TO: All Buwreau Four officen
in the U5,

From: U550 Bureau Four

THE “S8OQURCE Fiiz"

SOURCE FILE - definition ~ & praciical, esasy-to-use, record of
stendarc eources which produce sisndard inforaation; and 1s a;t
us 1n tha followlng manner: "Thie is s file similar to the card
directory in a llbrary., Three 3 X 5 index c¢ards tnculd be made
sut for eachn aocurce of inforzatiosn and cerdés should be filed
under inrse seperstie neadings, 1) type of inforaation svalleble}
2} neze of organizaticn or record; 3) pawe of individuzl whe
can SupFly the information, 1If cne orzanization has availsble
different tyres of information, thare should be g seperate tard
filed fcr ez2d type. It 1e a mistaxe to sttezpt to rely on
cecory Lo Zeep tracX ol cany Source? of inforzzilcn and Joitinge
on 8erans of pEpers or notes ln 8 pad or notlebook are seldom

wortaorhiie.” {quete frcm "Invesaiigaticns #£aT", by D/G Info UB)
Eacn ZSureay Four office Bacull aave a Source Flle,

Following 1z a list of standard Bources ant types ol infor-
matien whien should be in each Bureau Four's Source File, luch
or the followling 16 based on experience in California, and thers-
fore you may find some variaticns 1ln your area, jowever, nost
of tbege items are in the realm eof publle information and snould

e avallable in your sarea,

1, L&F SUITS: There are often 2everal areaswhere these sre
¥ept ip government offices for diflsrent types of law

suits, The ¢lity and couniy often Keep seperute recorda
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where all the different indexes are located for the
variocue Lypep of law Bulte®, Al8o oany clties have

fede=2l suit indexas, You should xnow where divorcse
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casef gnd civil setiona are indered, 4o na-se & Temn,

Often LimeeE ap order will come down to eheck sut
the genersl bzeoxzround ¢f an individual, Laxs Bults
is an aree wnica should alwxays be cnecled, B0 you
oust Lnow where the Indexes are LXept for all the dif-
ferent 4ype® of law suita, so you can check a person

out for tne past 20 years,

2. AUTO LICTKSZ RUNDOWN! Tnls is & service woereby

you give the correct agency & llcenze plate nunber and
pay a cértaln fee, and ihey w11l t=2ll ycu ¥bDo owns the
czr, ®h0 finances the ear, and vital Btetistiics about

the car, In Californlz thals 15 done by the state

deparinent of zoter vahleles,

3. D2IVIR3 Z=CORD: Talies % & service such 23 in #2,

whereby you can galn informatlon sbout & persocns
drivirng nistery, such a8 titkets, resirictlons on his
icense, etg, iIn California 1t 18 dong through the sace

RSEnCy aB #2,

4., MARRIAGS, BIRTH alD DEATS CEIRTIFICATES: Toecae are clften

lcecated in the eame ares, llie e Dept. of Hezlth,

or Surean of Vital Ststietica, ets,

5, INCORFORATION 2aFZZ8: All crganizaticns, profit or

nonpTofit, usually have $o file thelr exietance with
the atate govarnuent. (often the Secretary of State)
Theee Incorporation papers are for publlc vlew and.

copiee are avalilable for »ubli¢c purchase, The pmpers
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ulually atate the purpoes ol tre orge.nlzatlion, its
bylawne end lists the offlcers or direcicers .of tne group.

TRCPZATY RECORDS ! These records usually list peopls

*he have toughi or scld properiy. By checklng tness
indexes you csn find out if the subject hae had property

dealings over tbe years, These sre often kept 1n city

or conaty effines,
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C2EDIT CHEEICAS: Often large cliiy lidbreries, in thelr

buiiness sec.lop, tollect the Dunn & Bradstrest credls
checks on various businesses, 5So3le Sureau Fours bave
catie their own c¢ontact® with commercial credit firaps te
get credii reports on individusls and buslpesses,
These willl often glve v#luabla financial info on the
subject.

AJTCPSY OR COSOWER'S REPORT: Ususlly obtalnable through

the ceounty basl th dect. Glyes detalled information on

daad people of interest,

CR-VINAL FECORDS: These are often indexed by toe pecsons
neme a8 ®1th law suits, The records are often =2epersted
into the felony and z2iscexeanor clsaslfications. You
snould locate the Ilndezes or any other pethod available
for checking a person'e cridinel record over a 10-20

yjear perlod.

