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                   PHILADELPHIA POLICE DEPARTMENT         DIRECTIVE 7.5 
 
 
 

 
SUBJECT:   COMPUTER MESSAGES 
 

  

1. POLICY 
 
 A. The assigned investigator or the Operations Room Supervisor who is responsible for  

  the preparation of all applicable reports will initiate and/or cancel the computer  

  message. 

 

 B. The assigned investigator is responsible for the cancellation of all wanted person or  

  missing person entries on the same subject regardless of the district or unit, which made  

  the initial entry. 

 

 C. The assigned investigator is responsible for notifications involving other jurisdictions,  

  regarding wanted persons, missing persons and stolen property. 

 

 D. All notifications to outside units/jurisdictions will be noted in the "Action Taken"  

  section of the 75-49 or 75-52. 

 

 E. Messages will be sent on all recovered property by the responsible district, unit, or  

  detective division. 

  

 

2. RESPONSIBILITY 
 
 A. The Operations Room Supervisor in the district of occurrence will: 

 

  1. Ensure that every person arrested in that district is entered into the ARIS system.   

   Only numbered police districts may make ARIS entries. 

 

  2. Initiate/transmit the proper computer message for the following assignments: 

 

   a. Missing person 

   b. Stolen/Lost/Recovered License Plate 

   c. Stolen/Recovered Auto 

   d. Try and Locate Auto 

   e. Identifiable Lost or Missing Property 

   f. Recovered Property 
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  3. Record the above types of incidents on the Sending and Receiving Sheet and/or  

   prepare the applicable investigative report.   (Refer to Directive 12.11 and Directive  

   12.12, Appendix "B", for guidelines in preparation of these reports.) 

 

  4. Ensure that general numbers are recorded on the appropriate investigative reports. 

 

 B. The assigned investigator is responsible for sending or canceling all other pertinent  

  computer messages. 

 

 

3. NCIC/PCIC MESSAGES 
 
 A. Messages relating to the following types of information are placed into the Local  

  (PCIC) and/or National (NCIC) computer system. 

 

  1. Wanted Persons 

 

   a. Entries into PCIC are permitted on the authorization of the assigned  

    investigator after a warrant has been obtained. 

 

*1    b. Entries into the National file (NCIC) are permitted with the approval of a 

    Detective Bureau Captain.  All national entries must be for serious offenses 

    (felonies and serious misdemeanors). 

 

*1    c. Extradition limits can be specified, e.g. "within 100 miles, from adjoining states 

    only, from New Jersey only, etc."  Normally no limits are placed on extradition 

    (i.e. we will extradite from any state).  This issue should be discussed with the 

    pertinent detective division captain. 

 

   d. All notifications should be recorded in the "Action Taken" section of the 75-49.   

    No additional paperwork is necessary to make entries into NCIC. 

 

   e. Wanted Persons messages must be sent by using the "WANT" message.  A  

    screen has been developed to assist investigators when a computerized entry is  

    requested in either the PCIC or NCIC system.  By typing "WANT" on the  

    terminal screen and depressing the enter key, a preformatted screen will appear.   

    The screen is essentially a "fill in the blanks" format.  See pages 10, and 11  

    for explanation of certain fields.  (Refer to Computer Training Bulletin 87-1.) 

 

   f. It is the responsibility of the assigned investigator to ensure that all Philadelphia  

    Police warrants against an arrested subject are can celled and all outside  

    jurisdictions are notified concerning warrants they may have on the same  

    subject. 
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   g. A warrant from an outside jurisdiction requires the assigned investigator  

    contact the entering agency to determine the validity of the warrant.  After  

    confirmation, the investigator will send a "FUGI" message.  Type "FUGI" on  

    the terminal screen, enter, and fill in the blanks. 

 

   h. Remember, only the agency, which entered a warrant, can cancel it. 

 

  2. Stolen/Recovered Autos and Tags 

 

   a. Auto messages must be transmitted by typing "AUTO" on the terminal screen  

    and depressing the enter key.  This will cause an "AUTO" message selection  

    screen to appear.  By depressing the desired function key, the appropriate  

    message will be displayed.  Refer to Computer Training Bulletin 77-12 and  

    Directive 12.7, "Vehicle Theft Investigations," Section 2-B-4. 

 

  3. Missing Persons 

 

   a. Missing Person messages must be transmitted by typing "MSPE" on the  

    computer terminal screen, depressing the enter key, and filling in the  

    appropriate information on the preformatted screen. 

 

   b. Cancellation of a missing person entry is made by typing "MSPC," depressing  

    the enter key, and filling in all appropriate information.  Refer to Computer  

    Training Bulletin 82-1. 

