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INSTRUCTIONS:

THIS IS AN EMBEZZLEMENT REPORTING PACKET THAT IS A REQUIREMENT TO BE
COMPLETED BY THE VICTIM THAT PROVIDES A DETAILED DESCRIPTION OF HOW
THE CRIMES WERE COMMITTED. WE CANNOT PROCEED UNTIL THIS PACKET IS
PROPERLY COMPLETED AND ALL NECESSARY EVIDENCE IS SUBMITTED. THE
FORMAT USED IN THIS PACKET IS DIRECTLY DERIVED FROM THE FORMAT OF
EMBEZZLEMENT CASES THAT HAVE BEEN SUCCESSFULLY ADJUDICATED AND
THAT PROSECUTORIAL AGENCIES HAVE REQUESTED WE USE WHEN
SUBMITTING AN EMBEZZLEMENT CASE.

THE PACKET IS DIVIDED INTO THREE (3) PARTS. THE NARRATIVE, PEOPLE AND
EVIDENCE:

1) THE NARRATIVE OF THE CRIME INCLUDES A BRIEF OVERVIEW OF THE
CASE, BACKGROUND ON THE VICTIM, COMPANY, BACKGROUND ON THE
SUSPECT, AND A DETAILED EXPLANATION OF THE DISCOVERY OF THE
THEFT AND WHAT INVESTIGATION HAS BEEN COMPLETED AND WHAT
WAS DISCOVERED. IN THE FOLLOWING PAGES YOU WILL FIND EXAMPLES
OF THE REQUIRED NARRATIVES

2) THE PEOPLE SECTION INCLUDES BASIC CONTACT INFORMATION FOR THE
SUSPECT AS WELL ANY WITNESSES INVOLVED IN THE CASE. IN ADDITION
WE REQUEST THAT YOU PROVIDE EVIDENCE THAT THE SUSPECT WAS
LEGITIMATELY PAID BY THE COMPANY, LE. W-2’S, AND PAYROLL
REPORTS. IF YOU ARE GOING TO BE REIMBURSED BY A BANK OR
INSURANCE COMPANY, PLEASE COMPLETE A REIMBURSEMENT FORM FOR
THEM. IN THE FOLLOWING PAGES YOU WILL FIND EXAMPLES THE BLANK
SUSPECT, WITNESS AND REIMBURSEMENT INFORMATION SHEETS FOR
YOU TO COMPLETE.

3) THE EVIDENCE OF THE CRIME INCLUDES COPIES OF ALL ACCOUNTING
RECORDS THAT DOCUMENT THE THEFT SCHEME AND SHOW THE
SUSPECT(S) EFFORTS TO CONCEAL THE THEFT. THE FOLLOWING IS A LIST
OF THE TYPES OF EVIDENCE THAT WE ARE REQUESTING.

 SPREADSHEETS

*  AUDIT/ACCOUNTING REPORTS

« CANCELLED CHECKS

* BANK STATEMENTS

* CHECK REGISTERS/ GENERAL LEDGERS/ CHECK

STUBS
OFTEN TIMES IN EMBEZZLEMENT CASES THE EMBEZZLER EMPLOYS

SEVERAL METHODS/SCHEMES TO STEAL MONEY FROM THE COMPANY. FOR
EXAMPLE, THE EMBEZZLER FORGES CHECKS USES THE COMPANY CREDIT CARD
FOR PERSONAL EXPENDITURES, AND ALSO STEALS FROM CASH DEPOSITS.



THEREFORE, IT IS NECESSARY TO PROVIDE A BREAKDOWN OF EACH OF THE
SCHEMES AND THE CORRESPONDING DOLLAR AMOUNT INVOLVED IN THE LOSS.

WE REQUEST THAT ONCE COMPLETED, YOU PLACE THE INFORMATION ALONG
WITH THE CORRESPONDING EVIDENCE INTO TWO (2) SEPARATE BINDERS, ONE
WITH THE ORIGINALS (WHERE POSSIBLE) AND ONE EXACT COPY.

THE BINDERS SHOULD BE DIVIDED INTO THE FOLLOWING FOUR (4) SECTIONS.

