OFFICE OF THE CHIEF OF POLICE

ADMINISTRATIVE ORDER NO. 1 January 6, 2025

SUBJECT: PERSONNEL COMPLAINT INFORMATION PAMPHLET — REVISED;

COMPLAINT OF EMPLOYEE MISCONDUCT FORM - REVISED; AND,
COMMUNITY COMPLAINT AND COMMENDATION POSTER - REVISED

PURPOSE: The purpose of this Order is to update the contact information for Internal Affairs

Division (IAD), the Board of Police Commissioners, and the Office of the

Inspector General (OIG) on the Department’s Personnel Complaint Information Pamphlet,
Complaint of Employee Misconduct, and Community Complaint and Commendation Poster.
Reference to IAD by its former name of “Internal Affairs Group” has also been corrected on these
Department forms.

PROCEDURE:

L

1L

I11.

PERSONNEL COMPLAINT INFORMATION PAMPHLET - REVISED. The
Personnel Complaint Information Pamphlet form, as listed below, has been revised with
the contact information for IAD and the OIG updated. The forms are attached with
revisions in italics.

Personnel Complaint Information Pamphlet (English and Spanish), Form 01.81.03;
Personnel Complaint Information Pamphlet (Chinese and Korean), Form 01.81.10;
Personnel Complaint Information Pamphlet (Tagalog), Form (1.81.17;

Personnel Complaint Information Pamphlet (Japanese), Form 01.81.18; and,
Personnel Complaint Information Pamphlet (Vietnamese), Form 01.81.19.

COMPLAINT OF EMPLOYEE MISCONDUCT FORM — REVISED. The
Complaint of Employee Misconduct form (in multiple languages), as listed below, has
been revised with the contact information for IAD and the OIG being updated and is
attached with revisions in italics.

Complaint of Employee Misconduct (English), Form 01.81.06;
Complaint of Employee Misconduct (Spanish), Form 01.81.07;
Complaint of Employee Misconduct (Tagalog), Form 01.81.08;
Complaint of Employee Misconduct (Japanese), Form 01.81.09;
Complaint of Employee Misconduct (Vietnamese), Form 01.81.13;
Complaint of Employee Misconduct (Korean), Form 01.81.14; and,
Complaint of Employee Misconduct (Chinese), Form 01.81.15,

COMMUNITY COMPLAINT AND COMMENDATION POSTER - REVISED.
The Community Complaint and Commendation Poster (with inset language translations)
has been revised.

*»  Community Complaint and Commendation Poster, Form 01.81.28.

The use, completion, and distribution of these forms remains the same.
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FORM AVAILABILITY: The Personnel Complaint Information Pamphlet and Complaint of
Employee Misconduct are available on the LAN in their various languages, within E-Forms. All
other versions of the forms shall be marked “obsolete” and placed into the Area/divisional
recycling bin.

AUDIT RESPONSIBILITY: The Commanding Officer, Audit Division, shall review this
directive and determine whether an audit or inspection shall be conducted in accordance with
Depastment Manual Section 0/080.30.

Chief of Police

Attachments

DISTRIBUTION “Dy”
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LOS ANGELES POLICE DEPARTMENT
COMPLAINT OF EMPLOYEE MISCONDUCT

This form is for reporting employee misconduct. Matters reported on this form that are other than employee
misconduct will be referred to the responsible entity for appropriate action.

Please complete the form entirely and provide as much detail as possible. Once you have completed the form, you
may return it to the Los Angeles Police Department by bringing it in person to any Los Angeles Police Station,
sending it by mail to Los Angeles Police Department, Internal Affairs Division, Post Office Box 30158,

Los Angeles, CA 90030, or sending it via facsimile to (213) 482-0496. You may also return the form to the

Los Angeles Police Commission, Office of the Inspector General, in person or by mail, at 350 S. Figueroa Street,
Suite 1002, Los Angeles, CA 90071, or sending it via facsimile to (213) 687-7473.

Name: B _ Phone:

Cell phone: Email address: o

Preferred method of contact: Best time to contact you: S
Address: Primary language spoken:

Date and time of occurrence:

Location of occurrence:

Names, Badge Numbers or Serial Numbers of Employees Involved (if known).

Names, addresses, and telephone numbers of witnesses present at the time of occurrence (if known).

