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Office of Research Services


Standard Operating Procedure for internal use only

NATIONAL INSTITUTES OF HEALTH (NIH) POLICE REPORT REQUEST 

· Purpose
· Procedures
· Terms and Definitions
· Contact
· References
· Records Retention


[bookmark: Purpose]Purpose
To provide guidance on how to request a police report for individuals who have been involved in an incident on the National Institutes of Health (NIH) property where the NIH Police responded. 
[bookmark: Procedures]Procedures

An individual involved in an incident that occurred on NIH property with an NIH Police response must obtain a police case number (7 digits) from the NIH Police Officer dispatched to the scene.

1. The request for a police report must be in writing (via email, fax, or regular mail) to the ORS Records Management Officer (RMO).  The request must include the 7-digit police case number (PD-XX-XXXXX) and the reason for requesting the report (bonafide or business). If the requester was unable to obtain a police case number, he/she must provide information that will assist in identifying the incident (date, time, location, and/or name of parties involved).

2. RMO logs the request into Management Analysis Review Branch database. 

3. RMO contacts the Division of Police (DP) with the requester’s name and police case number. The DP prints the report and delivers it to the RMO for review (1-2 days). The normal turnaround for delivery back to the requester is 4-5 business days. 

4. RMO contacts the requester that the report is ready for pick up unless he/she has asked that it be mailed.  The report is put in a sealed envelope and the person picking it up must show an ID confirming that they are the individual requesting their own report or they are authorized to pick it up for another individual.

5.  RMO logs out the police request. 

[bookmark: Terms]Terms and Definitions
	
Term
	
Definition

	 
Individual requester

Business requester 



Bonafide
	 
A person that has been involved in an accident or incident.  


Supervisor of an individual that has been involved in an accident or incident; NIH Employee Relations Specialist 


Using good faith without fraud or deceit.

	
	























[bookmark: Contact]Contact

For more information about this SOP, contact the ORS Records Management Officer at 
(301) 402-3570, fax: (301) 594-9522. Requests may be e-mailed to harringc@mail.nih.gov or mailed to: ORS Records Management Officer, 31 Center Dr., Bldg. 31-2B37, MSC 2140, Bethesda, MD 20892-2140.
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Privacy Act http://oma.od.nih.gov/ms/privacy/

Freedom of Information Act http://www.nih.gov/icd/od/foia/5usc552.htm

NIH Manual 1743:  Keeping and Destroying Records http://oma.od.nih.gov/manualchapters/management/1743/


[bookmark: Records]Records Retention

Retain for 2 years after date of processing.
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