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 THE 

 
 
 EVERYTHING®

 
 
 Private Invetigation Book

 
 
 
 
 
 
 Dear Reader,

 
 
 

 
 
 
 
 About once a month, I receive an e-mail from someone offering his ser vices as a private investigator, usually for free. Upon following up, I find that he has no training, no experience in the field, and hasn’t even read a book about the subject. Needless to say, I can’t use him. If I hired someone such as this — or even let him work for training — his total lack of knowledge would be too distracting to another investigator. Someone like this wouldn’t even be able to help; he would hinder an investigation.

 
 
 

 
 
 Plus, if it takes two people to do one job, one of them isn’t necessary. Read this book and others recommended in the text, check out the recommended Web sites (you can start with mine, www.safersecurityinc.com), get some training, and then call around to see if an agency can use a trainee. Have something of value to offer, and know how to articulate this value before you call an agency.
 

 
 
 
 
 The second mistake potential investigators make is offering their service s for free. You must realize that your abilities have monetar y value; if you don’t, no one else will. Also, it’s a good idea to purchase your own basic equipment. With your own equipment, you’ll never need to stand in line for what you need, and you’ll be more attractive to an investigative agency.

 
 
 
 
 As a former agent for the Bureau of Alcohol, Tobacco, Firearms and Explosives and licenced private investigator, I’ve learned that in this business you hold peoples’ lives in your hands — sometimes literally, but more often figuratively. You’ll have identifying information that, if misused, can wreck a life and a family. You’ll be the keeper of secret s for people who trust and need you. Don’t let them down; use your investigative powers for good and not evil. People enter the PI profession for different reasons. Some are interested in money: There’s no doubt that money can be made, but there are other, better motives. I can’t reiterate enough that the most rewarding motive is the knowledge that you’ve made a difference in the life of another human being, and that you will leave the planet a better place than you found it.
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 Welcome to the EVERYTHING® Series! ® 

 
 
 

 
 
 
 
 These handy, accessible books give you all you need to tackle a difficult project, gain a new hobby, comprehend a fascinating topic, prepare for an exam, or even brush up on something you learned back in school but have since forgotten.

 
 
 

 
 
 You can choose to read an Everything® book from cover to cover or just pick out the information you want from our four useful boxes: e-questions, e-facts, e-alerts, e-ssentials. We give you everything you need to know on the subject, but throw in a lot of fun stuff along the way, too.
 

 
 
 
 
 We now have more than 400 Everything® books in print, spanning such wide-ranging categories as weddings, pregnancy, cooking, music instruction, foreign language, crafts, pets, New Age, and so much more. When you’re done reading them all, you can finally say you know Everything®!
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 Top Ten Items 

 
 
 Every PI Needs 

 
 
 
 
 1. Insurance — preferably errors and omissions — and a license 
 

 
 
 
 
 2. An up-to-date computer, preferably a laptop 
 

 
 
 
 
 3. A Web site 
 

 
 
 
 
 4. Professional business cards and brochures 
 

 
 
 
 
 5. A reliable vehicle of neutral-color and unremarkable appearance 
 

 
 
 
 
 6. Office space with secure storage for client and target information, and equipped with a computer, printer, and shredder 
 

 
 
 
 
 7. A low-lux video camcorder with image stabilization, zoom lens, and auto control 
 

 
 
 
 
 8. A variety of tripods 
 

 
 
 
 
 9. Communication equipment, radios, and a good cell phone 
 

 
 
 
 
 10. A wearable or portable covert camera 
 

 
 

 
 
 
 
 Introduction 

 
 
 
 
 MANY BOOKS HAVE BEEN WRITTEN about private investigation. The authors of most of them state that investigation is about finding the truth. While this is not wrong, neither is it exactly right. Truth is a funny thing; it’s often dependent upon perspective. Not to insinuate that there’s no truth or lie, good or bad, black or white — but truth often hides in the areas between these concepts, where it’s difficult to find. Sometimes, real problems arise when these areas become so murky that truth is impossible to determine with any real certainty. At this point, truth must often be determined in a court of law by someone other than the investigator. At some junctures of the investigative process, truth is actually irrelevant.

 
 
 
 
 The only thing relevant at all times and at all stages of the investigative process is evidence. Investigators are looking for information that translates into evidence, not truth. Evidence can lead to what appears to be — but it is not always — the truth. Of course, everyone wants to uncover the truth, yet a successful investigation can be conducted even though truth remains in question. The investigator’s job is to seek out, develop, and collect information, then deliver it in an understandable form that can be presented in court should this become necessary.

