
FLOW CHART FOR UNIT AND DISTRICT RECORDERS 
(How to Handle a Report or Player Memo) 

 
A written Report a.k.a. Player Memo  is submitted by the Reporter and received by the Unit 

or District Recorder 
▼ 

Evaluate Whether to Investigate 
▼       ▼ 

If Yes, (will investigate) 
1. Speak to witnesses and or directors as 

appropriate and necessary 
2. Speak to Subject – offer him/her the opportunity 

to submit his or her written account of the 
incident 

3. If necessary, speak to the Reporter to get more 
facts. 

If  No,  (will not investigate.) 
 
 Inform the Reporter 

▼ 
Taking into account this and any previous submissions, determine a final resolution 

               ▼       ▼           ▼ 
1. 

If, based upon this and 
previous submissions, 
formal disciplinary 
action is warranted:  

 
or 
 

2. 
If, due to jurisdiction or 
seriousness, etc, the 
incident is not going to be 
recorded: 

 
or

3. 
If the incident will be 
recorded (maintained in 
the recorder’s file and 
ACBL database): 

               ▼                                     ▼                                     ▼ 
Make a written Complaint 
to the appropriate Charging 
Party and inform the 
Reporter.  You will become 
the Complainant and 
responsible for prosecuting 
the complaint at the 
hearing by presenting 
witnesses and testimony. 

 Inform the Subject and 
the Reporter 

 1. Inform the Reporter and 
the Subject that the 
incident will be recorded. 
2. Retain in your files 
3.  Transmit a copy 
including all evidence and 
testimony to the Office of 
National Recorder at ACBL 
Headquarters  

DEFINITIONS 
Report or Player Memo – A written account of an incident of objectionable behavior or 
bridge action as viewed by the Reporter. 
Reporter – The person submitting a report or Player Memo 
Subject – The person who is written about in a report or Player Memo 
Charging Party – The official of a Unit, District or the ACBL acting upon a complaint 
Complaint – A written accusation by an ACBL member, a non-member playing in an 
ACBL sanctioned event, ACBL management or a Unit or District alleging conduct in 
violation of CDR 3 that requests that charges be made to the appropriate disciplinary 
body. 
Complainant – A person or body bringing a complaint. 
National Recorder – Overall administrator of the Recorder System.   


