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Work Process Unit

. Basic Searchin




You will learn how a search is conducte
for the subject of a FOI/PA request.
The FBI has several indices we are
required to check for potentially
responsive records.

This is the first of several modules that

discusses the process used to searc
the FBI indices.




* To search properly you must understand
how names could be indexed into the FBI
indices.

 Because America is a melting pot of
different nationalities, creed’s, and religions
English, French, Hispanic, Arabic, Dutch,
Irish), a basic understanding of how to
breakdown names is vital to your job.




Why is searching performed?




To determine whether Bureau records reflect
any information on the person, place or thing
requested

xamples of information requests
« All information on Nat King Cole
« All information pertaining to a bank robbery on
March 2, 2000 for Jo Smith




Searching For Individuals




e Search individual’s names surname first,
comma space, given name, comma space,
middle name.

Example: Jason Scott Washington

L™ o S o’ N -

Gi:/en Miadle SuFﬁame

Search: Washington, Jason, Scott

ks ” L 7 W -

SuFHame Gi;en Miardle




Six-way break down is the most common
used search.

A six-way break down can be used on an
three part name.




Six-way break down
 Example: John Paul Rice

Six-way break down

Rice, John, Paul
Rice, John, P
Rice, John
Rice, J, Paul
Rice, J, P

Rice, Paul




Six-way break down
« Example: Todd David Smith

Six-way break down

Smith, Todd, David
Smith, Todd, D
Smith, Todd
Smith, T, David
Smith, T, D

Smith, David

Please perform a six-way break down on the example above.




Six-way break down
« Example: Tom Eric Jones

Six-way break down
Jones, Tom, Eric
Jones, Tom, E
Jones, Tom
Jones, T, Eric
Jones, T,
Jones, Eric

Please perform a six-way break down on the example above.




Rules for Searching

English Names

N

1



* Do not punctuate (e.g., apostrophes,
hyphens and periods) individual’s names

N

- Washingto@, Jason
- Washingto@lerbert, Jason

>~ Not allowed

- WashingtoQ_Herbert, Jason_




In English names, initials are searched as
names (without periods)

lame Search Entry
J. Henry Johnson ohnson, J, Henry
ohnson, J, H

Johnson,
Johnson, Henry
Jones, J

J. Jones




Double English initials, are searched as given
and middle names (without periods

« Example: E. A. Anderson
Search:
- Anderson, E, A




When searching a surname with “St” or “Ste”, spell
out “Saint” or “Sainte” and compress with surname

 Example: Herbert L. St Clair

Search:

» Saintclair, Herbert, L » St Clair, Herbert, L
» Saintclair, Herbert « St Clair, Herbert
» Saintclair, H, L « St Clair, H, L

» Saint Clair, Herbert, L » Stclair, Herbert, L
» Saint Clair, Herbert « Stclair, Herbert

» Saint Clair, H, L « Stclair, H, L




Two-part English male names, are searche

as both given name and first initials.

 Example: George Andrews
Search:
- Andrews, George
- Andrews, G

It is not necessary to search single initials on
unless identifying information is found.

females




Four-part English male names, are searched
like three-part names without a comma
after third name

 Example: Joseph Albert Scott Wolfe

Search Six-way break down

Wolfe, Joseph, Albert Scott Wolfe, Joseph, Albert Scott Wolfe, J, Albert S
Wolfe, Joseph, Albert S Wolfe, J, Albert
Wolfe, Joseph, Albert Wolfe, J, A Scott
Wolfe, Joseph, A Scott Wolfe,J,A S
Wolfe, Joseph, A S Wolfe J. A
Wolle, Joseph, A Wolfe, Albert
Wolf h :

ofte, Josep Wolfe, Scott

Wolfe, J, Albert Scott
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FBIl indices does not allow hyphens, hyphenated
names are searched
« “Straight-across”, and
* “Broken-down” into parts as individual names
Example: John Albert Blair-Smith
» Straight-across
— Blairsmith, John, Albert
 Broken-down
— Blair, John, Albert
— Smith, John, Albert




English hyphenated surname
« Example: John Albert Blair-Smith

Search

Six-way break down

Blairsmith, John, Albert

\ Blairsmith, John, Albert

Blairsmith, J, Albert

Blairsmith, John, A Blairsmith, J, A
Blairsmith, John Blairsmith, Albert
Blair, John, Albert Blair, J, Albert
Blair, John, A Blair, J, A

Blair, John Blair, Albert

Smith, John, Albert
Smith, John, A
Smith, John

Smith, J, Albert
Smith, J, A
Smith, Albert




Do not include masculine titles (e.g., Mr., Jr.,
Sr.) when searching

Subject Reference Search
Mr. Robert Jones Jones, Robert
Jones, R
Mr. David Smith, Jr. | Smith, David
Smith, D

Search “Mr.” as indicated in source document (e.g.,
book titles, editorials, newspaper articles)
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Search “Mister” when part of nickname or alias
 Example: Mister Willilams
- Search Williams, Mister
« Example: Mr. “T”
- Search without punctuation
Mr T




Search individuals given name as well as any
aliases.

 Example: Henry Brown
Alias: John Smythe

Search:
- Brown, Henry
- Smythe, John




Search individuals given name as well as
any, given nicknames

« Example: Howard Smith (Nickname Smitty)
Search:
- Smith, Howard
- Smith, Smitty




« Spell out common names with 1 possible

spelling
Abbreviation Search
Alb. Albert
Ben. Benjamin

* Duplicate source spelling excluding
punctuation if multiple names are possible

Abbreviation

Search Entry

Al.

Al

Al could be Alvin or Alfred




eminine titles or prefixes (

Do not include
feminine prefix with
a feminine name

I.e., Miss,

Mrs., and

Subject Reference

Search

Ms. Mary Smith

Smith, Mary
Smith, M

Miss Ana Jones

Jones, Ana
Jones, A




Feminine titles or prefixes (e.g., Miss, Mrs., Ms.)

Do include feminine
prefix with a
masculine name

Do include feminine
prefix when given
name not provided

Subject Reference

Search

Mrs John Smith

Smith, John Mrs

Smith, J Mrs
Subject Reference Search
Mrs Smith Smith Mrs




If nee (maiden) name, spouse, and former spouse

provided, search:
“Four-Part Name” rules,
Six-way break-down on name, and

Six-way break-down of each surname of spouse
and former spouse with first and middle name

Feminine title rule, if spouse’s name is provided




Example: Alice Marie Jones (nee

), Alice Marie Thomas

(Married Name), John Paul Smith (Former Spouse)

Search Names

Six-way break down searches

Thomas, Alice, Marie Jones

Thomas, Alice, Marie
Thomas, Alice, M
Thomas, A, M

Thomas, A, Marie
Thomas, A, M
Thomas, Marie

Jones,

Alice, Marie
Jones, Alice, M
Jones, Alice

Jones, A, Marie
Jones, A, M
Jones, Marie

Smith, Alice, Marie

Smith, John Mrs

Smith, Alice, Marie Smith, A, Marie
Smith, Alice, M Smith, A, M
Smith, Alice Smith, Marie
Smith, John Mrs Smith, J Mrs




0 Do not punctuate (e.g., apostrophes, hyphens
and periods) individual’s names

0 Do include feminine prefix with a masculine
name

0 Do not include feminine prefix with a feminine
name

0 Do include feminine prefix when given name not
provided

0 Do not include masculine titles (e.g., Mr., Jr., Sr.)
when searching




Search individuals given name as well as any aliases.
If nickname is derived from surname, search as a given name
When searching a surname with “St” or “Ste”

- search “St” or “Ste” with a space and compress

- spell out “Saint” or “Sainte” and compress with surname
ACS does not allow hyphens, hyphenated names are searched

- “Straight-across”, and
- “Broken-down” into parts as individual names
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Determine how the following should be
searched and provide the name breakdowns

. Michael Alex Williams
. Mrs. Jennifer Watson

Rachel Ann Black-Smi
Mister Willard

5. Rebecca Ann King

6. Mark P. Shore




SWERS:

Mrs J

illiams,
illiams,
illiams,
illiams,
illiams,
illiams,

S22

Ich
ich
Ich

Michael Alex Willlams

ael, Alex
ael,
ael

, Alex

Alex

ennifer Watson

Watson, Jennifer
Watson, J




ANSWERS:

3. Rachel Ann Black-Smith
- Blacksmith, Rachel, Ann
- Black, Rachel, Ann
- Smith, Rachel, Ann

Each name above would need to be broken down using the
six-way break down rule.