 
 
 
 
 What is truth? Truth may seem to be fairly obvious. It may be presented in a document or public record that must be correct, right? Not always. What if that document, or part of it, has been forged or incorrectly recorded?

 
 
 
 
 More “truth” may be presented in the form of video recordings. This type of evidence is guaranteed, isn’t it? If it can be seen and heard, it has to be true, right? Wrong again. Recordings can be altered or edited, videos can be of such poor quality as to make identification questionable or impossible. Remember those grainy, blurry videos on the nightly news? Many surveillance cameras are not capable of doing the job for which they are installed. All video evidence must be verified.

 
 
 
 
 This book does not presume to guide those looking for truth, but it will prepare anyone to find evidence. This is an overview of the field of private investigation, not an exhaustive examination of the subject, but there is something here for every reader. Everyone from the interested amateur to the seasoned professional will be able to glean nuggets of information that will make the reading of this book more than worthwhile. For the new investigator or one about to take the plunge, time and experience will add to the information contained here. Also, remember that laws, technology, and Internet resource links change, so check before you act.

 
 
 
 
 The umbrella term “private investigation” covers a range of services. Some of these include divorce/infidelity; child custody; missing persons; insurance investigation; business/corporate security; and special investigations including legal and hidden camera investigation, bounty hunting, and cyber-sleuthing — all topics that this book will explore.

 
 
 
 
 However, The Everything® Private Investigation Book is not just for readers at some stage of investigative experience; it’s also an invaluable resource for journalists and novelists, students of criminal justice, those needing to do background checks on employees or tenants, and self-appointed armchair detectives. It’s interesting reading for the knowledge-seekers of this world — those who just want to know how things, and people, work.
 

 
 
 
 
 While the real-world practice of private investigation is not exactly what has been portrayed in novels and movies and shown on television, it’s still one of the most rewarding and entertaining professions on the planet — but it can be dangerous. Anyone whose goal is to work as a private investigator must be sure that she has what it takes to do this job well, along with a willingness to cultivate the skills and knowledge necessary to do it safely. She must also be absolutely sure to use her investigative powers to make the world a better place.

 
 
 
 

 
 
 
 
 CHAPTER 1 

 
 
 
 
 Do You Have the Right Stuff?

 
 
 
 
 Investigators are not born with “the right stuff,” though television and movies make this appear to be true. Investigative strengths are often spoken of as if they’re genetically bestowed traits: Either you have them or you don’t. In reality, nothing could be farther from the truth; these strengths are not present in one person’s DNA and absent from the DNA of another. While it is true that some people may be better at certain things than others, everything can be learned, and everything learned can be improved upon.

 
 
 
 
 Powers of Observation and Concentration 

 
 
 
 
 Observation and concentration are dependent upon one another and are related to something else — work. Investigators rarely fall across evidence as do television and movie PIs. Real investigators work for evidence using observation. Observation is work, and it is a product of concentration. Concentration — an act of will — is under the control of the person who wishes to concentrate. Thus, anyone willing to work can improve his concentration and observation skills.

 
 
 
 
 Importance of Observation and Concentration 

 
 
 
 
 When you’re sitting on surveillance, waiting for that one chance to snap a picture or film a few moments of your elusive target, losing focus can cause you to miss your chance — a chance that may not present itself again.
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 PIs often have to sit on surveillance for long periods of time, waiting patiently for that “gotcha” moment. You must be able to stay alert and focused to get what you are looking for.

 
 
 
 
 
 
 Federal agencies, large police departments, and large PI firms have an edge — available manpower — which makes surveillance much easier. Several investigators switch back and forth, sharing the task of watching the target. The Feds call this having the eyeball or having the eye. During any surveillance, someone must always have the eyeball — an uninterrupted focus on the target until the eye is passed to someone else.

 
 
 

 
 
 This is the best way to keep a target under surveillance, yet it’s not feasible for small police departments and PI firms, where the burden falls on one person, two or three at the most. Being the only person, or one of a few, responsible for having the eyeball can be tiring. It’s hard work, but it’s the only way to be sure you don’t miss anything. If you do miss something, your client or supervisor will not be happy. Neither will you; for most investigators, getting the target is worth the discomfort experienced during an investigation.

