Reports made easy…
Everything is based on fill in the blank.  In truth, every report is the same, with exception to the names, dates, places and times.  You just need to learn the format.
 On 021505 at about 0730 hours, I, Officer. B. Thornton, was dispatched to 7601 Schomburg Road regarding a possible burglary.  Upon arrival, I was met by Dr. James Arnold, principal, who explained that the entrance doors to the office had been forced open, causing damage to each door and the lock.  Dr. Arnold also explained that the front office had been ransacked.  I requested the assistance of detectives and identification technicians.  This case will be forwarded to the Burglary/Theft Unit of the Detective Division.  Case remains under investigation.

 Start with that and fill in the blanks with date, time, location, witness and example of the incident.  All reports start with the date, time, who, where and what he/she did.   Also, each supplementary report only deals with one particular aspect of the investigation, whether it is an interview of a witness, collection of evidence at the scene, etc.   
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