1. NARRATIVE- TO INCLUDE OVERVIEW, BACKGROUNDS AND DETAILED
EXPLANATION

2. SUSPECT INFORMATION- TO INCLUDE PERSONNEL AND PAYROLL
RECORDS

3. WITNESS INFORMATION- TO INCLUDE WITNESS STATEMENTS

4. EVIDENCE- TO INCLUDE SPREADSHEETS, BANKS RECORDS, AND
INTERNAL ACCOUNTING RECORDS.

THE ORIGINAL BINDER WILL BE IMPOUNDED INTO OUR EVIDENCE DIVISION AND
ONCE THE CASE IS COMPLETELY ADJUDICATED IT WILL BE RETURNED TO YOU.
THE COPY BINDER WILL BE USED AS A WORKING CASE FILE. IN ADDITION, IT IS
CRITICAL THAT YOU MAKE A COPY OF YOUR SUBMITTED BINDER(S) FOR
YOUR OWN REFERENCE.

NARRATIVE: THE FOLLOWING ARE SAMPLES OF THE TYPE OF INFORMATION TO
BE INCLUDED IN EACH OF THE STEPS. YOU MAY USE WHATEVER WORD
PROCESSING PROGRAM YOU PREFER.

STEP 1- BRIEF OVERVIEW- EXAMPLE

AN INTERNAL AUDIT REVEALED THAT FROM 01/01/03 THROUGH 01/31/04, IN-
HOURS BOOKKEEPER, MELINDA WELLS, EMBEZZLED $56,000  FROM THE
COMPANY.

MS. WELLS EMBEZZLED FUNDS FROM THE COMPANY BY THREE (3) DIFFERENT
METHODS; WRITING SEVERAL CHECKS FROM THE COMPANY’S GENERAL
ACCOUNT PAYABLE TO EITHER HERSELF, HER HUSBAND, LARRY WELLS, OR IN
PAYMENT FOR THEIR DEBTS; UTILIZING THE COMPANY CREDIT CARD TO
PURCHASE PERSONAL ITEMS OR CASH ADVANCES AT CASINO’S, AND STEALING
CASH FROM DEPOSITS THAT SHE WAS SOLELY RESPONSIBLE FOR TAKING TO
THE BANK. THE FOLLOWING IS A LIST OF THEFT SCHEMES AND CORRESPONDING
LOSSES:

THEFT SCHEME LOSS AMOUNT
UNAUTHORIZED CHECKS $35,000
UNAUTHORIZED CREDIT CARD PURCHASES CASH ADVANCES $12,500




CASH THEFTS FROM DEPOSITS $8,500
TOTAL $56,000

MS. WELLS WROTE 20 CHECKS PAYABLE TO EITHER HER HUSBAND,
LARRY WELLS, OR IN PAYMENT OF THEIR DEBT. THE UNAUTHORIZED CHECKS
TOTAL $35,000, AND BEGAN IN EARLY JANUARY 2003 AND CONTINUED UNTIL
JANUARY OF 2004. MS. WELLS WAS AN AUTHORIZED SIGNER ON THE ACCOUNT.

MS. WELLS UTILIZED THE “ABC SUPPLIES” CAPITOL ONE BUSINESS VISA
#0000-1234-5678-9000 TO PURCHASE PERSONAL ITEMS INCLUDING PLANE TICKETS
TO ST. LOUIS, MO FOR HER FAMILY REUNION IN OCTOBER 2003 AS WELL AS
CASH ADVANCES AT THE CASINO’S. THERE WERE 22 UNAUTHORIZED CHARGES
AND CASH ADVANCES ON THE CREDIT CARD, WHICH TOTAL $12,500. THE
UNAUTHORIZED CHARGES/CASH ADVANCES BEGAN IN AUGUST OF 2003 AND
CONTINUED THROUGH TILL DECEMBER OF 2003.

MS. WELL’S STOLE $8,500 IN CASH FROM 12 COMPANY DEPOSITS
BEGINNING IN SEPTEMBER OF 2003 AND CONTINUING THROUGH JANUARY OF
2004.

ON FEBRUARY 3, 2004, MS. WELLS WAS INTERVIEWED BY SALLY DUBLIN,
HUMAN RESOURCES DIRECTOR, AND GERALD DRAKE, CHIEF FINANCIAL
OFFICER, REGARDING THE THEFT. MS. WELLS CONFESSED TO THE
EMBEZZLEMENT AND ADVISED SHE HAD A GAMBLING ADDICTION. MS. WELLS
WAS TERMINATED ON FEBRUARY 5, 2005.