 
 
 
 
 

 
 
 [image: essential.jpg]A professional investigator may sit for hours in surveillance vehicles, crawl through wooded areas, and search through stacks of records to get what she needs. Nothing is quite like the “gotcha” moment, that instant when the investigator knows she’s gotten the shot, the video, or the information necessary to crack the case, and she’ll do what she must (legally) to get it.

 
 
 
 
 In Chapter 18, the types of surveillance with which you must be familiar to achieve your own “gotcha” moments will be discussed.

 
 
 
 
 Observation depends on one other element: prior knowledge. Without it, it’s possible to look directly at evidence or facts and not appreciate their significance. What appears to one person as the idle scribbling of a bored teen is apparent to another as gang representation or messaging. What might be a mound of pale dirt to one person is known as “cheese,” the newest threat in street drugs, to another. Possessing knowledge of the way criminals do their thing is as important as knowing how to do yours.

 
 
 
 
 Because of knowledge, the object of your concentration makes sense, allowing you to process your observations. The more you concentrate and observe, the more knowledge you gain — and the more knowledge you gain, the better your concentration and observation skills. In fact, some experts argue that concentration is intelligence.

 
 
 
 
 Improving Observation and Concentration 

 
 
 
 
 Although much is still unknown, research has shown that certain mental exercises add to the operating capacity of your brain, regardless of age, education, or experience. For example, view a picture you are not familiar with, then look away and record any details you remember. You’ll be surprised at how much eludes you, even with the second or third attempt. This is normal. Continue practicing with different pictures and you’ll improve.

 
 
 
 
 Even with improved skills, take notes and pictures when on surveillance. These exercises utilize short-term memory, and though you may become so proficient that you can astound friends at parties, remember that short-term memory is limited and decays rapidly. Basically, your short-term memory only holds information until you can record it.

 
 
 
 
 Several techniques that deliver information from your short-term bank to your long-term memory bank are:

 
 
 
 
 • Repetition: memorization of poems or scripture 
 

 
 
 
 
 • Consistent use of information: complicated sequences of actions can be memorized by going through the sequences again and again 
 

 
 
 
 
 • Grouping: for instance, phone numbers are easier to remember when they are grouped between hyphens 
 

 
 
 
 
 • Putting information to music: most of us can still sing our ABCs 
 

 
 
 
 
 • Mnemonics: many techniques use imagery to link the familiar with the unfamiliar — linking an image to the information you want to remember 
 

 
 
 
 
 Besides exercises to improve overall function, several techniques can help your concentration while you sit on surveillance:

 
 
 
 
 • Breathing exercises. Breathe deeply and slowly through the nose, then out through the mouth, pushing air from your lungs by sucking in your stomach.
 

 
 
 
 
 • Minimize distractions. Do nothing that may divert attention from the target.
 

 
 
 
 
 • Comment aloud. Many investigators talk to themselves as they watch. Describing the house, office, and grounds into a tape recorder may help you later when you write your report.
 

 
 
 
 
 • Snack. Most investigators eat to stay alert. 
 

 
 
 
 
 If you use snacking, be aware that highly processed carbohydrates can make you sleepy, as can turkey and sugar products. Some experts write that there’s not enough tryptophan in turkey to cause sleepiness, but others disagree — you’ll know if it affects you. Instead, eating fruit, veggie sticks, cheese, nuts, or protein that can be eaten with your fingers will ensure a steady supply of fuel to your brain. Highly processed food will provide a quick, momentary pickup, then drop you just as quickly.
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 The Web site Brainbuilder.com can help you focus. Recommended by neurologist and The Better Brain Book author Dr. David Perlmutter, this site provides the latest information about brain health, and exercises to improve function.

 
 
 
 
 Observation and concentration are also related to motivation. Observant people are motivated by many things: curiosity, desire, pride, security, the desire to succeed, and more. Even fear can be a motivator — not stark raving fear, of course, which is paralyzing and counterproductive — but fear that you may miss your chance to get that shot of the target. A little of this type of fear pumps adrenaline through your body and sharpens your senses — but don’t let fear drive you.

 
 
 
 
 Communication Skills and the Ability to Listen 

 
 
 
 
 Communication is an important skill, particularly for the investigator. Networking depends on communication. To some, networking — a.k.a. schmoozing — is stained with negative connotations. One reason is that unscrupulous people have used it with dishonest intentions. The concept of networking has no such intent. The idea is to make contact with those who may need your services, and whose services you may need. It’s a reciprocal relationship, not meant to satisfy the needs of, or provide gain for, one person.