ANSWERS:
4. Mister Willard

Willard, Mister
Willard, M
5. Rebecca Ann Kin

INng, Rebecca,

King, Rebecca,
King, Rebecca
King, R, Ann
King, R,

King, Ann

nn

6. Mark P. Shore

e Shore, Mark, P
 Shore, Mark
e Shore,M




or International

(0]
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* French and ltalian Prefixed

* Hispanic

 Middle East/Near East/Arabic
* Far Eastern

 Far Eastern Chinese




African « German and Dutch

Ghanian . Filipino
merican Indian « Hawaiian
Russian * Peoples Republic
Polish of China (PRC)
A

sian




ddle Eastern countries

Afghanistan
India

Egypt
Jordan

Israel

Saudi Arabia
Pakistan
Ceylon
Turkey

ran
Africa
ebanon
Sikkim
Cyrus
rag
Nepal
yria




. eneral rule is to search names around the clock

 |f first name is not a known given name, all names
are searched around the clock

Around the clock

Returns those names with all rotations, using each
part of the name as the surname.




Around the Clock
Example: Ming To Chow

Ming
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Around the clock

Example: Ming To Chow

Around the Clock

Six-way break down

Chow, Ming, To

To, Chow, Ming

Ming, To , Chow

Chow, Ming, To
Chow, Ming, T
Chow, Ming
Chow, M, To
Chow, M, T
Chow, To

To, Chow, Ming
To, Chow, M

To, Chow

To, C, Ming

To, C, M

To, Ming

Ming, To, Chow
Ming, To, C
Ming, To

Ming, T, Chow
Ming, T, C

Ming, Chow




Example:

ahman Yasin Abdul

Around the Clock

Six-way break down

Abdul, Rahman, Yasin

Yasin, Abdul, Rahman

Rahman, Yasin, Abdul

Abdul, Rahman, Yasin
Abdul, Rahman, Y
Abdul, Rahman
Abdul, R, Yasin

Abdul, R, Y

Abdul, Yasin

Yasin, Abdul, Rahman
Yasin, Abdul, R
Yasin, Abdul

Yasin, A, Rahman

Yasin, A, R

Yasin, Rahman
Rahman, Yasin, Abdul
Rahman, Yasin, A
Rahman, Yasin
Rahman, Y, Abdul
Rahman, Y, A
Rahman, Abdul




General rule: Search names around the clock

 Example: Mohammed Effendi Abduh

Search:

- Abduh, Mohammed, Efffendi
- Efffendi, Abduh, Mohammed
- Mohammed, Effendi, Abduh

List the proper around the clock names for the example
above and six-way break down for one of the names.




Four-part Middle eastern names must be
manually searched on each part of name

 Example: Mohammed Effendi Abduh Ali
Search:
- Ali, Mohammed, Effendi Abduh
- Abduh, Ali, Mohammed Effendi
- Effendi, Abduh, Ali Mohammed
- Mohammed, Effendi, Abduh Ali

List the proper around the clock names for the example
above and six-way break down for one of the names.




Hispanic countries
 Cuba

 Mexico

 South America
 Puerto Rico




Spanish names often include both paterna
and maternal family names

e Search surname as surname
e Search middle name as surname
* Do not search given name as surname

 All records with a different surname shou
be eliminated




Example: Maria Rosalee Gonzalez Florez

Four Part Name Six-way break down searches
Breakdown
Florez, Maria, Gonzalez, Maria, Rosalee
! Rosalee nzalez, Maria, R
Florez, Maria, Rosalee . Gonzalez, Ma _a’
Florez, Maria, R Gonzalez, Maria
Florez, Maria Gonzalez, M, Rosalee

Gonzalez, Maria, Rosalee Florez, M, Rosalee Gonzalez, M, R

Florez, M, R Gonzalez, Rosalee
Florez, Rosalee




« Example: Maria Gonzales Torres
Spouse: Jose Lopez Torres
Search:
- Torres, Maria, Gonzales
- Gonzales, Maria
- Torres, Jose, Lopez Mrs

List one six-way break down for one of the names to be searched.
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 Example: Jose Garcia-Perez
etermine the names to be searched.
* Search:
- Qarciaperez, Jose

- Perez, Jose, Garcia
- Garcia, Jose

List one six-way break down for one of the names to be searched.
50




Determine the names to be searched for
each of the names listed and perform the
six-way breakdown on one of the names
to be searched for each exercise.

. Omar Ashraf Mohammad

soma Rafiki Tariki
hing Ming Wong
ee Phin Nam

5. Rosalee Maria Garcia Sanchez

6. J

uan Carlos Fernandoez Martinez
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. Omar Ashraf Mohammad
e Mohammad, Omar, Ashraf
 Ashraf, Mohammad, Omar
e Omar, Ashraf, Mohammad

2. Osoma Rafiki Tariki
e Tariki, Osomo, Rafiki
« Rafiki, Tariki, Osomo
« (Osoma, Rafiki, Tariki




3. Ching Ming Wong
 Wong, Ching, Ming
 Ming, Wong, Ching
e Ching, Ming, Wong

4. Mee Phin Nam
« Nam, Mee, Phin
 Phin, Nam, Mee
e Mee, Phin, Nam




5. Rosalee Maria Garcia Sanchez
. anchez, Rosalee, Maria Garcia
« (Garcia, Rosalee, Maria

6. Juan Carlos Fernandoez Martinez
 Martinez, Juan, Carlos Fernandoez
« Fernandoez, Juan, Carlos




[p]
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Searching For Non-Individuals




When abbreviations of non-individuals are
initials, search without spaces

« Example: GS A
Search:

- General Services Administration
- GSA




 Example: The Daily News
Search:
- Daily News

« Example: Cats & Dogs Pet Shop

Search:
- Cats and Dogs Pet Shop




Companies, firms corporations and institutions
- Searched as given in document

« Example: Jones Fur Shop Baltimore, Maryland
Search:
- Jones Fur Shop

« Example: John Jones Company
Search:

John Jones Company

John Jones Co

- Jones, John Company

- Jones, John Co




hen name of company contains an
apostrophe, apostrophe is omitted
- “S”is compressed with name
 Example: Bill's Pool Room
Search:
Bills Pool Room

 Example: J. T.’s High Styles
earch:
- JTS High Styles
- JT High Styles




Initials are searched as a word
« Example: S.F. Company
earch:
- SF Company
- SF Co




Exception: When surname is used with
Initials as part of company’s name, initials
are searched separately

