Instructions: Copy and paste to email. Complete any fields in [brackets], encrypt, and send to NCIS Supervisory Special Agent or SA/Investigator on duty. Details for this notification can be found in the SARC notification and/or notifications from the Chain of Command. Contact the SARC or OSTC for questions.


NCIS Notification Template 
ACCUSED
· Name, rank, unit: [INFO]
· Senior DI (if applicable): [NAME, PHONE, EMAIL]
VICTIM
· Name, rank, unit: [INFO]
· Senior DI (if applicable): [NAME, PHONE, EMAIL]
· Victim preference to participate in an investigation, if known: [PREFERENCE]
· MPO/CPO/NCO requested: [YES, TYPE]
· SAPR notified: [YES, NO], [IF YES, ASSIGNED VA]
WHAT
· Alleged offense, if known: [e.g., Article 120, Sexual Assault]
· Known incident details: [DETAILS]
· Alcohol involved: [YES, NO, UNKNOWN]
· Weapons involved: [YES, NO, UNKNOWN]
· Drugs involved: [YES, NO, UNKNOWN]
WHERE
· Location of incident: [LOCATION]
WHEN
· Date incident reported: [DATE]
· Time incident occurred: [TIME]