STEP 2- BACKGROUND ON COMPANY- EXAMPLE

“ABC SUPPLIES” IS A MANUFACTURER OF PAINT AND PAINTING SUPPLIES.
“ABC SUPPLIES” IS HEADQUARTERED IN PHOENIX, ARIZONA AND WAS FOUNDED
IN 1984, BY JEFF DOE AND EMPLOYS 85 FULL-TIME STAFF. “ABC SUPPLIES” USES
QUICKBOOKS FOR THE INTERNAL ACCOUNTING SYSTEM. WE MAINTAIN 1
BUSINESS CHECKING ACCOUNT AT “WELLS FARGO”. THE AUTHORIZED SIGNERS
ON THE ACCOUNT DURING THE TIME OF THE EMBEZZLEMENT WERE JOE DOE,
MARY RICE, AND MELINDA WELLS. OUR PAYROLL IS PROCESSED BY “PAYCHEX”
AND OUR EMPLOYEES ARE PAID EVERY TWO WEEKS ON FRIDAYS.

STEP 3- BACKGROUND ON SUSPECT- EXAMPLE

MELINDA WELLS WAS EMPLOYED AS IN-HOUSE BOOKKEEPER OF “ABC
SUPPLIES” FROM JUNE 15, 2000 UNTIL FEBRUARY 5, 2004 WHEN SHE WAS
TERMINATED UPON LEARNING OF THE EMBEZZLEMENT. MS. WELLS HAD
PREVIOUS  EXPERIENCE IN BOOKKEEPING FOR  SIMILARLY  SIZED
MANUFACTURING COMPANIES AND HAD POSITIVE REFERENCES. MS. WELLS
RAPIDLY BECAME A TRUSTED MEMBER OF THE “ABC SUPPLIES” FAMILY AND




DISPLAYED AN EXCEPTIONAL WORK ETHIC, OFTEN STAYING LATE AND
WORKING WEEKENDS.

AT THE END OF MS. WELL’S EMPLOYMENT WITH “ABC”, SHE WAS PAID A
GROSS SALARY OF $40,000 PLUS MEDICAL BENEFITS. MS. WELLS WAS
RESPONSIBLE FOR HANDLING ACCOUNTS PAYABLE, ACCOUNTS RECEIVABLE,
BANK RECONCILIATION, SUBMITTING PAYROLL INFORMATION TO “PAYCHEX”,
AND OTHER GENERAL BOOKKEEPING DUTIES. AS STATED BEFORE, MS. WELLS
WAS AN AUTHORIZED SIGNER ON THE BUSINESS CHECKING ACCOUNT.

STEP 4- DETAILED EXPLANATION OF CASE- EXAMPLE

DISCOVER OF THE THEFT- HOW THE THEFT WAS DISCOVERED

ON FEBRUARY 1, 2004 GERALD DRAKE “CFO” FOR “ABC SUPPLIES” CAME
INTO WORK EARLY AND HAPPENED TO REVIEW AND UNOPENED BANK
STATEMENT FOR THE COMPANY IN AN ATTEMPT TO DETERMINE WHY THE
COMPANY’S NET INCOME HAD BEEN LOWER THAN WHAT HE AND THE OWNER
THOUGHT IT SHOULD BE FOR THE SALES THEY HAD BEEN MAKING. UPON
REVIEW OF THE BANK STATEMENT AND CANCELLED CHECKS, GERALD FOUND
FOUR CHECKS (2392, 2459, 2469 AND 2478) CHECKS WERE PAYABLE TO MS. WELLS
THAT HE KNEW WERE NOT HER PAYCHECK. GERALD THEN LOOKED THESE
CHECKS UP IN THE GENERAL LEDGER AND FOUND THAT THE CHECKS WERE FOR
THE SAME DOLLAR AMOUNTS; HOWEVER, THEY WERE LISTED AS PAYABLE TO
LEGITIMATE COMPANY VENDORS. GERALD THEN CALLED JEFF DOE, THE OWNER
AND ADVISED HIM OF WHAT HE HAD FOUND. JEFF REQUESTED THAT GERALD
CONDUCT A FULL AUDIT OF ALL OF THE ACCOUNTS FOR THE PAST FOUR YEARS.
GERALD THEN CALLED SALLY DUBLIN, HUMAN RESOURCES DIRECTOR, AND
TOLD HER WHAT HE HAD FOUND AND THAT HE WAS GOING TO CONDUCT A
REVIEW OF ALL OF THE ACCOUNTS TO DETERMINE THE EXTENT OF THE THEFT.
INVESTIGATION- WHAT WAS DONE BY THE COMPANY UP AND UNTIL IT WAS
HANDED OVER TO THE SHERIFF’S OFFICE.