 Example: J.C. Scotts Lumber Co
Search:
- JC Scotts Lumber Company
- Scotts, JC Lumber Company
- Scotts, J, C Lumber Compan
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If name in document contains several
surnames, search names as given

 Example: Jones Brown Smith and
Compan

Search:
- Jones Brown Smith and Company
- Jones Brown Smith and Co




phenated companies are searched as
eparate words and hyphen is omitted

« Example: Neiman-Marcus Company
earch:
- Neiman Marcus Company
- Neiman Marcus Co




Prefixed names are searched as one word
 Example: Co-Operative Press
earch:
- Cooperative Press




Include title in name of company as shown in
ocument

« Example: Mr. Omallys’s Tavern
earch:
- Mr Omallys Tavern
- Omallys Tavern




« Search on keyword “PUBLIC LAW” and
number

* Place number of Congress which passed
law In front of law

« Example: Public Law #85-98
Search:

- Public Law 8598




« Search on keyword “EMAIL” and U
. pe email as it appears in reques
« Example: www.fbi.gov
Search:
- Email www.fbi.gov
 Example: http://www.website.net
Search:
- Emall http://www.website.net




* Books, articles, editorials, programs,
movies, etc.
- Searched as appear in the document

* Do not use an article (a, an, the) at the
beginning of a publication title

« Search for abbreviations within titles (of
books, editorials, newspaper articles, etc.
as they appear in document




xample: A Trip Through the United States, Boo
y Dean Jones

earch:
Trip Through the United States
Trip Through the US

Example: John Edgar Hoover, A Man Who
Practices What He Preaches, Editorial
S

earch:

- John Edgar Hoover A Man Who Practices What
He Preaches




earched on keyword “RADIO STATION”
or “TELEVISION STATION”

Enter call letters as a word

xample: Radio Station WJSV-FM
lexandria, Virginia

earch:
- Radio Station WJSV




Determine how the following should properly
be searched.

. E.G. Albert Flooring Co

Johnson Carol Right and Company
Levy-Marcus Company

4. Public Law #34-13

5. A Journey Through the Sea, Book By De
Jackson

1
2
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. E.G. Albert Flooring Co
 EG Albert Flooring Company
« EG Albert Flooring Co
 Albert, E, G Flooring Company
 Albert, E, G Flooring Co

2. Johnson Carol Right and Company
« Johnson Carol Right and Company
« Johnson Carol Right and Co

3. Levy-Marcus Company
« Levy Marcus Company
« Levy Marcus Co




4. Public Law #34-13
« Public Law 3413

4. A Journey Through the Sea, Book By Deb
Jackson

e Journey Through the Sea




« Air bases, air training fields, and airports
are searched as they appear in documen

« |f facility is named after a person, search
individual’s full name




 Example: Theft of Mone
Force Base, AL

Search:
- Theft of Money
- Scott AFB
- Airport AL
- Airport Alabama

y from Scott Air




onduct a search on bank names

« Example: First National Bank of
ichmond, Broadview Branch, 199 East
iver Drive, Richmond, VA 1/18/99
earch:

- First National Bank of Richmond
- Richmond, VA First National Bank




« Example: Banco DE LA Costa Rico,
59 Broadway Street, Philadelphia, PA

2/11/99

Search:
- Banco DE LA Costa Rico




 Banks are searched as they appear In
document

« Date of robbery, branch and amount stolen
will be dropped down




« Records for individuals invo
robbery cases are searchec

 Example: John Randolph H
National Bank Pine Branch,

ved in bank
as follows:
ayes; First
1015 Pine Dr.,

Portland, Oregon 5/16/99 $10,000 stolen

Search:
- Hayes, John, Randolph
- First National Bank

Six-way break down would need to be
individual listed above.

completed for the




Search organization as indicated in document
- City
- Organizations
- Newspapers
- Public utilities, etc.

« Example: Charlotte N. C. Water Works

Search:

- Charlotte North Carolina Water Works
- Charlotte NC Water Works




Armed forces installations including forts, camps, nava
bases, air force bases and arsenals are searched usin
name of agency as shown on document

 Example: Ft. George G. Meade, Maryland
Search:

- Fort George G Meade
- Ft George G Meade
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« Example: Camp A. P. Hill, Virginia
earch:

manual searches

~ Camp AP Hill
_ Camp A P Hill




Search on actual name of nhewspaper
 Example: The Sunday Star, Washington, DC
Search:
- Sunday Star

 Example: San Francisco Examiner
Search:
- San Francisco Examiner
- SF Examiner




earch police departments by name with state
abbreviation

 Example: Richmond Virginia Police Department
Search:
- Richmond Virginia Police Department
- Richmond VA Police Department
- Richmond Virginia Police Dept
- Richmond VA Police Dept
- Richmond VA PD
- Police Department Richmond Virginia
« Similarly




How should the following be searched?

. Washington Dulles International Airport
Wells Fargo Bank

Fort Belvoir Army Base

4. LAPD Foothill police station

w N =




ashington Dulles International Airpor
ashington Dulles International Airpor
ashington Dulles |1A

ashington International Airport

ulles International Airport

C International Airport

irport, Washington Dulles International

. Wells Fargo Bank

Wells Fargo Bank
Wells Fargo




3. Fort Belvoir Army Base
. ort Belvoir Army Base
. t Belvoir Army Base
. ort Belvoir AB
 FtBelvoir AB
LAPD Foothill police station
« LAPD Foothill police station
LA PD Foothill police station
LA Police Department Foothill police station




. How do we handle punctuate (e.g., hyphens,
apostrophes, and periods) within individual’s names?

- Do not punctuate (e.g., apostrophes, hyphens and periods)
individual’s names

. What is the most common search method?
- Six-way break down
3. What are the two ways we search English hyphenated
surnames”?
- “Straight-across’,
- “Broken-down” into parts as individual names
4. What method is used to search Middle Eastern and Asian
names?
- Around the clock
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9. Searching 101




Searching 101 introduces the
connection between the manually
entered search criteria and the
information searched by the
computer.




Most common WPU search types

« SP (Six-way phonetic)

 ATP (Around the clock three-way phonetic)
o ST (String)




Additional Search Types

T (Three-way)

S (Six-way)

A (Around the clock)

N (String or exact name)

AT (Around the clock three-way)
TP (Three way phonetic)

BLANK (String search)

AP (Around the clock
phonetic)

OTN (On the nose)
OTNB (On the nose with
buildups)

OTNP (On the nose
phonetic)

STP (String phonetic)




Searching For Individuals




Do not punctuate (e.g., apostrophes, hyphens
and periods) individual’s names

Do include feminine prefix when given name no
provided

Do not include feminine prefix with a feminine
name

Do include feminine prefix with a masculine
name

Do not include masculine titles (e.g., Mr., Jr., Sr.
when searching




Search individuals given name as well as any aliases.
If nickname is derived from surname, search as a given name

When searching a surname with “St” or “Ste”
- search “St” or “Ste” with a space and compressed
- spell out “Saint” or “Sainte” and compress with surname

ACS does not allow hyphens, hyphenated names are searched
- “Straight-across”, and
- “Broken-down” into parts as individual names




Searching For Individuals




“Six-way phonetic” or “SP search” is the most
common search type and is used for almost
every search

“Six-way phonetic” or “SP search”

Name is searched using all variations of the firs
and last name, including similar sounding or
different spellings




English hyphenated surname
« Example: John Albert Blair-Smith

Type into System

SP Automatically Searches

Blairsmith, John, Albert

\ Blairsmith, John, Albert

Blairsmith, J, Albert

Blairsmith, John, A Blairsmith, J, A
Blairsmith, John Blairsmith, Albert
Blair, John, Albert Blair, J, Albert
Blair, John, A Blair, J, A

Blair, John Blair, Albert

Smith, John, Albert
Smith, John, A
Smith, John

Smith, J, Albert
Smith, J, A
Smith, Albert




Six-way phonetic
« Example: Tom

Type into System

Jones, Tom, Eric

Class Exercise

(SP)
ric Jones

SP Automatically Searches

Jones, Tom, Eric | Jones, Erik

Jones, Tom, E Jones, Thom
Jones, Tom Jones, Thom, E
Jones, T, Erc | j5hes Thom, Er
Jones, T, E .