 

   c. The Juvenile Aid Division will ensure that all missing juveniles are entered into  

    NCIC. 

 

  4. Stolen Guns 

 

   a. Gun messages will be sent in accordance with Computer Training Bulletin  

    87-2. 

 

   b. Gun messages are free format, using a general message (GENL) screen. 

 

   c. There are four (4) types of messages, which can be sent regarding guns.  They  

    are:  (1) Stolen Gun, (2) Cancel Stolen Gun, (3) Recovered Gun, and (4) Cancel  

    Stolen Gun - Stolen Other Jurisdiction.  "Owner Wanted" messages for guns  

    will no longer be sent. 

 

   d. All gun messages must contain a serial number, make, caliber, type*, date of  

    theft (date of recovery for recovered guns), and District Control Number.   

    Additional information can be included such as, model, barrel length, color and  

    finish, cartridge capacity, etc., if available.  * See Glossary under "Most  

    Common Gun Types." 
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   e. Examples of the four (4) types of Gun messages: 

 

EXAMPLE:  STOLEN GUN MESSAGE 

  

(STOLEN-LOST-MISSING)  ON 01-01-87, BET. 8:00 AM & 4:00 PM, FROM 1234 MARKET 

ST. (1) S & W, 38 CAL. BLU STEEL, PISTOL REVOLVER (WEAPON TYPE - 

MANDATORY).  SERIAL # 1J123456, MODEL #10 - 4IN BBL. TAKEN FROM 

COMPLAINANTS (RESIDENCE- AUTO-BUSINESS ETC)  DC# 87-06-XXXXXX OWNER - 

JOHN Q. PUBLIC - ADDRESS/1234 MARKET ST. PHILA. DET. J. SMITH CDD 

ASSIGNED. 

                        ================================================ 

  

EXAMPLE:  CANCEL STOLEN GUN MESSAGE 

  

CANCEL GENERAL #XXXX DATED 01-01-87 SENT AS (STOLEN-LOST-MISSING) GUN 

MESSAGE (1) S & W, 38 CAL. BLU STEEL, PISTOL REVOLVER.  SERIAL #1J123456 

MODEL #10.  WEAPON RECOVERED BY POLICE ON HWY 02-01-87 - 8TH & MARKET 

ST (IF ARREST - NOTE NATURE - CHARGES ETC).  DC# 87-06-XXXXXX - OWNER (IF 

KNOWN).  WEAPON SENT TO BALLISTICS ON PROPERTY RECEIPT #012345.  DET.J. 

JONES CCD ASSIGNED. 

                        ================================================ 

  

EXAMPLE:  RECOVERED GUN MESSAGE 

  

RECOVERED ON THE HIGHWAY 03-01-87 - PARKING LOT - 9TH & CHERRY ST (1) 

COLT 357 CAL. STAINLESS STL, PISTOL REVOLVER (WEAPON TYPE - 

MANDATORY).  SERIAL #J35712 MODEL #COBRA.  DC# 87-06-XXXXXX OWNER - (IF 

KNOWN).  NCIC CHECK - NEGATIVE. WEAPON SENT TO BALLISTICS ON PROPERTY 

RECEIPT #XXXXXX.  DET. B. ADAMS CDD ASSIGNED. 

                        ================================================ 

  

EXAMPLE:  CANCEL STOLEN GUN - STOLEN OTHER JURISDICTION 

  

RECOVERED BY POLICE ON 04-01-87, (1) H & R, 32 CAL - PISTOL REVOLVER, 

SERIAL #1J54321.  WEAPON REPORTED STOLEN BY UPPER DARBY TWP POLICE 

DEPT. TAKEN IN BURGLARY THEIR CASE NUMBER OCA/8701234 56.  DOT/010187.  

TAKEN FROM JOHN Q. PUBLIC W/M 31 DOB/010156.  ARRESTED FOR (CHARGES) 

DC# 87-06-012345.  LOCATE MESSAGE REQUESTED.  DET. J. ABEL CDD ASSIGNED. 

================================================ 

  

Refer to Glossary on page 12 and 13 for more details. 
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  5. Stolen Articles 

 

   a. Messages will be sent for any stolen property, which can be identified by a  

    serial number or owner applied number. 

 

   b.  Messages for stolen/recovered articles will be sent using a general message  

    (GENL) format. 

 

   c. Computer entries on Stolen Articles are only made for the following: 

 

    1) Any item in a Theft report valued at $500 or more and having a unique  

     manufacturer-assigned serial number and/or owner-applied number, except  

     for an item to be entered in the Boat, Gun, License Plate, Securities, or  

     Vehicle File. 