FROM 2/1/04 THROUGH 2/3/04 GERALD REVIEWED ALL OF THE BANK
STATEMENTS AND AVAILABLE CANCELLED CHECKS AND OBTAINED COPIES OF
CHECKS FROM THEIR BANK WHICH WERE MISSING BACK TO 2002. INITIALLY
GERALD WAS ABLE TO FIND A TOTAL OF THIRTEEN (13) UNAUTHORIZED CHECKS
THAT WERE WRITTEN TO MELINDA WELLS OR LARRY WELLS, HER HUSBAND.

ON 2/4/04 AT 8:00 AM AT THE OFFICES OF “ABC SUPPLIES”, GERALD AND
SALLY CONFRONTED MELINDA ABOUT THE THIRTEEN (13) CHECKS. MELINDA
BEGAN CRYING AND STATING THAT SHE WAS DESPERATE AND THAT SHE HAD A
GAMBLING PROBLEM AND THAT SHE WAS VERY SORRY. GERALD ASKED
MELINDA IF THERE WERE ANY OTHER WAYS SHE WAS STEALING. MELINDA
ADVISED THAT SHE HAD BEEN USING THE COMPANY CREDIT CARD. MELINDA
SIGNED A WRITTEN CONFESSION STATING THAT SHE KNEW WHAT SHE DID WAS
WRONG AND THAT SHE WANTS TO PAY THE COMPANY BACK.



ON 2/4/04 GERALD CALLED THE PINAL COUNTY SHERIFF’S OFFICE AND
WAS DIRECTED TO CRIMINAL INVESTIGATION BUREAU (CIB), PROPERTY CRIMES
UNIT. GERALD SPOKE TO AN INVESTIGATOR AND ARRANGEMENTS WERE MADE
TO DROP OFF AN EMBEZZLEMENT REPORTING PACKET.

ON 2/7/04 AND INVESTIGATOR DROPPED OFF THE EMBEZZLEMENT
REPORTING PACKET AND WENT OVER THE DETAILS OF THE CASE WITH GERALD.

BETWEEN THE DATES OF 2/7/04 AND 4/30/04 GERALD AND SALLY WORKED
TO COMPILE THE EVIDENCE RELATED TO THE CASE AND CONDUCT A FULL
AUDIT. IN THE COURSE OF THAT WORK, ADDITIONAL THEFT WAS DISCOVERED.

ON 3/15/04, JEFF RECEIVED A CALL FROM A MAN BY THE NAME OF JOSEPH
ROGERS ADVISING THAT HE WAS MELINDA’S ATTORNEY AND THAT HE WOULD
LIKE TO WORK OUT A DEAL WITH MELINDA PAYING THE MONEY BACK. MR.
ROGER’S EXPLAINED THAT THE DEAL WAS CONTINGENT ON THEM NOT
REPORTING THE CASE TO THE SHERIFF’S OFFICE. JEFF EXPLAINED TO MR.
ROGER’S THAT THEY DID NOT WANT TO MAKE ANY DEALS WITH MS. WELL’S
AND THAT THEY HAD ALREADY CONTACTED THE SHERIFF’S OFFICE ABOUT
CONDUCTING A CRIMINAL INVESTIGATION. THIS WAS THE ONLY CONTACT
THAT HAD BEEN MADE BY MELINDA OR HER REPRESENTATIVE SINCE THE 2/4/04
INTERVIEW.

ON 5/1/04 THE CASE WAS TURNED OVER TO AN INVESTIGATOR WITH THE
PINAL COUNTY SHERIFF’S OFFICE.

