
MEMO 
To:  Palm Bay CPI’s 
From:  Palm Bay Analytic Unit 
 
New Analytic Unit Process for the city police departments in South Brevard: 
 
-Requests for police reports that are noted in the reporter information will be made automatically at 4:00 on the day the 
case comes into triage. 
  
-Requests for address checks that are listed on the report will be made automatically at 4:00 on the day the case comes 
into triage.  
 
-These requests will be sent in one large batch to the Police department on an excel spreadsheet which the support staff 
will keep updated on the shared drive 
 
-If you have updated information such as a new address or police report needed please email it to Tanya Russell and Tina 
Galli by 4:00 and they will add it to the spreadsheet request 
 
-The police departments prefer requests from one single point of contact, however if you are working evenings/ weekends 
and you need the report/ address check in a rush, you may still email the Police department directly: but please cc: Tanya 
& Tina. If it is not an urgent request, and can wait to be added to the spreadsheet, please just email Tanya & Tina and 
your request will be added to the spreadsheet during normal business hours 

 
Here is an example of how the address checks will be requested: 

 

Here is an example of how the police reports will be requested: 

 

-Once the request has been made the CPI will receive a copy of the email request to notify them that the info has been 
requested on their behalf 

-If a CPI is unsure if something has been requested they may ask any support staff member to check the master 
spreadsheet 

New Analytic Unit Process for the clerk of court in South Brevard: 
 
Any information that indicates there is an active clerk of court record in the Reporter information will be automatically 
requested on the CPI’s behalf on a daily basis (if necessary) at 4:00.  
 

 

 

Note: BCSO address checks & local criminal history searches will continue to be run automatically as the intake comes 
into Triage and entered into a note, only updated demographics/ addresses need to be requested by the CPI 
 