LIST ADDITIONAL EMPLOYEES AND/OR WITNESSES UNDER THE "DETAILS" SECTION

Details (Explain what happened, when it happened and where it happened. Tf you do not know the involved
employees' names or badge numbers, please describe them. Be as detailed as possible and include any information
you have that will help us investigate your complaint.)

If you have any questions, please call the Internal Affairs Division, Complaint Hotline, at (800) 339-6868.

Date: Signature:

01.81.06 (12/24)



Continuation

Details (Explain what happened, when it happened and where it happened. If you do not know the involved
employees' names or badge numbers, please describe them. Be as detailed as possible and include any information
you have that will help us investigate your complaint.)

DEPARTMENT USE ONLY

To be completed by the supervisor receiving this form.

Supervisor's Name: Serial Number:

Date and Time Received: Division:

Final Disposition:

(i.e., forwarded to IAD; 01.28.00 initiated; sent correspondence to complainant.)

{Attach additional sheets, if needed.) CF NO.: DIV. NO.: |

01.81.06 ( 12/24)



DEPARTAMENTO DE POLICIiA DE LOS ANGELES
QUEJA DE MALA CONDUCTA DEL EMPLEADO

Esta forma es para reportar queja de mala conducta de empleados de la policia. Asuntos reportados en
esta forma que no son sobre mala conducta del empleado, se van a remitir a la entidad responsable para
accién apropiada.

Favor de completar la forma completamente y suministrar los mas detalles posible. Cuando complete la
forma, usted puede regresarla en persona a cualquier comisaria de policia, por correo a Los Angeles
Police Department, Internal Affairs Division, P.O. Box 30158, Los Angeles, CA 90030, o por telefax o
facsimil a (213) 482-0496. También puede regresar la forma a la oficina del comisionado de Los
Angeles Inspector General en persona o por corr¢o a 350 South Figueroa Street, Suite 1002, Los Angeles,
CA 90071, o facsimil a (213) 687-7473.

Nombre: Teléfono:

Namero de teléfono celular: _ Correo Electrénico:

Meétodo de contacto preferido: Mgjor tiempo para comunicarnos con usted:
Domicilio: Lengua Materna:

Fecha y Hora que ocurrié:

Area o localidad de ocurrencia:

Nombres, nimeros de identificacion o Nimeros de Serie de los empleados involucrados (si lo sabe).

Nombres, domicilio, y nimeros de teléfono de testigos presente al tiempo de los echos (si lo sabe).

(INCLUYE EMPLEADOS ADICIONALES Y/O TESTIGOS DE BAJO DE LA SECCION
“DETALLES.”)

Detalles: (Favor de explicar lo que ocurrio, cuando ocurrié y adonde ocurrié. Si usted no sabe los
nombres o nimeros de serie de los empleados implicados por favor describa en detalle ¢c6mo son. Favor
de dar los mds detalles si es posible, incluya cualquier informacién que usted tiene que nos va ayudar a
investigar su queja.)

Si tiene preguntas, favor de llamar a Internal Affairs Division, Complaint Hotline. El ntimero es
(800} 339-6868.

Fecha: Firma;

01.81.07 ( 12/24) Spanish



Continuacion de detalles (Explique lo que ocurrio, cuando ocurtié y adonde ocurrié. Si usted no sabe los
nombres o nimeros de serie de los empleados implicados por favor describa en detalle cémo son. Favor
de dar losmas detalles si es posible, incluya cualquier informacion que usted tiene que nos va ayudar a
investigar su queja.)

DEPARTMENTAL USE ONLY

To be completed by the supervisor receiving this form.

Supervisor's name: _ Serial Number:

Date and time received: ~__ Division:

Final disposition .
(i.e., forwarded to IAD; 01.28.00 initiated; sent correspondence to complainant.)

(Attach additional sheets, if needed.) CFNO.: DIV.NO.:

01.81.07 (12/24) Spanish



Kagawaran Ng Pulisya Ng Los Angeles
SUMBONG SA MALING ASAL NG EMPLEYADO

Ang pormang ito ay dapat gamitin upang ipagbigay-alam ang hindi tamang asal ng
empleyado. Kung ang sumbong ay hindi tungkol sa maling pag-aasal ng kawani, ito ay
ipauubaya sa nararapat na may-kapangyarihan upang mabigyan ng kalutasan.