, Jones, Thom, Eri
Jones, Eric

Jones, Tom, Erik

C
K

11




Six-way phonetic (SP)
« Example: Mark P. Shore

Type into System SP Automatically Searches

Shore, Mark, P Shore, Marc Sure, Marc, P
Sure, Marc Sure, Mark, P
Shore, Mark Sure, M, P
Sure, Marc Sure, M
Shore, Marc, P | Shore, M
Shore, Mark, P | Shore, M, P

Plus the six-way break down for each SP searched.




ACS will not automatically conduct a
search for names extending more than
three-parts.

B

e
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f nee (maiden) name, spouse, and former spouse
provided, search

“Four-Part Name” rules,
Six-way (SP) break-down on name, and

Six-way (SP) break-down of each surname of
spouse and former spouse with first and middle
name

Feminine title rule, if spouse’s name is provided




Example: Alice Marie Jones (nee

), Alice Marie Thomas

(Married Name), John Paul Smith and (Former Spouse)

Search Names

Six-way break down searches

Thomas, Alice, Marie Jones

Thomas, Alice, Marie
Thomas, Alice, M
Thomas, A, M

Thomas, A, Marie
Thomas, A, M
Thomas, Marie

Smith, Alice, Marie

Jones, Alice, Marnie
Jones, Alice, M
Jones, Alice

Jones, A, Marie
Jones, A, M
Jones, Marie

Smith, John Mrs

Smith, Alice, Marie Smith, A, Marie
Smith, Alice, M Smith, A, M
Smith, Alice Smith, Marie
Smith, John Mrs Smith, J Mrs




The SP search could yield nicknames

derived from a given name.

 Example: Kenneth Robert Olson (Nickname) Ken

Search:

- Olson, Kenneth, Robert
- Olson, Kenneth, R

- Olson, Kenneth

- Olson, K, Robert

- Olson, K, R

- QOlson, Robert

- Olson, Ken

- Olson, Ken, Robert

- Olson, Ken, R

Kenneth

en




The SP search could yield a formal given
name from a provided nickname.

« Example: Don Lee Anderson
Search:

- Anderson, Don, Lee on

derson, Don, L
derson, Don
derson, D, Lee
derson, D, L
d
d

erson, Lee Dona
erson, Donald, Lee

>>2>2>>D




Common surname prefixes are searched
compressed with remainder of name

 Example: James Scott Van Der Worth

Search:

- Vanderworth, James, Scott
anderworth, J,
anderworth, James
anderworth, J, Scott
anderworth, Scott

Common prefixes

De, Der, Du, El, Fitz, La, Le, Los, Mc, Mac, Saint, San, Ter,
Van, Van de, Van der, Vander, Von




How should the following be entere
ACS to conduct a search?

A B~ WN =

Six way phonetic search name
English single initial

English four part (Masculine)
English hyphenated surname

Prefixe

d Name

Into




How to enter into ACS a search type?

. Six way phonetic search name

- Using all variations of the first and last name, including similar sounding
or different spellings.

2. English single initial
- Initial should be typed like a name, without punctuation.

3. English four part (Masculine)

- Like a three part name without a comma after the third name, switching
given and middle name positions, replacing each with initials.

4. English hyphenated surname

- Breakdown the name, searching each part as a surname, and straight
across without punctuation.

5. Prefixed Name
- Straight across without punctuation.







Four-part Middle eastern names must be manually searched
on each part of name

Spanish names often include both paternal and maternal

family names

Search surname as surname

Search middle name as surname

- Do not search given name as surname

- All records with a different surname should be eliminated

22




* French and ltalian Prefixed

* Hispanic

 Middle East/Near East/Arabic
* Far Eastern

 Far Eastern Chinese




African « German and Dutch

Ghanian . Filipino
merican Indian « Hawaiian
Russian * Peoples Republic
Polish of China (PRC)
A

sian




ddle Eastern countries

Afghanistan
India

Egypt
Jordan

Israel

Saudi Arabia
Pakistan
Ceylon
Turkey

ran
Africa
ebanon
Sikkim
Cyrus
rag
Nepal
yria







Search French and Italian prefixes straight across

« Example: James La Rue (French)
Search:
- Larue, James

 Example: Americo A. De Rocchis (ltalian)
Search:
- Derocchis, Americo, A




Around the clock three-way phonetic (ATP)”

eturns those names with all rotations, using each
part of the name as the surname, including any
variations for the first and/or last name that sounds
like or spelled differently than the name

If the first name is not a known given name, all
names are searched around the clock.




Far Eastern name searches

 (ATP) Around the clock three-way Phonetic [used for 2 part
names ONLY]

« Example: Ming Chow

Type into System ATP Automatically Searches

Chow, Ming CHOW, MI
CHOW, M
ING, CHOW
MING, C




Far Eastern name searches

« (ATP) Around the clock three-way Phonetic [used for 2 part

names ONLY]
» Example: Minh Nguyen

Type into System

NGUYEN, MINH

ATP Automatically Searches

NGUYEN, MINH
NGUYEN, M
MINH, NGUYEN
MINH, N




round the clock method
Example: Ming To Chow
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Far Eastern name searches
« Manually use around the clock method to determine names

for SP search

« Example: Ming To Chow

Type into System

Chow, Ming, To
To, Chow, Ming

Ming, To, Chow

SP Automatically Searches

(Possible Phonetic Results, not including the six-way

breakdown for each around the clock name)

Chow, Min, To Too, Chow, Ming
Chow, Ming, Too Ming, Too, Chou
Ming, Too, Chow To, Chou, Ming

Ming, To, Chu Too, Chou, Ming

To, Chew, Ming

27
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anually use around the cloc

for SP search

xample: Mee Phin Nam

Type into System

Nam, Mee, Phin

Phin, Nam, Mee

Mee, Phin, Nam

k method to determine names

SP Automatically Searches

(Possible Phonetic Results, not including the six-way
breakdown for each around the clock name)

Nam, Me, Phin
Nam, Mee, Fin
Nam, Me, Fin
Fin, Nam, Me

Fin, Nam, Mee
Me, Fin, Nam

Me, Phin, Nam
Mee, Fin, Nam




Chinese surnames are in left-most position
EXCEPT

When a portion of name is capitalized,
unctuated or set off by hyphens

xample:
- CHING Ming Wong (capitalization
- Moy, Chen Yen (punctuation)
- Nam-Son Nguyen (hyphenation)

- POO WIN WING (not identified, left-most name
IS used)




When a true surname is identified a searchii

made on the double initials
Example: Ching Ming Wong

» (NY Yankee's Pitcher)
Search:
- Ching, Ming, Won
- Ming, Wong, Chin
- Wong, Ching, Min
- Ching, M, W




