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Recommended Guidelines for Obtaining Request Exemplar Writing

1. Thoroughly review the questioned material and identify what specific exemplar writing must be obtained from the writer (victim, suspect).

2. Review known samples of the writer’s course of business writing to gain insight into what the writer’s normal and natural handwriting looks like, preferably contemporaneous with the questioned writing.

3. Prepare photocopies or gather forms that duplicate the questioned material in both format and spacing constraints (e.g., 1040, a check, ruled note paper, etc.); use these to obtain exemplar samples from the various writers.

4. Gather appropriate writing instruments.  Obtain the majority of exemplar writing using a ballpoint pen (exhibit the most individual writing details) and if some other instrument was used to prepare the questioned writing, gather several samples using this other instrument.

5. Find a comfortable area with limited distractions to seat the writer and to obtain viable exemplars (e.g., a desk with a comfortable chair, preferably a desk blotter to cushion the writing).

6. Give the individual some general instructions about what you are attempting to accomplish (e.g., gather normal and natural samples of their writing).

7. Explain that you will dictate the material to them and that they will not be permitted to copy the material.  Inform them that after they finish each page, check, etc., you will remove it from them. 

8. In the event the writer brings an attorney with them and he/she requests that words be spelled, accommodate the request since spelling is not used in the identification/elimination of a writer.  Note that the request was made by the writer/attorney.

9. Give the writer one-page of the TIGTA handwriting warm-up and allow the writer to calm down.

10. Dictate the questioned material to the writer; do not allow him/her to copy and/or view from the questioned material.

11. Specify whether the writing is to be hand printed in all upper case, all lower case, cursive writing, etc.

12. Do not collect signatures all on a single page (50 signatures on the same page constitutes a single exemplar signature).  One signature per page, form, etc.

13. As each sample is completed, remove from the writer, initial it, date it and record in what sequence the item was dictated.

14. Review each item as it is removed from the writer.  Ensure that he/she is providing his/her best writing effort (breaking a possible disguise is covered below).

15. Repeat this process as directed by the below chart for as many different names, signatures, etc., as presented by the questioned material.

16. If, for any reason, the individual makes a statement or complaint about writing (e.g., an injury, taking medication, etc.) please make note of any such statements or specific instructions you as the dictating official provided to the writer.


	Style of Writing in Question
	Forms/Templates 
	Number of Exemplars

	Signature (given name)

	Check, signature block on form, signature line on document, ruled paper
	15-20 duplications at a minimum

	Signature (not in given name)

	Check, signature block on form, signature line on document, ruled paper
	25-30 duplications at a minimum for each different name used

	Hand printed letter or note (extended writing)

	Duplicate questioned = ruled paper, Post-it note, greeting card, etc.
	3-5 duplications for long letter; more if shorter in length; 15-20 duplications for brief note 

	Handwritten (cursive) letter or note (extended writing)

	Duplicate questioned = ruled paper, Post-it note, greeting card, etc.
	3-5 duplications for long letter; more if shorter in length; 15-20 duplications for brief note 

	Forms (1040) with numbers, etc.
	Use copy of form as template.
	20-25 duplications

	Initials

	Duplicate questioned format.
	25-30 duplications
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