Pagkatapos na mapunuan ang pormang ito, maaring ibalik ng personal sa pinakamalapit na
Himpilan ng Pulisya, ng Los Angeles o ipadala sa koreo sa Los Angeles Police Department,
Internal Affairs Division, Post Office Box 30158, Los Angeles, CA 90030, o ipadala sa fax
(213) 482-0496.  Maaari ring ibalik ito sa Pulis Komisyon ng Los Angeles, Opisina ng
Inspekior Heneral, sa 350 South Figueroa Street, Numero 1002, Los Angeles, CA 90071, o

ipadala sa fax (213) 687-7473.

Pangalan: Telepono:

Cell Phone: Email Address: =—
Paano Kokontakin: __ Oras ng pagkontak:

Tirahan: B Wikang Sinasalita:

Petsa Ng Pangyayari: Oras Ng Pangyayari: -
Lugar Ng Pangyayari:

Pangalan, Tsapa o Seryal na Numero ng Kawaning Sangkot (kung malalaman)

Pangalan, tirahan, at telepono ng mga Saksi sa pangyayari (kung mayroon)

(ISAMA ANG MGA KARAGDAGANG IMPORMASYON AT/0O MGA SAKSI SA
ILALIM NG BAHAGING NAKALAAN)

Mga detalye - (Ipaliwanag kung ano, kailan at saan ang insidente. Kung hindi alam ang
pangalan o tsapa ng empleyado, ilarawang mabuti ang buong pangyayari. Isama ang lahat
ng mahalagang impormasyon na makakatulong sa imbestigasyon ng inyong sumbong.)

Kung mayroon kayong katanungan, tumawag lamang sa Internal Affairs Division, Complaint
Hotline, Telepono (800) 339-6868.

Petsa: Lagda:

01.81.08 ( 12/24) Tagalog



Mga detalye - (Ipaliwanag kung ano, kailan at saan ang insidente. Kung hindi alam ang
pangalan o tsapa ng empleyado, ilarawang mabuti ang buong pangyayari. Isama ang lahat
ng mahalagang impormasyon na makakatulong sa imbestigasyon ng inyong sumbong.)

DEPARTMENTAL USE ONLY
To be completed by the supervisor receiving this form.
Supervisor’s name: Serial Number:
Date and time received: Division:

EESSS==———————— - = === == —— ]
Final disposition:

(i.., forwarded to IAD ; 01.28.00 initiated; sent correspondence to complainant.)

(Attach additional sheets, if needed.) CF NO.: | prv.No.:

01.81.08 ( 12/24) Tagalog
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DEPARTMENT USE ONLY
To be completed by the supervisor receiving this form,
Supervisor’s Name: __ Serial Number:
Date and Time Received: Division:

Final Disposition:
(i.e., forwarded to IAD; 01.28.00 initiated; sent correspondence to complainant.)

(Attach additional sheets, if needed)  [CF NO.: | DbIv.NO.:
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S(3 CANH SAT LOS ANGELES
PON KHIEU NAI VE HANH VI XAU CUA NHAN VIEN

Mau don nay dung dé béo cdo vé hanh vi x4u ctia nhén vién. Nhimg khiéu nai béo cdo trén don
ndy néu khong lién quan dén hanh vi x4u ciia nhan vién s& s& duge goi dén cac co quan chiu
trach nhi¢ém vé hanh ddng thich hgp.

Xin vui 1ong hoan tit miu don nay va cung cép cang chi tiét cang tét. Sau khi dién xong, xin tur
mang lai cho bat cir S& Canh st Los Angeles hay g&i tho t&i s& canh sét Los Angeles Vin phong
diéu tra ndi vu dia chi 12: Los Angeles Internal Affairs Division, Post Office Box 301 58,

Los Angeles, CA 90030, hodc giri di bang fax dén (213) 482-0496. Ban ciing c6 thé g&i hodc
mang téi Téng Thanh tra cila s& Canh sat Los Angeles. dia chi la: Los Angeles Police
Commission Office of the Inspector General, 350 South Figueroa Street, Suite 1002, Los
Angeles, CA 90071, hodc gii di bing fax dén (213) 687-7473.