Far Eastern names with an English given
name, do not search given name as a
surname

 Example: Robert Ching Ling
Search:
- Ling, Robert, Ching (SP)
- Ching, Robert (SP




Far Eastern names with an English surname,
do search surname as given nhame

 Example: Ching Ling Smith
Search Type: (SP)
- Smith, Ching, Ling
- Ling, Smith, Ching
- Ching, Ling, Smith




Manually use around the clock method to
determine names for SP search [names
with 3 parts and more]

 Example: Mohammed Effendi Abduh

Search:

- Abduh, Mohammed, Effendi
- Effendi, Abduh, Mohammed
- Mohammed, Effendi, Abduh




eneral rule exception: English given name

Example: David EI-Khouri
Search:

- Khouri, David, El

- El, Khouri, David

- Elkhouri, David




GENERAL RULE: “Ben” cannot

be used as a surname on its own

One given name and one surname after “Ben”

Example: Efraim Ben Arzi

Search:
- Benarzi, Efraim

Search straight across and
broken down

- Arzi, Efraim

More than one surname

Example: Atar Skurky Ben Hassen

Search: (Ben can not be a last name)
- Hassen, Atar, Skurky Ben
- Benhassen, Atar, Skurky
- Skurky, Ben, Hassen Atar
- Skurky, BenHassen, Atar
- Atar, Skurky, Ben Hassen
- Atar, Skurky, Benhassen

Search “Ben” straight
across each surname




irst name is not a known given name, manually use
around the clock method to determine names for
SP search.

 Example: Sukayl Ben Hassen Skurky

Search:

- Skurky, Sukayl, Ben Hassen

- Skurky, Sukayl, Benhassen

- Hassen, Skurky, Sukayl Ben

- Benhassen, Skurky, Sukay!

- Sukayl, Ben, Hassen Skurky

- Sukayl, Benhassen, Skurky
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GENERAL RULE: “Al” cannot be used as a surname on its own
Example: Mohamed, Al-Ali

Search:

- Ali, Mohamed, Al - Mohamed, Al, Ali

- Alali, Mohamed - Mohamed, Alali

Example: Jamal Mohammed Al-Badawi

Search:

- Badawi, Jamal, Mohammed Al - Mohammed, Albadawi,
- Albadawi, Jamal, Mohammed Jamal

- Mohammed, Al, Badawi Jamal - Jamal, Mohammed, Al

Badawi

- Jamal, Mohammed,
Alhadawi




 When searching a complete Spanish
female name with two surnames

- Do not search middle name as surname
- Do not search second surname as middle name

* Vda or Viuda in a Hispanic name means
“widow of”

- Do not search as part of name




 |f name is definitely Hispanic, eliminate
prefixes - De, del, Dela, El, la, le, las, los

 |f unsure of nationality, all prefixes must be
searched combined with last name
- Example: Peter De La Torres
* Torres, Peter
 Torres,




“Y” means “and” which is not searc
Hispanic proper name
 Example: Jose Garcia Y Gomez

Search:
- Gomez, Jose Garcia
- QGarcia, Jose

hed in

in Hispanic company or firm is searche




xample: Garcia Y Garcia Compania
earch:
- Garcia Y Garcia Compania

Example: Jose Rodriguez L
Search:
- Rodriguez, Jose

Example: Juan Del Garcia
Search:
- Garcia, Juan




How should the following be entered into ACS to conduct a
search? What search type should be used once entered
into the ACS?

. Far eastern Chinese - Nan Mee Kry
- , Nan, Me¢e
- an, Mee, Kry
- ee, Kry, Nan

»

. Middle Eastern - Abdul Rahman Yasin
- asin, Abdul, Rahman
- bdul, Rahman, Yasin
Rahman, Yasin, Abdul
- SP




How should the following be entered into ACS to conduct a
search? What search type should be used once entered
into the ACS?

3. Ben Rule - Ali Ben Sead
- cad, Ali, Ben

- 11, Ben, Sead

- ensead, Ali

4. Hispanic - Diego Leon Montoya Sanchez
- Sanchez, Diego, Leon

- Montoya, Diego, L.eon

- SP




Searching For Non-Individuals




« Companies, firms corporations and institutions
- Searched as given in document
 When a company name contains an apostrophe,
the apostrophe is omitted
e |Initials are searched as a word
Exception: When surname is used with initials as part of
company’s name, initials are searched separately
* |[f name in document contains several surnames
- Search names as given
 Hyphenated companies are searched as separate words an
hyphen is omitted
* Prefixed names are searched as one word
* Include title in name of company as shown in document




« Search on keyword “PUBLIC LAW” and number
- Place number of Congress which passed law in front o
law
« Search on keyword “EMAIL” and URL
- Type email as it appears in request
* Books, articles, editorials, programs, movies, etc.
- Searched as appear in the document
- Do not use an article (a, an, the) at the beginning of a
publication title
- Search for abbreviations within titles (of books, editorials,

newspaper articles, etc.) as they appear in document
» Searched on keyword “RADIO STATION? or “TELEVISION STATION”

- Enter call letters as a word
51




 Air bases, air training fields, and airports are searched as
they appear in document

- If facility is named after a person, search individual’s
full name
* Banks are searched as they appear in document

- Date of robbery, branch and amount stolen will be
dropped down

- Records for individuals involved in bank robbery cases
are searched accordingly
« Armed forces installations including forts, camps, naval
bases, air force bases and arsenals are searched using name
of agency as shown on document
« Search police departments by name with state abbreviation .




“String search ” or “ST search” is used in
addition to an SP search when the searc
subject is a company or other non-
Individual

“String Search (ST)”
Computer searches all names whose startin
characters match the characters typed into the
Name field




String (ST)

Subject

Name Entered

ST & SP Automatic Searches

US Supreme Court

» UUS Supreme
Court

» United States
Supreme Court

US Supreme Court (main
US Supreme Court (reference

Moby Dick

- Moby Dick

Moby Dick (main)
Moby Dick (reference)




« Example: The Daily News
Search:
- Daily News

 Example: Cats & Dogs Pet Shop

Search:
- Cats and Dogs Pet Shop

Type into system
as shown, using
aST and SP
search




String (ST and SP)
Example: Camp A. P. Hill, Virginia

Name Entered ST Automatic Searches SP Automatic Searches
Camp AP Hill Camp AP Hill Va Camp AP Hill Va
Camp A P Hill Camp A P Hill Va Camp A P Hill Va

Camp AP Hill Virginia Camp AP Hill Virginia
Camp A P Hill Virginia Camp A P Hill Virginia
Camp AP Hill Camp AP Hill
Camp A P Hill Camp A P Hill




1. Ildentify and define the most common searches used in WPU
- SP (Six-way phonetic)
- ATP (Around the clock three-way phonetic)
- ST (String)

2. Name three additional search types
See next slide

3. Demonstrate what a six way phonetic (SP) would look like for Anne

Michelle Reed
- Reed, Anne, Michelle Six-way break down would need to be
- Reed, Ann, Michelle completed for each of the
Reed, Ane, Michelle names listed.

- Reed, An, Michelle

- Read, Anne, Michelle
- Read, Anne, Michele
- Reed, Anne, Michele




Additional Search Types

T (Three-way)

S (Six-way)

A (Around the clock)

N (String or exact name)

AT (Around the clock three-way)
TP (Three way phonetic)

BLANK (String search)

ATP (Around the clock
three-way phonetic

OTN (On the nose)
OTNB (On the nose with
buildups)

OTNP (On the nose
phonetic)

STP (String phonetic)
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1. Searching for Responsive Records
. ldentifying/Eliminating Factors

3. Defining Responsive Records

4. Searching in ACS




Why is searching performed?