 

    2) Office equipment (adding machine, typewriter, dictating machine, etc.), a  

     color television set, and a bicycle may be entered regardless of value. 

 

    3) If the aggregate value of the property in one theft exceeds $5,000, any item  

     in the theft report, regardless of value, having a unique manufacturer- 

     assigned serial number and/or an owner-applied number will be entered. 

 

    4) Any item in the theft report, regardless of value, having a unique  

     manufacturer- assigned serial number and/or an owner- applied number if: 

 

     (a) The circumstances of the theft indicate that there is a probability of  

      interstate movement. 

 

     (b) The seriousness of the crime dictates that an entry should be made for  

      investigative purposes. 

 

EXAMPLE:  STOLEN ARTICLE MESSAGE 

  

TAKEN IN BURGLARY ON 05-01-87 BET. 8:00 AM & 4:00 PM FROM 1234 MARKET ST.  

(1) FISHER VHS RECORDER BLK IN COLOR.  SERIAL #A1A234567 MODEL VHS2300, 

ALSO (1) RCA 19 INCH COLOR TELEVISION BROWN & GRAY SERIAL #R3456789A 

MODEL UNK. COMPLAINANT - JOE E. BROWN/1234 MARKET ST. 2ND FL APT. NO 

PHONE.  DC# 87-06-XXXXXX DET. U. BETCHA CDD ASSIGNED. 

================================================ 
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  6. Stolen Boats 

 

   a. Messages for stolen/recovered boats will be sent using a general message  

    (GENL) format. 

 

   b. Messages will contain registration or document number, registration state and  

    year, boat hull number, boat year, boat make, date of theft and District Control  

    Number. 

  

EXAMPLE:  STOLEN BOAT MESSAGE 

  

TAKEN FROM THE SIDE DRIVEWAY OF 8400 STATE RD.  ON 06-01-87, BET 12:00 PM 

& 6:00 AM (1) 1980 BEACHCRAFT MARINE - 19 FT - FIBERGLASS BOAT WITH 

OUTBOARD MOTOR ATTACHED.  PA REGISTERED (PA12345) EXPIRES 1988.  BOAT 

SERIAL/HULL NUMBER (BCM987654321) PAINTED WHITE/BLUE.  DC# 87-08-

XXXXXX DET. B. QUICK NEDD ASSIGNED. 

================================================ 

 

  7. Stolen Securities 

 

   a. Stolen securities are entered into the NCIC File only. 

 

   b. "Securities" for the purpose of this file are: 

 

    1) Currency (Federal Reserve Notes, Silver Certificates, U.S. Notes, Canadian  

     Notes, etc.) 

 

    2) Evidence of Debt are those documents or certificates, which are generally  

     considered to be evidence of debts.  (Treasury-issued bills, bonds and  

     notes; municipal and corporate bonds; debentures; other non-personal  

     notes, etc.) 

 

    3) Ownership of Property (Common or Preferred Stock) 

 

    4) Documents Which Represent Subscription Rights (stock warrants, stock  

     rights) and other types traded in securities exchange in the United States  

     except for commodities futures. 

 

    5) The following items may also be entered in the Securities File:  Postal and  

     other types of money orders, traveler's checks, warehouse receipts, savings  

     certificates, and interest coupons on stocks and bonds. 

 

   c. Serialized food coupons (stamps and books), ingots, lottery tickets, and medals  

    do not fall under the definition of securities for NCIC purposes, but may be  

    entered in the NCIC Article File. 
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   d. Items, which do not meet the definition for NCIC entry in the Securities File,  

    are as follows: 

 

    1) Personal Notes 

    2) Bank Drafts 

    3) Cashier's Checks 

    4) Bank Officer's Checks 

    5) Certified Checks 

    6) Personal Checks 

    7) Company Checks 

    8) U.S. Treasury Checks and other types of government checks (State and  

     Local) 

    9) Lost or Stolen Credit Cards 

    10) Gold or Silver Coins 

    11) Gift Certificates 

    12) Passbook for Savings and Checking Accounts 

 

   e. Messages regarding stolen securities must be sent using a General Message  

    (GENL) format.  The minimal information required is: 

 

    1) Type of Security 

    2) Serial Number 

    3) Denomination 

    4) Issuer 

    5) Bearer of Security (when known) 

    6) Date of Theft 

    7) District Control Number 

  

EXAMPLE:  STOLEN SECURITY MESSAGE 

  

STOLEN FROM THE COMPLAINANTS'S POCKETBOOK WHILE ON THE ROUTE "C" 

BUS ON 07-01-87 AT APPROX 12 PM (10) AMERICAN EXPRESS TRAVELLERS 

CHECKS IN $50.00 DENOMINATIONS.  SERIAL #TCO123456780 THRU TCO123456789.  

