Case Worksheets
If your search is a simple one, you will find it quite simple to control the process.  However, once the search becomes complex, with many stages and tasks, you will find it harder to keep control of what is happening and where you are going. This article will share a simple solution to this problem.

Signs of trouble

Signs of a case that is getting too large might include:

· Masses of papers building up in your file and it is hard to find the ones you want
· The same search being made twice – wasting both time and money
· Errors being made and generally getting in a pickle

So what can be done about it?

Well, the simplest answer is to use Case Worksheets.  A case work sheet will show at a glance what tasks have been carried out and what the result has been.

I must admit to being resistant to neat administration, but I have learnt the hard way that keeping the investigation on track does require orderly paperwork.

What is a Case Worksheet?

A case worksheet is a simple form that lists the steps taken in your investigation and the results of each step.

A case worksheet can take two forms:

1. A blank form where you write in the steps taken

2. A form that specifies the steps you should or could take

You can download an example of a blank form here at http://www.blood-ties.com/samplecaseworksheet.doc 

Why stop there?

I have learnt for myself that it is wise to keep things as simple as possible. However, if you are interested in different options with regards the organisation of case notes you could look at two further options:

1. A paper system. Take a look at the Case File at http://www.thecasefile.com/  from Paul Purcell

2. A software package. Some of these are seriously clever. Take a look at Professional Investigator software at http://www.pi-software.com/ 

In conclusion:

I would suggest that you use a simple case worksheet combined with some kind of form that records all the information you have about the person you are looking for. Otherwise keep your paperwork up to date so that you can pick it up again at any time and know what your next steps should be. It does require some self discipline to write notes at the time or very shortly after you have talked with a witness, but if you do not you will forget most if not all that was said.