 
 
 
 
 Communication also helps the investigator in interviewing and interrogation. Therefore, learning this skill is a necessity. Yet, it’s not about the ability to talk about anything at any time. It’s about the ability to listen.

 
 
 
 
 Communicating Effectively 

 
 
 
 
 Communication skills are the latch on the investigator’s tool kit. They open the kit so that everything inside can be utilized. Spend time learning to communicate, especially if your skills are below par. Some suggestions follow:

 
 
 
 
 • Look for the good in everyone; become genuinely interested in people 

 
 
 
 
 • Give sincere praise, but don’t make something up; be honest 

 
 
 
 
 • Use names — but don’t overdo it 

 
 
 
 
 • Don’t argue; be flexible and willing to consider another point of view 

 
 
 
 
 •Ask questions — but don’t accuse, don’t condemn, and don’t criticize 

 
 
 
 
 • Set up appropriate boundaries and respect the boundaries of others 

 
 
 
 
 • When you are wrong, admit it immediately; don’t grovel, but make any appropriate amends 

 
 
 
 
 • Be willing to forgive when you’ve been wronged; holding a grudge hurts you more than anyone else 

 
 
 
 
 • Do more listening than talking; encourage the other person to talk about himself 

 
 
 
 
 • Don’t talk behind anyone’s back; once something’s out of your mouth you lose control of it, so only say what you’d want others to know you’ve said 

 
 
 
 
 You may think there’s nothing on this list that you don’t know. The question is whether you act on what you know. Most people would like to behave honorably with others, but they don’t always remember to do so. Place these principles where you’ll see them — on your wall, your mirror, or in your car to remind you. Add your own principles and read the list daily. It will make a difference.

 
 
 
 
 Even if you don’t believe that you get back what you give, remember that relationships are vital to the investigator’s success. You need people. If you cultivate relationships, people will tell you a lot. If you’re abusive and surly, if you bark orders or ignore people, they won’t be inclined to help. Smile and speak respectfully; it will make the job of collecting information much more productive.

 
 
 
 
 Listening Skills 

 
 
 
 
 Many people don’t listen; they hear parts of what’s said and then wait for opportunities to break into the speaker’s conversation with responses they’ve formed while pretending to listen. The investigator has a particularly difficult time avoiding this trap. The answer? Have questions at the ready. Keep a pad in front of you to not only remind you of questions you’ve prepared, but to allow for jotting down new ones as the subject speaks. Be careful of losing consistent eye contact, however.

 
 
 
 
 Listen to what’s being said. Don’t plan what you’ll say next, don’t point out discrepancies, and don’t interrupt with questions. Law enforcement investigators who are trained in advanced interview/interrogation skills are taught to let the subject run through her entire testimony without interruption. Afterward, she’s asked to go through it again — as many times as is necessary for the investigator to really hear what’s being said.

 
 
 
 
 Active listening is an effective tool for investigators. It’s the practice of listening so closely that you’re able to put what’s been said into your own words and repeat it back to the speaker. One advantage is that if you’ve misunderstood or the speaker has misspoken, it can be cleared up immediately.

 
 
 
 
 
 
 [image: alert.jpg] Gaining skill in active listening involves awareness and practice. Practice listening to friends and family. You’ll be surprised at what you hear. You may also be surprised by the response. People love to be heard; it makes them feel as if they matter. Proficiency in listening may help not only your career, but your relationships as well.

 
 
 

 
 
 The second advantage is crucial when interviewing victims: Active listening allows a victim to speak about what has happened to him and, more importantly, to know that he’s been heard. Once again, you’re not born with the ability to listen actively. You can learn, and if you already do something like it, you can improve. If you don’t like the term, call it something else, but use it — it works.

 
 
 
 
 To ensure that you don’t miss anything during interrogation or interview, record the conversation, listen to it, and then listen again. It’s amazing how, after listening until you think you can recite everything in your sleep, something important jumps out at you.

 
 
 
 
 Perseverance, Patience, and Courage 

 
 
 
 
 These three attributes are interrelated, and again, they can be learned or improved upon. Certainly, personality effects acquisition of these attributes, as does willingness to exercise them. If you feel no inclination to improve, you may as well give up the idea of doing most investigative work. Investigation hinges on these three traits.

