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INTRODUCTION

The Air Force Office of Special Investigations (OSI) and unit Security Forces (SF) supply reports to Commanders for information and action. When Commanders receive these reports they must establish proper internal control to ensure the reports are adequately safeguarded and promptly referred to appropriate authorities with the responsibility to begin action.

You may also receive a copy of a police report from a civilian police department. Great care should be taken in acting on these reports also. 

PROMPT ACTION ‑ WHY?
Prompt action on OSI and SF Reports of Investigations (ROIs) facilitates the administration of discipline within a unit.

Often, but not always, such reports are accurate and can be relied upon. 

Your first obligation is to read the report.

Your second obligation is to consult the Staff Judge Advocate to determine:

1. 
If further investigation is required;

2. 
What offense has been committed; and

3. 
A proper course of action and who can and should take it.

Do not let the report sit on your desk without prompt action, but do not take action on the report without consulting the SJA. Since the ROI has taken time to be prepared, and a higher level of command may have to initiate action, you may need to act promptly to prevent the matter from becoming stale. Remember also, that the suspects of ROIs usually have been under the strain of knowing they are being investigated, and are entitled to know if you or another authority are or are not taking action.

PROTECTION, HANDLING AND RELEASE
AFI 31‑401 sets forth detailed responsibilities for action authorities upon their receipt of these reports. In summary fashion, action authorities are required to: 

1.
Determine who must receive the reports, or parts thereof;

2. 
Determine who may receive the reports, or parts thereof; 

3. 
Provide enough copies to proper recipients;

4. 
Protect, control and destroy, as appropriate, copies of the reports;

5. 
Determine when extracts or summaries of reports are appropriate, and prepare and release them to authorized recipients;

6. 
Prevent unauthorized disclosure of reports which might jeopardize a confidential matter; and

7. 
Coordinate with the OSI or SF Commander when in doubt about exercising these responsibilities.

RELEASE OF REPORTS - MILITARY REPORTS
After notice to, and unless specifically prohibited by the OSI or SF, the action authority may release the entire ROI to government and defense attorneys (military or civilian) during the adjudication process of judicial or administrative actions in accordance with AFI 51‑301. Always coordinate with the Staff Judge Advocate before releasing any ROI or portion thereof.

As a rule, do not give witnesses access to reports, or extracts or summaries of investigations. However, persons who have furnished written statements during an investigation may be given copies of their own statements upon request. This does not apply if the statements are classified or if the report stipulates the statements cannot be released without the prior concurrence of the OSI or SF. Also, be sure to coordinate any release with the Staff Judge Advocate. 

In certain situations, it may become necessary to prepare an extract or summary rather than release an entire ROI. Commanders may prepare extracts or summaries from such reports for release when command action has not been taken. See AFI 71‑101, Vol I for examples of situations appropriate to preparing an extract or summary.

As federal records, OSI and SF reports, and summaries or extracts of reports are controlled by the Freedom of Information Act. Law enforcement records are subject to exemption from the Privacy Act. Each request for information under these Acts receives full consideration. Exemptions permitted under the Acts are invoked when considered appropriate and may result in all or parts of an ROI being withheld.

Release of an AFOSI ROI or extract or summary outside the Air Force requires the approval of Headquarters AFOSI. Seek this approval through the servicing AFOSI unit and coordinate with your Staff Judge Advocate. 

RELEASE OF REPORTS - CIVILIAN REPORTS
If you should receive a civilian police report concerning one of your members, DO NOT UNDER ANY CIRCUMSTANCES, RELEASE OR DISCLOSE THE CONTENTS OF ANY PART OF THIS REPORT TO THE SUSPECT OR TO ANYONE WHO DOES NOT HAVE THE “NEED TO KNOW” WITHOUT COORDINATING WITH THE SJA AND THE POLICE DEPARTMENT INVOLVED. Failure to adhere to this guidance could jeopardize an ongoing investigation as well as the personal safety of those involved. In addition, your relationship with the civilian police department could be adversely affected by such inadvertent release. 

KWIK‑NOTE: Promptly act on OSI and SF reports. Coordination with the Staff Judge Advocate in this area is recommended to avoid improper release of information and potential personal liability.
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