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Record of Bait Money 
 
 
                ____________________ 
                                                 DATE 
 
__________________________________              _________________________ 
                     CREDIT UNION                                             ADDRESS 
         
Teller Station__________________________ 
 
Record used Federal Reserve Notes with non-consecutive serial numbers 
 
Denomination Bank  of Issue Series Year Serial # 
    
    
    
    
    
    
    
    
 
Bait money prepared and recorded by: _______________________________________________________________ 
     Signature  Title   Date 
 
Witnessed and verified by: ________________________________________________________________________
     Signature   Title   Date 
 

Monthly Verification 
 

Verified By Date Verified By Date 
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Robbery Duty Card #1 
 

1. Notify local police or sheriff _______________________ 
2. Notify F.B.I. ___________________________________ 
3. If someone is injured, notify _______________________ 
 
When notifying these agencies, tell them: 
 
I want to report a credit union robbery. 
 
This is     , calling from        
 
located at             
 
(Give your name, the name of your credit union and the address and directions, if necessary.) 
 
Our phone number is ________________________ 
 
The robbery occurred _______________ (the time). 
 
If known, give the description of the vehicle and direction of escape.   
 
If known, give the description of the robbers. 
 
Tell police/FBI if a weapon was observed or shot. 
 
Directions: 



 4

Robbery Duty Card #2 
 

1. Activate the alarm again even if you think it has already been activated. 
 
2. Close and lock all outer doors immediately after robber(s) leave the credit union. 
 
3. Place Closed sign on door. 
 
4. Request all witnesses to remain inside the credit union until interviewed by the police and 

F.B.I. 
 
5. Provide police/F.B.I. interview rooms with access to the telephone. 
 
6. Allow only medical aid, police, F.B.I., and other credit union officers to enter the credit 

union—no one else. 
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Robbery Duty Card #3 
 

1. Assemble all personnel in a location not touched by robber(s). 
 
2. Distribute robbery description forms and request all employees and members to complete 

the form independently.  (If possible, isolate each person.)  It is IMPORTANT that they do 
not discuss the robbery with anyone except the police/F.B.I. 

 
3. Protect and isolate areas touched by robbers.  Block and tape off each area touched by 

robber(s). 
 
4. Insure that remaining currency and valuables are protected.  Keep everyone away from the 

vault, safes, and teller line. 
 
5. Isolate transactions prior to the robbery to identify members who may have seen 

suspicious activity or vehicles. 
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Robbery Duty Card #4 
 

Administrative actions and responsibilities of manager or person in charge—to be completed after 
the robbery assignment cards have been distributed and emergency actions have been taken. 
 
1. Keep everyone out of the areas entered or touched by the robbers until the police have 

concluded the crime scene investigation. 
 
2. Safeguard witnesses and their identities.  Advise them to give their names and addresses 

only to the police, F.B.I. and credit union officers. 
 
3. Remove camera film when F.B.I. authorizes the removal. 
 
4. Furnish police and F.B.I. with the list of bait money taken during the robbery. 
 
5. Handle all news media inquiries courteously and do not release any information especially 

how much money was taken. 
 
6. Suggest and encourage credit union personnel to telephone their families or home to 

advise that they are safe and well as soon as emergency communications and actions are 
concluded. 

 
7. Reassemble and replace the Robbery Kit; replace bait money and film or videotape in 

cameras. 
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Robber Description Form 
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Robbery Kit Contents 
 
  Latex gloves (to protect evidence) 
  Mark off tape (to protect counters/floors for evidence) 
  Drop cloth (to protect counters/floors for evidence) 
  Baggies (large/small, secure evidence) 
  Closed sign (see sample below) 
  Robber Description form 
  Robbery Duty Cards (1 – 4) 
  Employee emergency contact list 
  Note pads/pens/pencils 
  Listing of “kit” contents 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLOSED 
 
 

due to an emergency 
 

We will reopen _____________________ 
 

Please use our branches/ATMs at: 
(list branches/ATM locations) 

 
 
 
 

We apologize for any inconvenience. 
 

Thank you 
(Name of Credit Union) 
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NOTES: 
 