 
 
 
 
 Patience, in particular, tends to be considered a trait you’re born with. Investigations must be conducted with patience; investigators must sit in a surveillance vehicle until they get the shot or search through hours of records to find pertinent information. If you’re only capable of sitting or searching until you’re bored, you’ll miss important facts. However, if you desire to find answers, solve cases, and unravel mysteries, you can increase your ability to exercise patience using another attribute — perseverance. Perseverance means that you don’t give up when circumstances become difficult or your information source dries up. Desire is the key to patience, and it ignites the slow burn of perseverance. People are willing to persevere for what they really want. Decide whether you really want to do this kind of work; your answer will determine whether you have, or will want to develop, the patience and perseverance necessary to do so.

 
 
 
 
 How does courage fit here? Courage is not the absence of fear, but the willingness to persevere in the face of fear. Emotional courage involves being willing to do the right thing even when challenged by pressure to do otherwise. Courage is not only a willingness to protect yourself and others, it’s a willingness to ask the tough question of that high official you’re interviewing — even in the face of anxiety.

 
 
 
 
 Courage isn’t foolhardiness. It doesn’t involve taking unnecessary risks. It has nothing to do with proving that you’re unafraid. Certainly, willingness to take necessary risks is an aspect of courage, but the wisdom to know when not to take risks is more important.

 
 
 
 
 It’s absolutely necessary for the investigator to be willing to go where others won’t and to do what others fear — yet don’t feel that you must do it alone. Take backup when you anticipate problems or work in dangerous areas. While it’s true that you won’t be able to do this job without courage, be smart about it.

 
 
 
 
 Quick Thinking and Discretion 

 
 
 
 
 For the successful investigator, the benefits of being able to think several steps ahead cannot be measured. Neither can discretion — the ability to judge and make a decision regarding the relative importance of an event, statement, or item in relation to your investigation.

 
 
 
 
 Quick Thinking 

 
 
 
 
 An investigator must be able to think on his feet and make judgments quickly — sometimes within seconds. The wrong judgment can endanger lives. For example, on a rolling surveillance, you may need to decide whether to squeak under that yellow light or stop and try to catch the target later. If others are in your caravan, this won’t be a problem, but if you’re alone, you have no good choices. You risk running the light or losing the eye. In this situation, there’s only one choice — err on the side of safety. Tomorrow is another day, providing additional opportunities to follow the target. Alternatively, you may get lucky and pick up your target after the light changes.

 
 
 
 
 Other situations will result in the need to make difficult choices, think on your feet, and remain aware of your environment. Experience helps, as does thinking ahead. Some experts believe that the best decisions are made within seconds, but only if the person making the decision is knowledgeable about the situation. This is the premise of Malcolm Gladwell’s Blink: The Power of Thinking Without Thinking. Read Gladwell for more information on when and why these instant decisions are sometimes advantageous and other times disadvantageous.
 

 
 
 
 
 Discretion 

 
 
 
 
 Discretion is dependent upon objectivity. The investigator will come into contact with people and situations that aren’t always what they seem. She must objectively cut through pretense or misdirection to accurately judge what or who is before her.

 
 
 
 
 Even clients provide misinformation. It’s rare that clients intentionally deceive investigators, but it happens. More often, problems arise with the (not uncommon) practice of clients providing information that is a guess, a hope, or that cannot be verified. Therefore, launch every investigation within the framework of intelligent skepticism, never assuming that anyone has told the truth or that anything is as it seems. Verify all facts, no matter where you find them.

 
 
 
 
 [image: essential.jpg] When on the witness stand, intentionally misrepresenting facts or leaving out pertinent information is called shaving testimony. It’s perjury, and if proven, makes the perjurer subject to charges. Discover everything possible about your client and verify all information provided; don’t let client misinformation or omissions cause you to appear to be shaving your own testimony.

 
 
 
 
 Discretion will protect you from the client attempting to maneuver you into illegal activity for “a good cause.” It will also protect you from those enamored of your profession. Television shows and movies have made the PI something of a celebrity. While you know there’s nothing glamorous about the hard work you do, not everyone does. Occasionally, an emotionally needy or unbalanced soul may attempt to insinuate herself into your life or business. Don’t let it happen. Trust your instincts. If you feel that something’s wrong, it probably is. It’s cleaner and kinder to discourage this person before she becomes attached (some have become dangerously attached) and feels entitled to your time and attention. Protect yourself by maintaining a polite distance from the outset.