To determine whether Bureau records reflect
any information on the person, place or thing
requested

xamples of information requests
« All information on Nat King Cole
« All information pertaining to a bank robbery on
March 2, 2000 for Jo Smith




When searching
ensure the following:




i
e i W

Preprocessed Responsive Records Electronic
Records (Not Previously Processed) Surveillance
FDPS (RTS) ACS (active indices) Subjects or ELSUR N

incident occurred in or after 1958

eading Room

ARC (inactive indices) Subject or
incident occurred in or before 1958

Field Office Subjects or incident
occurred in or before 1958

FO Sharepoint Subject or incident
occurred in or before 1958
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S

When searching ensure:
» Correct subject is searched

« Correct identifying data is used to conduct
search
 Correct timeframe and incident are searched




Automated Case System

« System used to search for information
located within the FBI's Central Records
System (CRS) by name or case ID throu
use of the universal index (UNI




ARC: Alexandria Records Center

Houses older/manual index cards
for HQ files
e Houses HQ and some FO files




Sharepoint:
Database of older/manual FO index

http://home/rmdreference/ManuallndexCards
default.aspx




ou will be using cenrtain factors during your
search to determine if the records you find are
identifiable to the subject of the request.

Birth date

Locality

» Details given in the request
 Main files

 References

* Other information




|dentification and Elimination
Factors




“IDENT” Factors

Factors which assist in determining that certain files
may be responsive to a given request

Date & place of birth
 Address
U

nique numbers (Social Security, Immigration &
aturalization or ARN, Military, and FBI records)

Title, profession, and occupation
Spouse or relatives
Anything that matches




limination Factors

Any factors which eliminate from consideration
certain files as NOT being responsive

ate of birth

ate of record

ifference in race/sex

ocality (for common names)

ntry Date (Date of Birth vs. Entry Date)
ourteen year age rule - See next slide




 Fourteen year age rule

- Used to eliminate investigative files pertaining to crimes that
we could reasonably expect a child 14 years old and younger
would not be the subject/title of the file.

- EXEMPTION: File classifications
o 7 Kidnapping; Child Abduction

26  Crimes of Violence/Carjacking; Chop Shops;
Interstate Transportation of Stolen Aircraft

/9  Missing Persons
87 Interstate Transportation of Stolen Property

95  Crimes Against Persons, Property, or Society
and Civil Cases

- Subjects of any age could be carried as the title of these files

Refer to the Resource Manual for additional searching cheat
sheet and searching tips. 15




* |dent/Eliminate all results with Date of birth (DOB)
same/different from subject’s

a7/ 0z 09 List Summary Response TMNIOEOME
13:45:273
Tvype ¥, %, or f to wiew Full Pesponse, then press Enkter.
- Hame:l |
MR @ B Case ID: HO Seled cerial: 240428
Race: ¥ Sex: XCTUB/Event: 03/04/1382E DI Infa:
Mi=e: It ry Date: 0570571987 Class Lewel: EN b
. Nama: | |
MR - B Case ID: HQ 210 Serial: Z8335
Pace: X 8Bex: X OBsEvent: O0lrs1lZ71554E I Info:
Mis=se: Date: 0Z70151984 Class Lewal: SN
. Name: | |
MsR : B Case ID: HQ S1-0 Serial: Z8324
Parce: ¥ Sex: X OB Event: 0151771 9584E It Trnfo:
Mi=sc: % Date: 02/01,19294 Class Lewel: SN
I 1 =
Fl=Help , F3=Exit F4=Prompt  F/=Bkwd F3=Fud, FlZ=Cancel
4 AT 0&,00z




|dent/Eliminate all results with Unique
Security, Immigration & Naturalization or ARN, Military, and FBI

numbers) same/different from subject’s

numbers (Social

07,02 /09
13:39:02
Type ¥, x, 0F f

List Summary Respohse UNIOEOME

to wiew Full Besponse, then press Enter.

. A Name:

MR - M Case ID: Z324-M0-321E1
Pace: B Sex: M DOEB/BEvent:

(HQ

Mizco: | | Bt ry Dater =i4)
; Name: | |

M/E - M Case ID: HQ 44-30416 Serial:

Race: T Sex: T DOE/BEyent: I Info:

Misec: TTLAH JEncry Date: 0871771979 Class Lewvel: =N
. A Name:

MfE - M Case ID: HOQ 44-30416 Serial:

Face: T Sex: U DOB/BEvent: I Info:

Misc: TTLA |Exvtry Date: 09/0571979 Class Lewsl: &N
Command . © = ... ..o e e e e e e e e mmae e e mmaaa. e eeaaa +

Fl=Help, Fi=Exit

44T

(Fd=Prompt  F7=Bkwd FS=Fud FlZ=Cancel




|dent/Eliminate all results with Unique
Security, Immigration & Naturalization or ARN, Military, and FBI
numbers) same/different from subject’s

numbers (Social

o7 sz 09 List Bummary Besponse TTNTIOEOME

14:04:1%
Type X, %, or J to wiew Full PResponse, then press Erntber.

. Hame: | |

M/R - B Case ID: Z26-JN-CEZZZ21-MNC Berial: Z

Pace: X Sex: X DOE/SEwvent: ID Info:

Mi=e: Entry Date: 10,/0572007 Class Lewsl:
. A Hame:l I

M/sR - M Case ID: HQ ZOO0-1033%

Bace: U Hex: F DOE/Event: | |

Misc: VIO-ROC WISA HUHBER' | Entrvy Da - el:
R o Hame:l I

M/E - M Case IL: HOQ 44-220322 Serial:

Bace: W Sex: M DOEEvent: | | I» Info:

Mi=ec: TTL IPDL Entry Date: 06/23/715984 Clas=s Lewvel:
Command . . = __._._._ . - R e e e e e e e e e e e e e e o

Fl=Help F3=Exit Fd=Prompt  F7=EBkwd FS=Fwd, FlZ=Canceal

4 1T 06,00z

EN

a




 |dent/Eliminate all results with

itle, profession,

and occupation) same/different from subject’s

o7 Mz 09
ld4:04:15

Type ¥, %, or F to wiew Full Besponse, then press Enter.

- Hame:l

Pace: H Sex:
Misec:

MsE : B Case II:

X DOB/fBEwrent:

- A Hame:l

286 JH-CZ22831-NC

Daca:

M/B - M Case ID: HOQ ZO00-10528

U Sex: F DOBfEvent: |

List Summwary Response TNIOSOME
E=]
Serial: Z
I Info:
Entry Date: 10/05/2007 Class Lewel: SN e
IS
Serial:
| I Info:

Misc: VIO-ROC WISA HUHEER' | Entry Date: 02512519221 Class Lewal: =

- A MName:
M/B : M Case ID: HQ 44-29038 Serial:
Bace: W ; - | ID Info:
Hi=c:QJITL | Entry Date: 05752971984 Class Lewel: S5H
—_—
3 T
Commartd . . = _._.. . 5

Fl=Help , F2=Exit Fd=Prompt  F7=Bkwd Fo=Fwd FlZ=Cancel

4 ATT 06,002




Defining responsive records




“Responsive Records”
Bureau records pertaining to the names or organizations
relevant to the subject of the FOI/PA request

« Searches are conducted for main files

« Searches may also locate reference files
- Ifthe requester specifically describes an event we will search
main and reference files.
- If a requester appeals a search, reference files may be
searched at this time.




