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INVESTIGATIVE STEPS DOCUMENTED AS ELEMENTS IN TORT REPORT OF INVESTIGATION

PRIVACY ACT NOTICE
Furnish a Privacy Act Notice to parties as appropriate prior to interview, and document this in the Memorandum of Interview.

PLACE OF EMPLOYMENT
Provide the place of employment and occupation for Federal and non-Federal persons involved under the subheading “PLACE OF EMPLOYMENT.”

CIRCUMSTANCES OF THE ACCIDENT
Provide the date, time, and place of the accident under the subheading “PLACE OF ACCIDENT AND DATE.”

POLICE REPORT
Obtain a copy of any police report completed concerning the incident.  Include the police report, and any photographs attached to it, as an exhibit to the report.  Identify the police report, the law enforcement official that completed the police report, and his/her agency name and address under the subheading “POLICE REPORT.”

In a motor vehicle accident, include a sketch in the report, which shows the relative positions of the vehicles and pedestrians involved.  Document the positions of each before, during, and after the accident.  Label the compass directions, streets, and every relevant object detected.  Indicate measurements of distances.  Show the path of vehicles and or pedestrian using dotted lines.  Attach an explanatory statement, if required, that would aid in the reader’s understanding of the accident.  If the police report contains a sketch that is complete, do not make an additional sketch.  Include any pictures of the accident scene as exhibits.

Identify any traffic citations issued to any driver involved in the incident under the subheading “TRAFFIC REGULATION VIOLATED.”  Cite the statute violation number and title.  Include the resulting court disposition.

Summarize the statements of the drivers under the subheading “STATEMENTS BY PARTICIPANTS.”  Usually the employee’s statement on SF-91, Operator’s Report of Motor Vehicle Accident, is sufficient.  If there is a conflict in statements, additional information is required. 

Obtain a signed statement from the witnesses for inclusion in the ROI if a statement is not included in the police report.  Identify the witness by name and address under the subheading “STATEMENTS BY WITNESSES.”
PHYSICAL ELEMENTS PRESENT
Document the physical elements present such as condition of weather and light at the time of the accident and/or condition of flooring or stairways, roadways, etc., as appropriate, under the subheading “PHYSICAL ELEMENTS PRESENT.”  Only obtain weather information if this information is pertinent.  Contact witnesses, review the police report, or contact the local weather bureau if necessary.  Obtain photographs if physical conditions, such as a tree obstructing a stop sign contributed to the accident.

PHOTOGRAPHS
Obtain photographs of the scene of a non-motor vehicle accident that involves any injury or death.  Obtain photographs of the property damage if required to resolve conflicts in the testimony or reports as to the nature of the accident or when there appears to be excessive estimates of damage.  Attach photographs as exhibits.  Identify photographs by date, time, parties, photographer, case number, and make/model of camera.

CONDITION OF INVOLVED VEHICLES
See PROPERTY DAMAGE AND REPAIRS for instructions.  This information is reported under the subheadings GOVERNMENT VEHICLE AND DRIVER and PRIVATE VEHICLE, OWNER AND DRIVER.

DUTY STATUS OF EMPLOYEE
Attach Optional Form 26, Data Bearing Upon Scope of Employment of Motor Vehicle Operator, as an exhibit.  Summarize the information contained on Form 26 in the ROI under the subheading DUTY STATUS.

PROPERTY DAMAGE AND REPAIRS
Provide a full and complete description of damage to government and/or privately owned vehicles or property under the subheading PROPERTY DAMAGE.  Provide a summary of the estimated cost of repairs obtained from a reputable contractor after personal examination.  If the cost of repairs appears to exceed the value of the vehicle, obtain an estimated value of the vehicle from a reputable automobile dealer.  If a non-Federal person is liable for damages to Government property, document action by the insurance company of the party at fault to settle the damages or by the responsible officials to effect a satisfactory settlement. 

GOVERNMENT VEHICLE AND DRIVER
If a GOV is involved, provide make, year, model, license plate number, and the IRS or GSA number for the vehicle under the subheading GOVERNMENT VEHICLE AND DRIVER.  Document the name, age, title, and post of duty of the driver of the vehicle.  Document any indication that the GOV was not in proper operating condition or was not properly serviced.  Obtain service records from the vehicle and the IRS or GSA.  Review the police report for information.

PRIVATE VEHICLE, OWNER AND DRIVER
If a privately vehicle is involved, provide make, year, model, and the license plate number for the vehicle under the subheading PRIVATE VEHICLE, OWNER AND DRIVER.  Document the name and address of the owner of the vehicle.  Document the name, age, driver’s license number, and address of the driver of the vehicle.  Document any indication that the private vehicle was not in proper operating condition or was not properly serviced.  Review the police report for information.

PERSONAL INJURY AND TREATMENT
Include information concerning the injuries sustained during the accident under the subheading NATURE OF INJURY.  Provide the name and address of any physicians who attended to injured non-Federal parties, time of attendance, and name and address of hospital under the subheading MEDICAL ATTENTION.  Generally, only initial treatment stage information is required, as the claimant will usually document subsequent information. 

REPORT OF DEATH
If the accident resulted in death of any party, give the exact time, date, place and immediate cause under this subheading.  Provide the names, relationship, and address of all persons known to be dependent upon the decedent at the time of death.  Include a copy of the death certificate.

NARRATIVE STATEMENTS
Include any other pertinent facts not included elsewhere in the ROI.  Do not include opinions, but include any information concerning the veracity of witnesses if they provided conflicting reports.  Provide any information that will be helpful in making a determination as to whether the accident was caused by willful misconduct by the person sustaining the injury or property damage; whether either of the parties involved was under the influence of alcohol or narcotics; whether there was negligence or contributory negligence by either party; and whether any unsafe actions or practices or violations of safety regulations may have contributed to the accident.  If the investigation is discontinued briefly summarize the reasons for discontinuing under this subheading.
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