CHECKS HAVE COMPLAINANT'S NAME ON THEM.  OWNER IS JANICE Q. PUBLIC - 

ADDRESS/6060 WHODONIT ST.  PHILA.  PHONE 555-1212.  DC# 87-25-XXXXXX.  DET 

I. GOTCHYA  EDD ASSIGNED. 

=============================================================== 

 

   f. Messages for recovered securities are sent using the General Message (GENL)  

    format with "Recovered Security" as subject heading, with all pertinent  

    information regarding the recovery. 
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 B. Hit Confirmation 

 

  NCIC rules give the Police Department ten (10) minutes to make a substantive response  

  to another jurisdiction on all requests for hit confirmation.  Refer to Computer Training  

  Bulletin 86-1 for further details. 

  

 

4. PARTIAL INFORMATION MESSAGES 
 
 A. Messages can be sent locally for wanted persons, missing persons, or stolen property  

  that contain partial information.  No PCIC/NCIC entry is possible until all required  

  information is obtained. 

  

 

5. GENERAL MESSAGES 
 
 A. Informational messages regarding an arrest or ongoing investigation will use the  

  General Message (GENL) format. 

 

 B. Messages giving/ seeking information or assistance to/from other units will use the  

  General Message (GENL) format. 

  

 

6. MESSAGES SENT STATEWIDE OR REGIONALLY 
 
 A. Messages can be sent statewide or to certain regions with in the United States (e.g., all  

  northeastern states) or to the entire country. 

 

 B. Investigators wishing to route a message statewide or to multiple states should contact  

  the PCIC operator at 592-5792(3). 

  
 

7. MESSAGES RECEIVED FROM OTHER JURISDICTIONS/AGENCIES 
 
 A. All messages regarding training will be forwarded to the Police Academy.  The  

  Academy will have the responsibility to disseminate any pertinent information to the  

  Department. 

 

 B. Messages concerning record checks and requests for dispositions will be sent to the  

  Criminal Records Unit. 

 

 C. Extradition requests will be routed to Detective Headquarters and the investigative unit  

  responsible for the warrant. 
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 D. Requests for hit confirmation from other agencies for stolen articles, boats, guns, autos,  

  missing persons, wanted persons, etc., entered by the Philadelphia Police Department  

  will be sent to the investigative unit of origination. 

 

 E. Notifications regarding prisoner furloughs will be sent to Detective Headquarters. 

 

 F. Incoming messages requiring Patrol Bureau assistance will be routed to the appropriate  

  district for service. 

 

 G.  Messages not designated for a particular district or unit or requests for assistance from  

  outside jurisdictions for other than patrol service will be routed to Detective  

  Headquarters. 

______________________________________________________________________________ 

  

GLOSSARY 

  

WANTED PERSON MESSAGES 

  

NCIC ENTRY - For NCIC entry, all fields designated by an asterisk (*) are mandatory. 

  

PCIC ENTRY - Minimum information necessary is NAME, DOB, SEX, RACE, HEIGHT, 

WEIGHT, HAIR, DC#, UCR CODE, WARRANT NUMBER, DATE OF WARRANT. 

  

Field 

  

*NAME                         Last Name, first name, middle name, (or initial). 

  

*EYE                            Eye color 

  

SKN                             Skin complexion, e.g., lt=light, dk=dark, etc. 

  

*SEX                            M = Male  F = Female 

  

*DC                             Year-District-DC#, e.g., 85-01-012345 

  

*DOB                          Date of birth, e.g., 081460 

  

*HT                             Height - field has 3 positions.  

      e.g., 6 feet = 600    5 feet 10 inches =510 

  

*WT                            Weight 

  

*HAIR                         Hair color 

  

FBI                              FBI Number 
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Fingerprint Class         Fingerprint Classification - If a person has been previously arrested, 

the FPC is available from Criminal Records ID Section.  This is a 20-

character NCIC designation.  It is not the Henry Fingerprint 

Classification. 

  

SOC                            Social Security Number 

  

*RAC                          See explanation at the end of this bulletin 

  

*DOW                         Date of Warrant 

  

ADDRESS                  Last known address 

  

AKA                            Alias name or nickname 

  

*WARRANT              Warrant number 

  

PPN                            Philadelphia Photo Number 

  

BLD                            S (small), M (medium), H (heavy) 

  

*CHARGES               Highest charge only - additional charges can be placed in remarks. 

  

*UCR                         UCR code of the highest charge only. 

  

*JUDGE                     Name of judge who issued warrant. 