— Main Files

“Responsive Records”

About the subject

Subject listed on
document’s title line

May have one or many
subjects

Subject identified as
“M” (main) and is
written as 100-HQ-
234679

_ “References” -

e Subject is mentioned in
another person’s record

 Mention of a person
appears only in the bod
of the document

« Subject identified as “R”
and has serial number

100-HQ-234679-17

Serial Number




Searching For Responsive
Records in ACS




 Double-click
FBINET icon

« Logonto
FBINET



e Sign on
using DK
number and
password

T




Log on to

FBINET

Press F1 for
ACS







02/13/04 Universal Index 1.14
07:31:23 Revised 7/18/2005

Ente

* ress
* Fress ENTER

Search Index by Name
Search Index by Case ID

Ihdéx'Réporf Menu
Reference Info Maintenance Menu

Search Index by ID Number




* Modify search type to
appropriate search
(SP, ATP, ST)

» Type subject of request
Last, First, Middle

Search Cancelled

02/13/06
07:33:21
.Ceuﬁt

pod

L=List V=View P=Prin

x>

VOV VY Vv

w

>
>
>
>
>

Sear

Enter,
t

Index by Mame

URTOS0ML




Use
ldentifying
and
Eliminating
factors

02/13/06
07:35:48

Case ID:
Sex: nne fre v

-1

Case 1u,

Sex: - DOB/Event:

Case ID:
o sext DOB/Eve

0

UNIO50MK

Serial:

ID Info:
Entry Da sovnooo Class Level:

Serial:
ID Info:

'Ent'y Date: . Class Level:

Serial:

ID Info:
Entry Date: . . - Class Level:

ud, F8=Fud, F12=Cance |




* Type X’ next to case
you wish to view and

press enter ENTER

Why?

For IDENT hits, must
check for existing
AKA'’s and status of
file

For possible IDENT
hits, must check for
additional ident/elim
factors (may need to
view serials if
available in ACS)

02/13/06

07:3

148

Name

M/R @ = Case ID
Race: - Sex:
Misc:

Name::
M/R
Race:  Sex:
Misc:

Case ID

Name:

M/R @ - Case I
Race:  Sex:

Misc: ~ .

List Summary Response

DOB /Event:

: DOB/Event:

DOB/Event:

. Entry Date:

UNIOSOMK

- Enter,

Seri
1D Info:

Entry Date: (lass Level

1D Info:
Class Level

1D Info:

Entry Date: © Class Level:

F1=Help,F3=Fxit,F4=Prompt, F7=Bkwd, F8=Fwd, F12=Cance]




D

 If AKAs exist, F1 85/1;/2% D o N0
prompt is enable I
to allow viewing

Fl=Help,F3=Exit, F4=Prompt, F11=-NextPg, F12=Cancel,F13=ViewSerial, F14=AddAKA
F21=ViewCase




This screen

shows details " Alfases exist
g | 02/13/06 Full Response UNIO40H?
of Detroit file w2 page ., o 3

Enter.

AKAs exist so F15
IS enabled

F1=Help,F3=Ex1t,F4=Prompt, F11=NextPq,F12=Cancel,F13=ViewSerial, Fl4=AddAKA
F15=ViewaAKA, F21=view(ase
AAl




Two aliases are located
« One is the subject

« AKA should be
searched, only after
completing original
search

02/13/06
07:52:06

Name
Type

View Aliases and variations

Name /DDN

End of Data

UNIO50NC
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 Toview, select
serial and press
ENTER
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» Afterreviewing,
press F12 to exit
document
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Type X nex
to the
subject/file
you need to
view and
press enter.

a7 0z ma List Svmmary Pesponse NI 04 0ME

15-E5E:-3Z C
¥, x, or F to view Full Response, then press Enter.

A Name: CGUERRILLA ATTACES
MSE - M Case ID: HQ 100-457550 Serial:
Bace: X Sex: X DOE/Ewent: Id Info:
Mi=sc: BOMEINGS AMD ARSONS OF ETI Entry Date: 1252571970 Class Lewel: C

. W Name: GJERRILLA TIARFARE
MSE - M Case ID: HQ 1lO0-4E7&E0 Zerial:

Bace: X Z3ex: X DOBfEvent: Id Info:
Misc: VWIO-REREARCH MATTER UPEAM Entry Date: 1272971970 Class Lewel: C

. A Name: NATION WIDE GUERRILLA ATTACES
MR - M Case ID: HQ 100-4E26 50 Serdial:
Bace: ¥ Sex: ¥ DOESEwvent: Id Info:
Mi=sc: BOMEINGES AMD ARSONS OF EU Entry Date: 0372451370 Class Lewel: C

COErmsnaTil,_
Commard . . = __.___._ e
Fl=Helpn F2=Exit  Fd=Prompt.  FE=Fwd FlZ=Cancel

ERAL 06,002




Shift F9 = (F21)
to ViewCase

Will open the
case information
window.

Status of case
can be
determined:
Opened or
Closed

ECFADOMD

Ca=z=e ID
Sopaad
Ttem -

Case Informarion

. - HO 10L5-121%5%9

. HQ oo : HO

ITrwrestigator @ HEADQUABTERS SOUTAD

Title .

Subfile

Chatiged to

Fl=H=1lp

. - PAN ATLEBANTAN FEDERATIOMN O

WATERL
CAZE RECOBRD CEREAT

E TUNI

Statu=s - C4
Opens=d - 05
Closed : {0

INCORPOPATED

==




Shift F9 = (F21)
to ViewCase

Will open the S TRTe Tnimmanien
window. e
Status of case
can be
determined:
Tl oHelp Flz-Cancel

Opened or

Closed




1stentryis a
“M” or main file

2nd and 3rd
entries are not
responsive, “‘R”
Indicates cross
reference

02/13/06
07:40:54

Name
M/R
Race:
Misc:

Nae:

L1st Summary Response UNIOSOMK

Case ID:
Sex.

> .

Serial:
1D Info:
Entry Date: - - Class L

Serial:
1D Info:

- Entry Date: - .= (lass Level:

Serial:

1D Info:
Entry Date: . .. .. Class Level:

F1 He]p,FS:Exit,F4;Pf6h.f;F?:Bkﬂd,F8:Fwd,F12:Cance1"




Name changed
In last two entries
on screen,
continue
searching.

This is part of
six-way phonetic
breakdown.

07:41:42

Name:

Sex: - DOB/Eve

Case ID: i~
Sex: - DOB/Eve

st Summary Response

. Enter,

UNI 050MK

lass Level:

Serial: .

lass Level: =

Serial:

lass Level:




i Enter aliaS in | Search Completed
. L 02/13/06 Search Index by Name
name field 0705351

Coe e s e ENTer,
C=Count L=List V=View P=Print
SRR S

>>

>
>
>
>
>
>
>
>
>
>
>




02/13/06 List Summary Response UNIO50MK
7:54:42
... Enter,

. Case ID: Serial:

Race: ~ Sex: DdB/Event: 1D Info:
Misc: . - Entry Date: .. . . Class Level:

Narme

M/R : - Case ID: .. g

Race:  Sex: - DOB/Event: 1D Info:
Misc: Entry Date: oove Class Level:

Serial:

Name:

M/R : - Case ID ' Serial:

Race: . Sex: 1D Info: TER

Misc: . ao oo Entry Dat - oo Class Level:

e B e e o
=Help,F3=Exit, F4=Prompt, F7=Bkwd , F8=Fwd,F12=Cance




When rchin Press Enter to confirm NAME is correct: Invalid space or missing comna.
en searc ga 02/13/06 Search Index by Name UNIOS0ML

company or other 08:02:55

nonindividual ot LeList Vevien pepring
subject use ST in T

addition to SP.
Supreme Court of
the United States
use ST search
frequently to
reduces the volume

of results

>
>
>
>
>
>
>
>
>
>
>

F1=Help,F3=Exit, F4=Prompt,Fi=Refresh,




Washington Field
Office (WFO) file

T «}{a 2

.

