ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:


Confidential Source of

AL-68

Information (CSI) File

TYPE OF DOCUMENT:


Word

PURPOSE AND USE:
To provide a record of CSI and CSI activities

NUMBER TO BE COMPLETED:

One (1)

COMPLETION:



Agent 

DISPOSITION:
Original to be kept locked in a location designated by the district supervisor

REQUIRED ATTACHMENTS

AND SUPPORTING DOCUMENTS:
None

NOTES:

Agents shall not disseminate code numbers of any CSI to any other agent, law enforcement personnel, or other informants. Additionally agents shall not discuss a CSI with other agents unless necessary.  CSI files shall be maintained in a locked file cabinet under the exclusive control of the district supervisor or a designated employee. These reports shall remain locked at all times while unattended.  Synopsis of activities should be kept separately from CSI information form to protect confidentiality of CSI.  Use only code name on the synopsis of activities sheet.

1. Code Number: The first number will be the year the file was opened; the second number will be the agent’s number; the third number will be the number representing the consecutive order in which CSI files were opened by the particular agent.  The number sets should be separated with a hyphen as follows: A: year-agent-CSI-sequence B: Example: 04-75-CSI-01 would be the CSI number for the first CSI file established by Agent 75 in 2004

2. Code name: Code name given to CSI by agent

3. Name:  First, middle, last 

4. Alias name(s): Any alias names used by the CSI

5. Criminal record check: Check yes or no if criminal record check was conducted

6. Social security number: Social security number

7. F.B.I.: FBI number (if applicable)

8. Agent name: First and last name of case agent

9. Case number: Case number assigned by agent

10. Prints on file: Check yes, no or unknown if fingerprints are on file and where

11. Driver’s license number/state: Driver’s license number and the state it was issued in

12. Date of birth: Month, day and year of birth for CSI

13. Race: Race 

14. Sex:  Male or female

15. Place of birth: Where CSI was born

16. Height: Height

17. Weight: Weight

18. Eyes: Eye color

19. Hair: Hair color

20. Scars/marks/tattoos: Any and all scars, marks, and tattoos

21. Address: Physical address of CSI

22. City/state/ zip code: City. state and zip code where CSI lives

23. Telephone: Day time and night time phone number for CSI

24. Date established: Month, day and year when CSI was registered by agent

25. Date terminated: Month, day and year that CSI completed working with agent

26. Case agent: Name and signature of agent who developed individual as CSI

27. Supervisor: Name and signature of the district supervisor or his designee who approved using this individual as a CSI 

28. Synopsis of activities: Brief summary of how CSI was established.  Also used as a log of the CSI’s activities in division operations including times, dates and activities performed.  Synopsis of informant should be kept separately from CSI information form to protect confidentiality of CSI.  Use as many pages as necessary to document activities