  

*NCIC                         YES or NO - NCIC entry is permitted only with the approval of a 

Captain or above.  An entry into NCIC means we will extradite the 

person if caught. 

  

*AUTH BY               Name of Captain or above who authorized NCIC entry - if just a local  

     (PCIC) entry, leave blank. 

  

*ARMED/DANGEROUS     If the person wanted is believed armed and dangerous, a caution  

       indicator can be entered in the wanted record. 

  

REMARKS/ADDITONAL INFORMATION Scars, marks, tattoos, vehicle  

           information, areas frequented, locations  

           subject may go to, any other physical  

           characteristics not stated above,  

           circumstances related to the warrant, etc. 

 

*RAC (Explanation) 

Below are listed the NCIC criteria for race codes: 
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CODE  RACE 

  

1  American Indian or Alaskan Native - A person having origins in any of the original  

  peoples of the Americas and who maintains cultural identification through tribal  

  affiliations or community recognition. 

  

A  Asian or Pacific Islander - A person having origins in any of the original peoples of the  

  Far East, Southeast Asia, the Indian subcontinent or the Pacific Islands. 

  

B  Black - A person having origins in any of the black racial groups of Africa. 

  

W  White - A person having origins in any of the original peoples of Europe, North Africa,  

  or the Middle East. 

  

U  Unknown 

  

NOTE:  Hispanics should be entered with the race code most closely representing the individual. 

______________________________________________________________________________ 

 

GLOSSARY 

  

GUN MESSAGES 

 

1. Definition of a Gun for Computer Entry Purposes:  Any weapon, including a starter gun,  

 which will or is designed to or may readily be converted to expel a projectile by air, carbon  

 dioxide, or the action of an explosive.  Included are antique guns; cannons; machine guns;  

 pistols; rifles; shotguns; the frame or receiver of any such weapon; any firearm muffler or  

 firearm silencer; destructive devices such as, grenades, mines, missiles and rockets; and  

 disguised guns such as knife guns, pen guns, belt buckles and cane guns.  (BB guns are  

 excluded and should be entered as articles.) 

 

2. There are four (4) types of Gun messages, which can be sent. 

 

 a. STOLEN GUN 

 

  A serially numbered weapon which has been stolen and for which a theft report has  

  been made. 

 

 b. CANCEL STOLEN GUN 

 

  This message will be sent to cancel any entry of a gun, which has been reported stolen  

  in Philadelphia and is then located in Philadelphia. 

 

 ** c. RECOVERED GUN 
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   An abandoned, seized, or found weapon for which no stolen report is on file.  The  

   weapon must remain in the possession of the entering agency while the record is  

   available in NCIC.  If the entering agency loses custody of a recovered gun in any  

   manner, the recovered gun entry must be cancelled. 

 

  d. CANCEL STOLEN GUN - STOLEN OTHER JURISDICTION 

 

   A gun located in Philadelphia, which has been reported stolen in another  

   jurisdiction.  When this message is sent, the PCIC operator will notify the other  

   jurisdiction to remove their computerized entry.  The assigned investigator must  

   still contact the entering agency for specifics regarding the gun entry and will only  

   send a cancellation message when he/she has confirmed with the entering  

   jurisdiction that the gun in police custody matches the one in the computer entry. 

 

 

 

   NOTE: The purpose of the recovered gun file is to have a record of guns which  

     may not yet be reported stolen/lost or for which we cannot determine the  

     owner.  A jurisdiction attempting to enter a gun as stolen which was  

     previously reported as recovered in Philadelphia will get a message back  

     stopping the stolen entry and telling them the gun is in the possession of the  

     Philadelphia Police Department.  An investigator who has any doubt as to  

     the owner of a weapon should send a recovered gun message. 

 

3. *Most Common Gun Types 

  

Pistol, derringer Rifle, automatic  Rifle-shotgun comb 

Pistol, revolver Rifle, bolt action  Shotgun, over-under 

Pistol, semiautomatic Rifle, carbine  Shotgun, bolt action 

Pistol, single shot Rifle, lever action  Shotgun, double bbl 

Pistol, automatic Rifle, pump action  Shotgun, pump action 

Rifle, single shot Rifle, semiautomatic Shotgun, single shot 

Shotgun, semiautomatic   

 

(For further illustration, see Computer Training Bulletin 87-2.) 

______________________________________________________________________________ 

RELATED PROCEDURES Directive 12.11,  Complaint or Incident Report (75-48) 

        Directive 12.12, Apdx  ‘B,’  Investigative Responsibilities 

 

BY COMMAND OF THE POLICE COMMISSIONER 
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