02/13/06 List Summary Rasponse UNIOSOMK
08:06:47 STCET
; gL e .- Enter.

Name: -.-iiss o0
Case ID:
Sex:

Case ID:
Sex:

- (lass Level:



02/13/06 Universal Index 1.14 UNIOOOMO

. PreSS 2 08:08:06 Revised 7/18/2005
E .
* Press ENTER .
: . Search Index by Name
{o Search .s.ealtrch Index.by Case ID
Index by | S
Case ID | / ﬁgg ﬁggogﬁfgel\qgint nance Menu

Search Index by ID Number

=HeIp,F3=Exit,Fd=Prompt,F12=Cancel



10401

* Type file number
* Press ENTER




Review of Steps

 Log on to FBINET; DK# and password
 Press F1for ACS

* Press 3 for UNI

 Press ENTER

 Press 1 for search index by name

* Press ENTER




* Type subject’'s name last, comma, first,
comma, middle or initial and press ENTER

Example:
Smith, John, Henry




"IDENT” the file




Determining if IDENT in ACS

If unable to ident using standard information, one
possibility is (electronic) text when available.

Search in ECF for Text

To review documents with (electronic) text on
screen and IDENT or eliminate, use information

available in serials.




ACS Searching Rules




Headquarter Requests:
* Main Files (M)
- HQ/FO direct ident - List

* |f directident FO and subject is born or incident occurs in 1958
or before - search FO or SharePoint

- FO direct ident - List
- HQ not direct ident/potential - List
- FO not direct ident/potential - Do Not List

 Reference Files (R)
- HQ direct ident/potential - List as S’S n/I [HQ)]
- HQ not direct ident/potential - List as S’S n/I [HQ]
- FO directident- List as S'S n/I [FO]
- FO not direct ident/potential - Do NOT List
Searching Guidelines

ote: If Subject is born or incident occurs in 1958 or before
search the ARC >




Field Office Requests:
RESTRICT Search to FO

 Main FO direct ident - List
 Main potential - List

» References direct ident/potential- List as S’S n/l [FO]

Refer to the Reference Manual for more Field Office information|

Note: If Subject or incident is born or occurs in 1958 or

efore search FO or Sharepoint.
60




Searching For Responsive
Records at the ARC




Conduct manual search at ARC for
* Subjects or individuals born in or before 1958
* Event in question occurs in or before 1958




 How do you request an ARC search

- The following needs to be submitted to the ARC
box.

* The request (or a copy of the request)

» A search slip with the name and extension of
LAS currently handling the FOI/PA case




When searching the cards at the ARC:

Black ink indicates main files
Red ink indicates reference files

Black & Red ink both appear - the appearance or lack of
a serial will determine if the file is consider a reference
file or main file

Yellow cards indicate a “summary” or photographs

Do not list “Dies and Fish Comm.” when it comes up on
cards at ARC.

When searching for files at the ARC, when you list an
“87” file, also list the date of the card.




e An ARC card that indicates a

- The file # will NOT includin

Main File
g a serial #

W.

DOB |
Weight 135 lbs

Brown Hair
Brown Eyes

82

- 62=21




An ARC card that indicates a Reference File
- The file # including a serial # indicates a reference file

MS LAUNDRY MACHINERY COMPANY 4/68 157~
10516 ﬁéfrisénbAv&ﬂg
Cleveland, Ohio







Search the Proper Indices




If request was received at HQ, search ACS for HQ and Ident field
office (FO) files

- Ifldent FO files are found and subject is born or incident occurs in
1958 or before, then search Ident FO or FO Sharepoint Indices cards

If request was received at a FO and any other FO is mentioned in
the request, search ACS for the both the FO in which it was
received and mentioned

If subject is born or incident occurs in 1958 or before , then
search FO or FO Sharepoint Indices cards

If multiple requests are received at both HQ and FOs, files are
searched as mentioned above appropriately

T
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In preparation of the CRC, RMD is in process o
consolidating the location of all FO manual indices
and files.

 |f a request directed to a FO needs a manual search, refer
to reference manual for FOs that maintain their indices or
have uploaded their indices on Sharepoint.

FO maintained indices: E-mail FO POC for manual search

FO indices on Sharepoint: search the appropriate FO at
http://home/rmdreference/ManuallndexCards/default.aspx




A Sharepoint

card containinga *

ay indicate a Main

File when the file # does NOT in

de a sernial #

(5/81)

W/M

<
88-787%5%)

FBI#

True name-

DOB:
POB;

Ht;5'9"
Wt:165

Hair: Brown-Gray

SSAN:

Tattoos:

on web right hand
on Chest




A Sharepoint card containing an®may iIndicate a Possible
Reference File when the file #NQcludes a serial #

2/76 42-25,5128

SSAN




A Sharepoint card may contain more than one

file number as indicated below.

- 11-69 165-153*
5/7h 173-1781
TN
white male
Rorn h
Father K deceased)
Mother

m@mmﬂnr}aw sister:




_ “IDENT” Factors

Date & place of birth
Address

Unique numbers (Social
Security, Immigration &
Naturalization or ARN,
Military, and FBI records

Title, profession, and
occupation

Spouse or relatives
Anything that matches

Elimination Factors

Date of birth
Date of record
Difference in race/sex

Locality (for common
names)

Entry Date (Date of Birth
vs. Entry Date)

Fourteen year age rule -
Used to eliminate investigative
files pertaining to crimes that we
could reasonably expect a child
14 years old and younger would
not be the subject/title of the file,
common file classifications are - 7,
26,79, 87, and 95




1.

Name the identification and elimination factors for responsive records
|dentification Factors
- Date & place of birth
- Address

- Unigue numbers (Social Security, Immigration & Naturalization or ARN,
Military, and FBI records)

- Title, profession, and occupation

- Spouse or relatives

- Anything that matches

Elimination Factors

- Date of record

- Difference in race/sex

- Locality (for common names)

- Entry Date (Date of Birth vs. Entry Date)
- Fourteen year age rule - See next slide




2. What are the steps to search for a responsive

request?
- Determining that certain files may be potentially ident to a
given request

- Determine if records pertaining to the names or
organizations relevant to the subject of the FOI/PA

request
- Apply all the appropriate searching rules

3. What is the correct format to enter a subject’s name
into ACS?

- Lastname, Firsthame, Middlename




4. How do you determine the difference between a Main and a
Reference file at the ARC?
- Black ink indicates main files
-  Red ink indicates reference files

- Black & Red ink both, the appearance or lack of a serial will
determine if the file is consider a reference file or main file

5. How do you determine the difference between a Main and a

Reference file on Sharepoint?
- Thefile # NOT including a serial # indicates a Main file

- A card containing a * following a file number may indicate a possible
Main file

- The file # including a serial # indicates a Reference file
- Refs Stamped directly on index card indicates a Reference File
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