Tén: S4 Dién thoai & nha:

$6 Pién thoai tay: Pia chi trén mang (Email): B
Dia chi nha: Ngon ngit ndi duge:

Ngay xay ra: Gioxayra:

Pia diém xay ra:
A s a o A ‘n L 1A A P A . A A
Tén hodc so phi higu clia nhén vién ¢6 lién can dén su khiéu nai (néu biét),

Tén, dia chi, va s6 dién thoai ciia nhimg nhan chirng c¢6 mit khi chuyén xay ra (néu biét).

(Neu thiéu chd viét tén cho nhimng ngudi c¢6 lién quan dén sy khiéu nai xin didn & dudi myc chi
tlet)

Chi tiét - (Giai thich nhimng gi d x4y ra. Nhé dé ngay, gio va noi xay ra. Néu khéng biét tén tudi
cta cac nhan vién lién quan. dén sy khiéu nai, xin vui ldng t4 hinh dang cia céc nhan vién dé.
Xin dién ta cho chinh x4c dé giup ching tdi didu tra su khiéu nai cia ban. )

Néu ban c6 thic mic, xin goi vin phong diéu tra ndi vu dién thoai s6 (800) 339-6868.

Ngay: ~ Ky tén:

01.81.13 (12/24) Vietnamese



Chi tiét - (Giai thich nhitng gi da xay ra. Nh6 dé ngay, gidy va noi xay ra. Néu khong biét tén tudi
cta cdc nhén vién lién quan dén sy khiéu nai, xin vui long ta hinh dang clia c4c nhén vién dé.
Xin dién ta cho chinh x4c dé gitp chung t6i diéu tra sy khiéu nai cia ban.)
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To be completed by the supervisor receiving this form.
Supervisor’s Name: Serial Number:
Date and Time Received: Division:

Final disposition:

(i.e., forwarded to IAD ; 01.28.00 initiated; sent correspondence to complainant.)

(Attach additional sheets, if needed.)  CF NO.: | DIV. NO.:
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DEPARTMENT USE ONLY
To be completed by the supervisor receiving this form.
Supervisor’s Name: Serial Number:
Date and Time Received: Division:

Final Disposition:

(i.e., forwarded to IAD; 01.28.00 initiated; sent correspondence to complainant, etc.)

(Attach additional sheets, if needed.) CFNO.: . pv. NO:
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Los Angeles Police Department, Internal Affairs Division, Post Office Box 30158,
Los Angeles, CA 90030, SfEEZE] (213)482-0496. T I FEHETE 82
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Los Angeles Police Commission Office of the
Inspector General at 350 South Figueroa Street, Suite 1002, Los Angeles,

CA 90071 BFEZ, (213) 687-7473 B AANEDE .
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DEPARTMENT USE ONLY

To be completed by the supervisor receiving this form.
Supervisor’s Name: Serial Number:

Date and Time received: Division:

Final Disposition:

(i.e., forwarded to IAD ; 01.28.00 initiated; sent correspondence to complainant.)

(Attach additional shects, if needed.) ICF NO.: | ' DIV.NO.:
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LOS ANGELES POLICE DEPARTMENT
QUALITY SERVICE IS YOUR RIGHT

Do you have a complaint involving the LAPD?
Do you want to commend an LAPD Officer or employee?

To report MISCONDUCT or to COMMEND an employee of the LAPD:

*  CONTACTASUPERVISORATANY POLICE STATION

* CALLORWRITE: PROFESSIONALSTANDARDS BUREAU
Post Office Box 30158
Los Angeles, CA 90030
Phone: (800) 339-6868
www.lapdonline.org
* CALLORWRITE: OFFICE OF THE INSPECTOR GENERAL
350 S. Figueroa Street, Suite 1002
Los Angeles, CAS0071
Phone: (213) 893-6400
Fax: (213)687-7473
www.oig.lacity.org
* TDDUSERS CALL 24-HOURS:
Phone: (213} 485-3604

Written COMMENDATIONS may also be sent to the Chief of Police or the commanding
officer of the station servicing your area. COMPLAINT forms are available from any
Los Angeles Police Station, the Police Commission, or any City Council field office.
Your complaint will be kept CONFIDENTIAL to the maximum extent permitted by law.
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