 
 
 
 
 A Good Memory 

 
 
 
 
 Memory is the storing of information in the brain over time. The three types of memory — sensory, short term, and long term — are all stored in different parts of the brain for different periods and using different methods. Long-term memory can be divided into different types as well. Many scientists believe that some types, more permanent than others, may weaken over time. At any rate, no matter how good your memory is, don’t rely on it unless it’s absolutely necessary. Keep a notebook and two pens with you. If you have trouble writing or if you’re on a moving surveillance, take a small tape recorder. During those times when it’s impossible to use either, memory comes into play.

 
 
 
 
 Memory 

 
 
 
 
 Simple exercises help to improve memory. However, the very act of committing something to memory will strengthen your memory processes. Memorize poems, quotes, and passages from books or scripture. While you drive, memorize vehicle tags, phone numbers, and messages on signs. See how many strings of numbers you can hold in your mind at one time. This is short-term memory, but repetition delivers this information to your long-term memory bank.

 
 
 
 
 The world is full of sights and sounds, so much stimuli that it’s impossible to attend to all of it at once. You have learned to pay attention to what’s important and disregard the rest, but memory is tricky on many levels. People attend to different aspects of situations for vastly different reasons. This explains how several witnesses can describe the same offender with such varying details they may as well be describing different people. Chapter 19 discusses memory as it relates to interviewing suspects, witnesses, and victims.

 
 
 
 
 Memory may be affected by many things. Therefore, record as much as is feasible, not only because it fills in the blanks for attention, but also because it provides proof of case details. Increasingly, more police departments have outfitted patrol vehicles with cameras for this very reason. For years, federal agencies have recorded all aspects of raids and crime scenes. The technology is there; it makes sense to use it.

 
 
 
 
 [image: question.jpg] How can exercise improve my memory?

 
 
 
 
 A meta-analysis of eighteen studies showed exercise to be an effective tool for improvement of brain function, even in those over seventy years of age. As little as thirty to sixty minutes of fast walking several times weekly slows frontal cortex shrinkage and releases growth factors that increase connections between neurons. In this way, exercise is strongly related to increased memory and reduced dementia.

 
 
 
 
 The following resources are a good place to start if you’re interested in brain research:

 
 
 
 
 
 
 • Welcome to Your Brain: Why You Lose Your Car Keys but Never Forget How to Drive and Other Puzzles of Everyday Life, by Sandra Aamodt and Sam Wang 
 

 
 
 

 
 
 • Mind Wide Open: Your Brain and the Neuroscience of Everyday Life, by Steven Johnson
 

 
 
 
 
 • The Better Brain Book, by Dr. David Perlmutter and Carol Coleman 
 

 
 
 
 
 As you continue to research, stick to recognized sources. There’s a lot of misinformation out there.

 
 
 
 
 Note-taking 

 
 
 
 
 When you record an important fact, be sure to include the date, time, and place of occurrence. If others were present, note their names and phone numbers. If your case goes to trial, you may be asked to provide such information. Nothing causes a jury to view an investigator as lazy, incompetent, or uncaring more than hearing him answer “I don’t know” too many times. Opposing counsel will use this to impugn credibility. It’s all right to not know — occasionally. In fact, you absolutely must admit when you don’t know — never try to wing it or pretend — but recording pertinent information will reduce “I don’t know” answers and increase your credibility.

 
 
 
 
 If you opt to use a tape recorder instead of a notebook, be sure that any essentials, such as batteries or chargers, are available. A recorder is great when you are on a moving surveillance, but keep a notebook for backup. A notebook can be useful when you’re on foot surveillance or when you’re unable to speak sensitive case details into a recorder.

 
 
 
 
 The best investigators record incidentals such as weather, temperature, and unusual details about the target or his environment. Develop this habit. Record the comings and goings of people and vehicles, not merely at the target residence or business, but in the surrounding area. This need not be included in your report unless proven relevant, but sometimes who or what is relevant won’t be apparent until you have gathered more information, so record what you see and hear. These items are verifiable bits of information that create the perception of professionalism and boost the credibility of testimony.

 
 
 
 
 When taking notes during interviews, write very little — jot only the main points, numbers, dates, etc. Pay more attention to your subject than to your notebook, but as soon as possible, supplement your notes so that they make sense; otherwise, they may appear unintelligible later.

 
 
 
 
 Keeping Secrets 

 
 
 
 
 If you have trouble keeping secrets or delight in telling bits of information about others to anyone who will listen, you must learn to tame that tongue. Not only can revealing sensitive or secret information put your case at risk, it can put your safety at risk as well. When a client pays you, it’s assumed that any information you discover is for her eyes only. In some states, a PI can be prosecuted for leaking client information. The likelihood of prosecution rises dramatically if the leaked information has been procured for an attorney or law enforcement agency. Even a casual remark to a friend can prove disastrous. Not only can you not control information once it’s in another’s possession, but you never know who may overhear.

