LEADS PRINTOUT DISSEMINATION LOG








The purpose of the LEADS dissemination log is so that field officers will have an audit trail of the LEADS printouts.  Below are descriptions of the appropriate data to enter in each field of the log.








DATE:  Enter the date you received or disseminated the LEADS printout.  Each printout received or disseminated must be entered into the log.





AGENCY/OFFICER WHO SENT PRINTOUT:  Enter the name of the agency or the ORI of the agency or the officer’s name who sent you the printout.





NAME OF OFFICER RECEIVING/DISSEMINATING PRINTOUT:  Enter your last name followed by your first name initial when receiving or disseminating printouts.





PRINTOUT DESCRIPTION (NAM/VEH ID):  Enter the NAME and DOB or SSN or OLN with subject’s last name followed by the first name or the LICENSE PLATE NUMBER with owners last name followed by the first name initial.  This will identify the printout.





DISSEMINATED TO: OFFICER OR AGENCY:  Enter the name of the agency and/or the officer to whom the printout was disseminated or “N/A” if field not applicable.





PURPOSE C OR J:  Enter either  “C” for Criminal, or “J” for employment.





COPIES MADE (Y/N). Each copy must be logged:  Enter a “Y” for yes or a “N” for no if any copies of the printouts were made by you.  Each copy must be logged as to the dissemination of the copy.





DATE PRINTOUT DESTROYED:  Enter the date the printout was destroyed or “N/A” if field not applicable.





REMARK/COMMENT:  Enter any necessary remarks or comments regarding this printout or “N/A” if field not applicable.





*ALL PRINTOUT SHOULD BE FILED IN A SECURE LOCATION AWAY FROM UNAUTHORIZED PERSONNEL.