DETAILED EXPLANATION OF THE THEFT SCHEME(S)

THEFT SCHEME 1- EXAMPLE

MS. WELLS WROTE 20 CHECKS PAYABLE TO EITHER HERSELF, HER
HUSBAND, LARRY WELLS, OR IN PAYMENT OF THEIR DEBTS. MS. WELLS WAS AN
AUTHORIZED SIGNER ON THE ACCOUNT AND SIGNED HER NAME ON ALL OF THE
CHECKS. THE UNAUTHORIZED CHECKS TOTAL $35,000, AND BEGAN IN EARLY
JANUARY 2003 AND CONTINUED UNTIL JANUARY 2004. MS. WELLS CONCEALED
THE THEFT BY LISTING THE PAYEES ON THE GENERAL LEDGER FOR THE
UNAUTHORIZED CHECKS AS LEGITIMATE VENDORS OF THE COMPANY, LE.
STAPLES, OFFICE MAX, AND ALPHA GRAPHICS.

MS. WELLS WAS SOLELY RESPONSIBLE FOR RECONCILING THE ACCOUNT.
(PLEASE COMPLETE A SPREADSHEET OR SIMILAR APPLICATION WITH A
COMPLETE LIST OF THE CHECKS AND SUPPORTING EVIDENCE).



THEFT SCHEME 2- EXAMPLE

MS. WELLS UTILIZED THE “ABC SUPPLIES” CAPITOL ONE BUSINESS VISA
(#000-1234-5678-9000) TO PURCHASE PERSONAL ITEMS INCLUDING PLANE
TICKETS TO ST. LOUIS, MO FOR HER FAMILY REUNION IN OCTOBER OF 2003. IN
ADDITION, MS. WELLS TOOK CASH ADVANCES FROM THE CREDIT CARD. THERE
WERE 22 UNAUTHORIZED CHARGES OR CASH ADVANCES ON THE CREDIT CARD,
WHICH TOTAL $12,000. THE UNAUTHORIZED CHARGES/CASH ADVANCES BEGAN
IN AUGUST OF 2003 AND CONTINUED TILL DECEMBER OF 2003.

MS. WELLS HAD POSSESSION OF A COMPANY CREDIT CARD AND WAS
AUTHORIZED SIGNER; HOWEVER, PER WRITTEN POLICY, SHE WAS ONLY
ALLOWED TO USE THE CARD FOR PURCHASE OF OFFICE SUPPLIES UNDER $50.00.
AGAIN, MS. WELLS WAS SOLELY RESPONSIBLE FOR RECONCILING THE CREDIT
CARD ACCOUNT, AND CONCEALED THE THEFT BY PAYING THE BALANCE OF THE
CREDIT CARD ACCOUNT EVERY MONTH WITH A COMPANY CHECK. MS. WELLS
ALSO LISTED THE UNAUTHORIZED CREDIT CARD PURCHASES/CASH ADVANCES
ON THE GENERAL LEDGER AS LEGITIMATE VENDORS. (PLEASE COMPLETE A
SPREADSHEET OR SIMILAR APPLICATION WITH A COMPLETE LIST OF
CREDIT CARD PURCHASES/CASH ADVANCES AND SUPPORTING EVIDENCE).

THEFT SCHEME 3- EXAMPLE

MS. WELLS STOLE $8,500 IN CASH FROM 12 COMPANY DEPOSITS
BEGINNING IN SEPTEMBER OF 2003 AND CONTINUING THROUGH TILL JANUARY
OF 2004.

MS. WELLS WAS SOLELY RESPONSIBLE FOR MAKING ALL DEPOSITS TO
THE BANK. THE DEPOSITS INCLUDED CHECKS AS WELL AS CASH.
INCONSISTENCIES BETWEEN THE SALES RECEIPTS, CASH RECEIPTS JOURNAL
AND THE DEPOSITS AS LISTED ON THE BANK STATEMENTS INDICATED THAT
THE CASH WAS MISSING FROM THE DEPOSITS.