 
 
 
 
 
 
 [image: alert.jpg] If you spill the secrets of others to feel important, procure a confidante, gain notoriety, or obtain money, PI work is not for you. Secrets kept by investigators affect the lives of real people. If you have no understanding of this and no empathy for those whose secrets you hold, you’re not investigator material.

 
 
 

 
 
 Read the American Bar Association’s Rule 1.6 of Client/Lawyer Relationship’s guidelines regarding confidentiality. The main tenant of ABA regulations is that a client must give informed consent in order for the attorney to disclose information. An attorney is allowed to reveal client information only if she believes it necessary:

 
 
 
 
 • To prevent reasonably certain death or substantial bodily harm 

 
 
 
 
 • To prevent the client from committing a crime or fraud that will result in substantial injury to the financial interests or property of another (meaning the client has used or is using attorney’s services in furtherance of this crime) 

 
 
 
 
 • To prevent, mitigate or rectify substantial injury to the financial interests or property of others that will result from the client’s criminal act (meaning the client has used or is using attorney’s services in furtherance of this crime) 

 
 
 
 
 • To obtain legal advice concerning how the attorney should comply with these Rules 

 
 
 
 
 • To establish a defense on behalf of the attorney; to establish a defense to a criminal charge against the attorney based on client conduct; or respond to allegations regarding the attorney’s representation of the client 

 
 
 
 
 These are reasonable guidelines for investigators. In fact, several private investigative organizations have used ABA Rules as a basis for their own guidelines.

 
 
 
 
 Writing Skills 

 
 
 
 
 Without some skill in writing, reports will appear unprofessional. The good news is that writing skills can be improved. Check with learning centers, universities, community colleges, or continuing education centers if you want to brush up on your skills. The fees are low, and you can find courses that concentrate on business writing. Libraries in some cities have set up adult education programs, as have nonprofit organizations. Of course, you can always go back to school. Online schools, such as the University of Phoenix, have classes designed to teach writing, not necessarily leading to a degree. However, should you want a degree, an online program provides flexibility for the working professional.

 
 
 
 
 If you have a learning disability or an aversion to writing, hire someone to make sense of your reports. Nothing turns a client away faster than slipshod report writing. How can anyone know whether unseen aspects of your business are professional if the part that is visible, your report, is weak, unorganized, sloppy, or full of misspellings?

 
 
 
 
 
 
 [image: essential.jpg] Investigative report writing consists of the six basics taught in school: who, what, where, when, why, and how. Your investigation answers these questions. If you can’t articulate who you investigated, what you found, where, when, and how you found it, and why it’s important to your case, your investigative efforts are of little use to any client.

 
 
 

 
 
 Today’s private investigator can’t throw a case together and rush to the next. Because information is his business, he must be capable of relaying that information in a clear manner. Professionally written communication, or the lack of it, can directly determine the size of fees that clients are willing to pay.

 
 
 
 
 Organizational and Analytical Skills 

 
 
 
 
 If your goal is to build a firm of investigators, organizational and analytical skills are essential. Even as a one-person operation, you may deal with more than one case at a time, and unless you have some ability to organize and prioritize, you may become overwhelmed and inefficient. Analytical skills make sense of case information.

 
 
 
 
 Organizational Skills 

 
 
 
 
 Suppose your note-taking skills are excellent and your case notes extensive. This won’t matter if you can’t find them. Paperwork and filing isn’t exciting, but if you don’t do it, you’ll end up with piles of paper. The longer you let those piles grow, the longer it will take to separate paperwork for quick access. Investigators have been known to scoop accumulated paper into boxes for storage, and years later spend hours digging through them because a case finally made it to court or to appeal. Touch paperwork as little as possible. Experts agree that the more times you touch a piece of paper, the more time you waste.

 
 
 
 
 Make files for each case. When you have a piece of paper in hand, file it. When you remove a videotape or CD from your camcorder, put it with the case file. Organizational skills are about providing a place for everything and keeping everything in its place so you won’t waste time searching for things.

