Arvada Police Department
Required Information and Documentation
For Investigation of Economic Crimes

The Arvada Police Department understands your need to report the crime you have been a victim of as soon
as possible. However, without complete and accurate information at the time the report is made to us, the
reporting process is actually slowed down even further. To help you prepare to make your report, we have
developed a procedure to help you collect the information needed before the report can be accepted.

Step 1:
Make certain you have notified the pertinent financial institutions, such as your bank, credit card company or
any other merchants as appropriate for the crime.

Step 2:
From the following pages locate the type of economic crime you need to report and follow the instructions
associated with that crime. If you are the victim of more than one of the crimes listed, you must collect the
information required from each before the report will be accepted.
Please be aware that some financial institutions may not provide the information and/or documentation
referenced in this guide without a police report. To help a victim through this process and upon request,
the Arvada Police Department will make a written “information report” and provide a case report
number with the understanding that there will not be a criminal investigation initiated until the
information required pursuant to this policy is provided.
If you have been provided with an information report number, you must provide it when making your crime
report. So that you don’t forget or lose the number, please write it in the space provided on the next page.

Step 3:
Once you have all of the information requested you are ready to make an appointment. Call (720) 898-6649 to
speak with a Police Service Technician who will schedule an appointment to accept your report. At this
appointment bring the information and documentation to Ralston COPS, our satellite facility located at 9555
Ralston Road, Suite 101. Please call to make an appointment.
This telephone is answered Monday through Friday between the hours of 8:00 a.m. and 4:00 p.m. If no one is
available when you call please leave your name, why you are calling and a telephone number where you can
be reached during the days and hours listed above. If there is an after hours and weekend telephone number,
please leave it also. A representative from the police department will return your call and schedule an
appointment.
If you have questions please contact the Police Service Technician at (720) 898-6649.
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Arvada Police Department
Required Information and Documentation
For Investigation of Economic Crimes
Report Number

Date Report Made

Officer Accepting Report

List of Economic Crimes
Check Forgery – The crime of falsely and fraudulently making or altering a document (forged signature on a check,
changing the amount on a check, credit card, money order, etc.).
Account Holder Responsibility
1. Report the forgery to the bank.
2. Obtain an “affidavit of forgery” from the bank, sign and have it notarized.
3. Verify where the forged check was passed. If it occurred outside Arvada city limits, it must be reported to law
enforcement within that jurisdiction, per their policy, which may be different than the Arvada Police
Department.
4. Provide the original or legible copy of the forged check(s).
If it is an original forged check, do not handle it unnecessarily to avoid damaging latent fingerprints.
5. Provide information on the bank or merchant where the forged check was passed.
Name of bank or merchant
Exact and complete address of the institution
Telephone number
Bank contact person (if any)
Bank or Merchant Responsibility
1. Provide the original or legible copy of the forged check(s).
If it is an original forged document, do not handle it unnecessarily to avoid damaging latent fingerprints.
2. Provide information on the employee who accepted the check.
Employee name
Employee work address
Employee work telephone number
3. Provide original video tape if available.
4. Provide “in-house” policy on accepting checks and/or credit cards and verification the policy was followed.
Account Closed and Insufficient Funds Checks
If a person is writing checks on an account which does not have funds to cover them, or if an account holder is writing
checks on his/her own closed account, the Arvada Police Department does not investigate these types of crimes.
The best course of action is in small claims court where you could be awarded up to three times the amount of the check.
Information on how to contact the small claims courts is found at the end of this document.
Another course of action would be the “Bad Check Restitution Program” if the check is for less than $1,500.00. Call (800)
728-9341 for a complaint form.
If a person is writing checks on a closed account and they are not the account holder, most likely a forgery is involved and
directions found under “Check Forgery” should be followed.
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Credit Cards or Unauthorized Use of a Financial Transaction Device
Account Holder Responsibility
1.
2.
3.
4.
5.