THE CASH RECEIVED AS REPORTED ON THE INDIVIDUAL SALES RECEIPTS,
WHICH WERE COMPLETED BY THE SALES REPRESENTATIVES, AND THE CASH
RECEIPTS JOURNAL ENTRIES, WHICH WERE COMPLETED BY THE ACCOUNTING
CLERKS, AND THE CASH ENTRIES ON THE GENERAL LEDGER, WHICH WAS
COMPLETED BY MS. WELLS, ALL MATCHED. HOWEVER, THE AMOUNT LISTED AS
DEPOSITED CASH ON THE ACTUAL DEPOSIT SLIPS WAS EITHER A LESSER
AMOUNT OR MISSING ENTIRELY. MS. WELLS WAS SOLELY RESPONSIBLE FOR
IMPUTING DEPOSITS INTO THE GENERAL LEDGER, CREATING THE DEPOSIT SLIPS



FOR EVERY DEPOSIT, AND MAKING THE DEPOSITS TO THE BANK. (PLEASE
COMPLETE A SPREADSHEET OR SIMILAR APPLICATION WITH A COMPLETE
LIST OF CASH THEFT AND SUPPORTING EVIDENCE).

THE TOTAL LOSS SUFFERED BY “ABC SUPPLIES” IS $56,000 BASED ON THE
EVIDENCE COLLECTED AS OF THE DATE OF THIS REPORT.

DESCRIPTION OF SUSPECT(S) INTERVIEWS AND SUBSEQUENT STATEMENTS,
IF ANY.

ON 2/4/04 AT 8:00 AM AT THE OFFICES OF “ABC SUPPLIES”, GERALD AND
SALLY CONFRONTED MELINDA ABOUT THE THIRTEEN (13) CHECKS. MELINDA
BEGAN CRYING AND STATING THAT SHE WAS DESPERATE AND THAT SHE HAD A
GAMBLING PROBLEM AND THAT SHE WAS VERY SORRY. GERALD ASKED
MELINDA IF THERE WERE ANY OTHER WAYS SHE WAS STEALING. MELINDA
ADVISED THAT SHE HAD BEEN USING THE COMPANY CREDIT CARD. MELINDA
SIGNED A WRITTEN CONFESSION STATING THAT SHE KNEW WHAT SHE DID WAS
WRONG AND THAT SHE WANTS TO PAY THE COMPANY BACK. ( SEE COPY OF
WRITTEN CONFESSION STATEMENT FROM MELINDA WELLS)

POSSIBLE MOTIVES FOR THE THEFT:
GAMBLING PROBLEM
INCREASING LIFESTYLE

DEFENSES THAT THE SUSPECT(S) WILL LIKELY ASSERT:
NONE THAT WE ARE AWARE OF.



STEP-5
SUSPECT INFORMATION SHEET. MAKE ADDITIONAL COPIES AS NEEDED.

SUSPECT:__OF___:

LAST NAME: FIRST NAME: MIDDLE:
DATE OF BIRTH: SOCIAL SECURITY #:
HOME ADDRESS:

CITY: STATE: 1P
CODE:

HOME PHONE #: OTHER PHONE #’S:
POSITION/TITLE: HIRE DATE:
TERMINATION DATE: SALARY/PAY:

OTHER INFORMATION:

PLEASE PROVIDE THE FOLLOWING ITEMS:

1) JOB DESCRIPTION

2) DIRECT DEPOSIT FORM

3) PAYROLL INFORMATION- THIS IS NECESSARY TO SHOW THEY WERE
LEGITIMATELY PAID- W-2 OR PAYROLL REPORTS

4) JOB APPLICATION



STEP 6
WITNESS INFORMATION SHEET. MAKE ADDITIONAL COPIES AS NEEDED.

WITNESS:__OF_:

LAST NAME: FIRST NAME: MIDDLE:
DATE OF BIRTH: SOCIAL SECURITY #:
HOME ADDRESS:

CITY: STATE: 1P
CODE:

HOME PHONE #: OTHER PHONE #’S:
POSITION/TITLE: HIRE DATE:
TERMINATION DATE: WILLING TO TESTIFY:
OTHER INFORMATION:

PLEASE PROVIDE A WITNESS STATEMENT FROM EVERY WITNESS:




STEP 7

INSURANCE OR BANK REIMBURSEMENT SHEET. MAKE ADDITIONAL

COPIES IF NEEDED.
COMPANY NAME: CLAIM NUMBER:
CONTACT:
MAILING ADDRESS:
PHONE #: OTHER PHONE #’S:
POSITION/TITLE: DATE OF CLAIM:
DATE PAID: AMOUNT PAID OUT:
OTHER INFORMATION:

ATTACH COPIES OF THE CLAIM AND ANY REIMBURSEMENT INFORMATION

CGPD Form 180