 
 
 
 
 Planning is a skill that allows you to focus on what’s important, and helps you set aside interruptions that steal your day. List tomorrow’s tasks in order of importance, then use this list to plan your time. Let the minutia go, or delegate if you have employees. If this seems impossible, keep an interruption log for a week, recording every crisis or interruption. At week’s end, evaluate the log to determine which incidences could have been avoided, which could have been put off or delegated, and which should never be avoided. Plan to deal with such things in the future to recapture much-needed time. In the investigative world, time really is money, so plan your day and work your plan.

 
 
 
 
 Using an intern can help keep you organized. Many community colleges and high schools have internship programs. Tapping into these can provide several hours of free help each week. Delegating tasks to the student intern will provide experience for her and freedom for you to concentrate on the priorities of your daily to-do lists.

 
 
 
 
 For more information on organization, see these resources:

 
 
 
 
 • University of Illinois Counseling Center: www.couns.uiuc.edu/brochures/time.htm 

 
 
 
 
 • Harold Taylor Time Consultants: www.taylorintime.com 

 
 
 
 
 • Dr. Donald E. Wetmore’s Productivity Institute: www.balancetime.com 

 
 
 
 
 • Franklin Covey: www.franklincovey.com 

 
 
 
 
 • Day-Timer: www.daytimer.com 

 
 
 
 
 • Entrepreneur.com: www.entrepreneur.com/worklifebalance/timemanagement/archive115694.html 

 
 
 
 
 • The 7 Habits of Highly Effective People, by Stephen Covey 
 

 
 
 
 
 • How to Get Control of Your Time and Your Life, by Dr. Alan Lakeins 
 

 
 
 
 
 Analytical Skills 

 
 
 
 
 Working a case will often result in a mass of seemingly unrelated facts. Making sense of it requires the consideration of all possible problems and solutions using analytical or problem-solving skills. Traditionally, investigators have used deductive reasoning when solving cases. Logicians no longer consider the view of deduction proceeding from the general to the specific to be correct. It is correct, however, to say that deduction is based on a premise or premises. If a premise is incorrect, then the conclusion may be incorrect.

 
 
 
 
 In a simplified example, if you begin with the premise that a man is having an affair yet you have no evidence aside from client suspicion, subsequent information may appear to lead to the truth of the premise. Essentially, the premise may color the way evidence is viewed. At the very least, beginning with the husband-is-untrue premise can cause the investigation to go down the wrong road long before finding the right road.

 
 
 
 
 It’s safer to begin with a broader premise, such as: the husband is doing something to cause his wife’s suspicions. Working from this premise allows for gathered information to lead you where it will. The accumulated evidence may tell you that he is indeed having an affair or it may lead in a different direction. The husband may be working overtime, he may be hiding an unsavory habit such as drinking or gambling, or he may have another issue unrelated to infidelity.

 
 
 
 
 
 
 [image: facts.jpg] Charts and graphs help in analyzing data. Software such as Inspiration can be an invaluable tool, allowing the investigator to chart relationships between people and information. Seeing facts on paper can reveal previously unrealized associations. With Inspiration, charts can be saved and new associations explored without losing the originals.

 
 
 

 
 
 The MindTools Web site, (www.mindtools.com) suggests a concept called “drilling down” as a means of breaking complex problems into smaller components. See this site for a discussion of this tool that can help investigators unravel complicated cases. MindTools also recommends a technique it calls the “Five Whys”: begin at the end result or problem and work backwards, asking why. When each question is answered, ask why again, until the root problem is revealed. If this doesn’t happen fairly quickly, you might be going down the wrong trail.
 

 
 
 
 
 This chapter has outlined many of the skills necessary for conducting investigations. Hopefully, you’ve gained confidence that you have the right stuff for success as a PI. If you are established in a different field, maybe you’ve learned that you have what it takes to complete your own investigations or choose an investigator. Perhaps seeking knowledge for knowledge’s sake, you merely enjoyed the read. No matter how you intend to use this information, remember that anything can be learned, and anything learned can be improved upon.

 
 
 
 

 
 
 
 
 CHAPTER 2 

 
 
 
 
 Education and Training 

 
 
 
 
 Earning a degree in criminal justice or a related area is not a requirement for becoming a PI. However, not only does a degree speed up the learning curve, it broadens opportunities in the field. A degree provides a platform that no amount of experience can match. Degrees boost resumes and confer legitimacy. In other words, clients like to see credentials, and while a degree is not absolutely necessary, it’s beneficial in many ways. However, should you decide to travel a different route toward the private investigation profession, there are several ways to do this.
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