Embezzlement Checklist
1. Describe what your business does in a few paragraphs.  Include number of employees, number of locations, hours of operation, how long you have been in business, and chain of responsibility.

2. Describe when and how the suspect was hired, including starting pay rate and job description.  Include information on promotions or changes in the suspect’s job description over the course of employment.

3. Explain how and when the embezzlement was discovered in full detail and being careful with dates and times.
4. Provide copies of any financial documents that prove the embezzlement.  This proof may consist of hundreds of pages of records and that is ok.
a. If suspect stole cash, describe how and how the losses were covered up by the suspect

b. If suspect used credit cards to steal, provide copies of monthly credit card statements with unauthorized purchases highlighted

c. If suspect used checks to steal, provide copies of all checks (front and back) and include information about forged signatures

d. If suspect concealed thefts by altering Quickbooks or removing entries from the general ledger, etc. provide copies of altered records.
e. If suspect altered payroll, provide all payroll records including fraudulent paychecks and fraudulent timesheets, or any other relevant documents
5. Describe any personal relationships between the suspect and anyone at the business.

6. Include any background information you know about the suspect, such as family members, social media (include screenshots), interests/hobbies of the suspect.

7. Describe any expensive assets belonging to the suspect, if any.

8. Carefully organize all paperwork into a 3-ring binder and make a Table of Contents that describes each section of the binder. 
9. Complete this checklist as soon as possible and notify your detective when everything is ready. 

10. Do not contact the suspect.  If the suspect sends texts, messages, or leaves voicemail with anyone at your business, please preserve it and include in the binder or notify your detective asap.