BUSINESS LICENSES AND PIRMITE: kany types of joos re-
guire a perecn to file for s persit oo txzde licenee
7ith the city, or sojetimes the county, Soze Jobs enter-
*ng into {hls category are: barbers, taxl crivers, bars,
private lavestigators, eic, Just 10 nele & very fow,
Teese are often Tiled in the cltiy tax and peramit dept.
vou chould Tinéd out where these recorde are kept ln

your area and make note of all the iypas of Jobe which



reed to file for peraits. Thue if you are Investigating
& varber, you will Inow thati you ¢an go dorn o

tnts eity dest. and zet sexe deta on him,

REGISTRAR OF YOTERS: As you know, cliliens nusi reglater

in erder to vote. These reglsiraticn papars are publlc
record, Reglsiration forms have changed over ithe yeare
but they will often tell you the peréen's social

security nucber, whers he wus torn, hox tall he lp, his
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CIVIL SEAVICE EMZLOVIEES: Your city anc or couniy

offices will kave what 1s sizliar Lo a businees
persopnel office where you can call to see LI & person
18 in the eavloy ©f ihe city or couniy, and what bia

ezt 15,

CITY DIRESTCRY: This 18 s directory Such ke a

selegp=one book, and 18 coogmonly alstaken for ona,
donever, the clty directory is pui out bj tae clty
145elf, not by the phone coopany. The eliy directory
erten will 1ist z pertone job nexi 0 his nade, like:
"Jenes, =111 Pres, of Hog Wanufzclurers inc," Also
=any cltiy dlrectories will mave a reverte directory
whersby you can get the nane ¢l a perzon and the
phcne ruzber when you cnly inew the address, Cliy
direciories can slacst alxeys be found in the local
city library. Lany large cltles no longer preduce

city directorief, llie llew York,

REVIRSE DIFEST(SY! Siny companies produce Teverse

directeries such a®s thus diseribed in #1353, The mostl
rell known ¢ompany which does thie 1 Polk Bros.
Prese are usually in librariesd and are differeni from

trne city diresctory.



15, PakIDUTICY PATERS: These and their Indexes tell you

Af s perscn has filed bankrupitcy. They are cfter flled
+n federal offices or the federal courthouse in your
ares, .

16, FIRZ AND ARSON REPCRTS: These are standard repert

forme f1lled out by the fire dept., anytime there im a
fire, Araon reporis sare ofien filed meperately from

regular fire reports.

17. INAERITANCE AND GIFT TAXES: TFind tae local govi,

dept, which handles this sres, You can ¢btain
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information dealin- ~ith %1l1ls, inheritances, &tc,
on & subject, If there are any court casea involved
witk an inheritance such files would be found in the
prebata court, which 1a one of the categories whieh
would £1%t in 1 = law sulta, :

S0 these are sors of the basie aress whick snould be cov-
ered by your source file, The 17 itexs listed above point out
soce specifica and lomalsaneral aread, A Scurce Flle dene
correctly on the sbove iteams would nave more than 17 entries,
for inetence under law Bulte you eppuld have pepercte entries

for "eivil suits®, "divoprcs cassa", “probate cases™, ete,

S50, you ases, tie Source File ls invelusble, Irzgine

keeping all thiz data in your bead!

The Sburce Fike should alsc be seen o8 & major poertion of
the Inveﬁti;utinn section'e HAT. It is contlnuously éexpanded
and keot up to date, and 1t i3 constructed lor eaey use by
Irvestigations perscmnel, It explains 1taels, you don't have
to tell esch person where to g0 Lo get &n lpocorpoeraltlon paper

aarh time vou need one. It's =211 tnere in the Source Plle,
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Toe 17 Ltems listed will give you a gocd baele start,
There is ne way for Bursau Four US to tell all Bureau Fours what
te put in their Soures File, The variations and posaibllltiles

are infinite, and differsnt states and citles have dlffereni

wayd of dolng things.

The Scurce File will cut 3oﬁr 1nve!;13ating- nan-hour:'dntn,

and will help to increase the apeed of your 1n?¢at£5atlnnl.
Love,

Greg llerdson

Pir, of Investigationa (8
Ior -

Terry Nllner

/@ Information U9
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?.5. 1f any of the above 1ltema are not avellzbdle to you in
yowr area, you Ehould make a note of such lp the Source
File, For exaople 1f aute licenss rundowns cannot be
done in ycur aiste, your Sourcs File incex card on "auto
licenses” should say: "a rundown on Arizoma license platea

is not an avajlable service in Arizona", ate,



