the unit that has ownership of the title code.

(a) Employees who originate a reclassification request shall document the reason(s) for the
titte code change in a supplement of the incident report and include a reference to the
title code change in the 'notes' section.

2. Upon receiving notice of the title code change request, the unit supervisor will review the
request and electronically document their agreement or disagreement with the request in the

"notes" section. The Fitle code change requests approved-by-the-unitsupervsermust then

be forwarded to the Central Records Manager for review.