Provide the account statement showing the fraudulent charge(s).
Obtain an “affidavit of forgery”, sign it and have it notarized.
Provide the account holder information and account number.
Provide any receipts from the fraudulent credit card transaction(s).
Provide information on the financial institution where the account is maintained.
Name of institution
Complete address
Telephone number
Institution contact person (if any)

Bank or Merchant Responsibility
1. Provide the original receipts from the transaction(s).
2. Provide videotape or pictures from the fraudulent transaction (if available).
3. Provide information on the employee who accepted the document(s).
Employee name
Employee work address
Employee work telephone number
4. Provide “in-house” policy on accepting credit cards and verification the policy was followed.
Counterfeit Money
Bank or Merchant Responsibility
1. Hold the counterfeit money until retrieved by a police department employee.
Do not handle it unnecessarily to avoid damaging latent fingerprints.
2. Provide information on the employee who accepted the document(s), (i.e. money, currency, etc.).
Employee name
Employee work address
Employee work telephone number
3. Provide original videotape or pictures of the illegal transaction (if available).
4. The Arvada Police Department will complete a report and the investigation will be turned over to the United
States Secret Service along with the counterfeit money.
Embezzlement – The theft of money from a business.
Victim - Business Responsibility
1. Provide detailed information on the suspected employee.
Employee name, date of birth and social security number
Employee last known address
Employee last known telephone number(s)
Employee description
Employee original employment application
Any other information which may be available
2. All original checks (or legible copy if the original is not available) if there is a forgery involved.
Report the forgery to the bank
Obtain an “affidavit of forgery” from the bank, sign and have it notarized
Provide the account holder information and account number from the check(s)
Provide information on the bank where the account is maintained
Name of bank
Complete address
Telephone number
Bank contact person (if any)
3. All business records showing history of illegal transactions which may include journals, ledgers and computer
records.
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Identity Theft – Identity theft is when someone uses your personal information (i.e.: name, Social Security Number,
Driver’s license number, credit card number, or other identification or information belonging to you) without your
permission. The information may be used to open credit accounts, bank accounts, telephone accounts, Internet service
accounts, or other accounts and may be used to make purchases in your name. Additionally, your existing accounts
could be taken over and used. Identity theft can damage your credit rating and history, including denials of credit and
other related losses.
Victim Responsibility
1. Report the incident to the companies and institutions (banks, credit card companies, Internet service
providers, etc.) which may have been affected by the identity theft.
2. Provide information on the financial institution where your information was provided.
Name of institution
Complete address and telephone number
Institution contact person (if any)
3. Provide information on the employee who accepted the information.
Employee name
Employee work address
Employee work telephone number
4. Obtain Affidavits of Forgery if applicable.
5. Obtain copies of what ever documentation is available from the companies and institutions.
6. If known, provide detailed information on the suspect(s).
Suspect(s) name, date of birth and social security number
Suspect(s) last known address and telephone number(s)
Suspect(s) description
Any other information which may be available
7. Details including copies of all illegal transactions known to date.
Additional information and support may be found through the Identity Theft Resource Center and can be
accessed via the Internet at www.idtheftcenter.org.
Internet Fraud – The Arvada Police Department does not investigate cases in which there is a monetary loss due to a
transaction which occurred over the Internet. This includes purchases made from an individual, a business or through an
Internet auction service. This is due to the procedure adopted by the Jefferson County District Attorney’s Office in which
these types of cases are not accepted for criminal prosecution
Additional Information
Small Claims Court is the proper venue for recourse against any check or loss of money less than $7,500.00 that does not
meet the investigation requirements listed above. You can sue an individual for three times the amount of the bad check.
Jefferson County Small Claims Court
100 Jefferson County Parkway
Golden, CO 80401
(303) 271-6226

Adams County Small Claims Court
1100 Judicial Center Drive
Brighton, CO 80601
(303) 654-3335

In all cases of Economic Crime investigated by the Arvada Police Department, the victims must cooperate with
the investigation and provide whatever evidence and/or information requested by the investigating officer. The
victims of Economic Crime should understand that the Arvada Police Department investigates these complaints
as crimes with the intent of eventual criminal prosecution, not for the purpose of restitution of the victim.
Restitution to the victim is a matter to be determined by the Court upon conviction of the offender.
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