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CITATION PROCESSING

1. Pick up all citations from the Report Writing Room

a.

Sort out other documents that don’t belong. Examples:

1. 602 Trespass Notifications — In Rims, open the person record and add
history “Trespass Notification issued on date” and scan and attach to the
persons attachments with note “Trespass Notification issued date /
location”

ii. Cite/Release Reports — Route to Case Processors via “Approved Reports
by Sergeants” tray

iii. Barking Dog Notifications — search for incident number, scan into
incident, forward original to the CCAT tray in the copy room

2. Sort out parking citations from traffic citations

3. Process Parking Citations

a.
b.
C.

Separate White and Green Copies by date and place in numerical order

Put White Copies at the front desk in the TURBO DATA space

Put Green Copies in the month/year box in the citation tower (older parking
tickets are located in the citation tower as well). !

4. Sort Traffic Cites and put count on the weekly Citation Log

a.
b.
C.

Juveniles

License Related (14601/12500)

Citations with a case number in the upper right hand corner and offenses with
23109 H&S or B&P violations are put in the Case Processing Tray. These are not
counted on the citation log. 2

5. Check all citations for errors

a.

Typical errors include: Missing information / No Location / No DOB / Wrong
Court / Missing Violation description/badge #, warrant cite & release® without
case #, etc.

Check citations for “Owner’s Responsibility”

i. If the violation on the citation is for the vehicle (ex. Correctable Citations),
AND the vehicle owner is NOT the driver cited, then the box on line 2 for
“Owner’s Responsibility” should be checked

Verify correct court date based on court calendar

For juveniles cited, make sure the Juvenile Traffic box is checked and no court
date/time is entered

14601 violations must have a cite supplement attached. *

6. Cites requiring correction need to be entered into the RIMs database, with note of
correction required, prior to returning for correction to the officer. Using a notice of

! Parking tickets moved to citation tower as of 1-21-16 per Genevieve Nguy verbal approval
2 Refer to email from Genevieve Nguy dated 1-26-16

3 Refer to email from John Gunderson dated 3-4-6

4 Refer to email from John Gunderson dated 9-17-15



correction request form, attach to cite(s) that need amendment and put in the Watch
Folders in the Sergeants’ Office. (see section Notice of Corrections for instructions on
what to do when corrections are returned)

7. Put citations in numerical order in each stack.

8. Separate Court Copies from File Copies in all stacks
a. Set aside File copies (in one pile)
b. Juvenile Citations
i. Place white Court copies in envelope to Hillcrest Traffic
il. Place in court officer’s tray
c. License Related Citations
i. Run DLs in CLETS for 14601.1 PC violations only. Attach DL printouts
to Court copy of cite’
ii. 12500 does not need DL printout attachment.
iii. 14601 violations must have a cite supplement attached, separate and attach
the top copy of the Supplement to the White Court copy along with DL
printout and forward to court. Attach the yellow copy of the supplement to
our cite File copy.
iv. Place the court copy w/ DL printout at the bottom of the court copy stack.
d. All Other Cites & License Related white copies
i. Clip all Court copies together and put in court officers tray

9. Collect and Stamp ALL File copies with date of process on lower right hand corner
a. *See section on Date Stamping for additional info

10. Enter Citations into RIMS using File copies.
a. *See Section on Citation Entry
b. Mondays — cites are to be entered no later than 3pm
c. Tuesday thru Fridays — cites are to be entered no later than 5:30pm
d. Lead Clerk to notify Traffic Sergeant (Mondays only) when citations are entered

11. Scan citations and attach to citation record in RIMS
a. *See Section on Batch Scanning

12. File entered Cites in Citation File cabinet.
a. Place in numerical order in the month/year box corresponding with the date the
cite was written

5 Amended per email received from DA Joseph Cannon on 08-26-14
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Admin Citations

e Forward Payment Copy to Redwood City Finance through interoffice mail
e Stamp File Copy with date sent to Finance on bottom right

e Scan into incident

e File Copy is filed separate from Traffic Citations

Batch Scanning

e Keeping a pile of citations together, scan them together creating one file
Name the file (the easiest is a single letter)
Open the file in Adobe Acrobat (not Adobe Reader)
o This program may not be available on all computers
Select Document, from the toolbar. Then select Split Document.
Verify the number of pages is set to 2

Split Document

Split document by

Max pages: |2 i
() Eile size

—

() Top-level bookmarks

[ Qutput Options ] [ Apply to Multiple ] [ OF l [ Cancel ]

e Select Output Options and uncheck “Use Label” and “Use Seperator...”

Output Options §|

Target Folder

() Specific Folder

File Labeling

File name

() add label and number before original name

(®) add label and number after original name

[#]Use label:  |Part
Use separator bebween original name and label:  |_

Do not overwrite existing files

K ][ Cancel ]

e Click OK and then OK again, your document has now been split and saved as a separate
file for each citation

e NOTE: the files are named in numerical order; therefore, you must keep your citations in
the same order.

4



e Open the citation file in RIMS and attach the file in the attachments tab

Citation Dismissal Recommendation Forms

e These Forms are available for use by an Officer, which require the traffic Sergeant’s
signature as authorization to dismiss the citation.

e The Dismissal Form should be attached to the Citation.

e Citation should be entered into RIMs.

e Attach the Court copy of the citation to the Dismissal Form and forward to Traffic Court.

e If'the court approves the dismissal, they will send the form back to us with approval for
dismissal notated.

e Scan and attach the approved Dismissal Form into the Citation record and attach to file
copy of cite in the cabinet.

e A letter referencing the Citation needs to be sent to inform the defendant that the citation
is dismissed and he does not need to attend court. Scan and attach copy of the letter to
the citation file. A copy of this letter can be found in the “R” drive.

Citation Return Log

e This log is for tracking which citations have been turned into records and then returned to
the officer for corrections.

e The clerk returning the citation to the officer shall follow the guidelines in the next
section Citations Returned to Officers.

e When the corrected citation is received in Records, the log will be updated

e The Citation Clerk shall follow up on citations not returned by the officers within the
week it was sent back to the officer

Citations Returned to Officers

e When returning a citation to officer for corrections you will need to complete the
following steps. This applies to all citations whether forwarded to court or not.
1. Enter the citation into RIMS (minus what needs to be corrected) and indicate
in the Notes field why it is being returned to the officer.
2. Log the Citation on the Citation Return Log
3. Complete a Notice of Correction Request Form (yellow half sheet) and attach
to the citation
4. Put the citation w/ the request form in the watch file folder (for the applicable
Sergeant) the Sergeant’s office.
e When the corrected citation is received in Records, follow the following steps:
1. Update the Citation Return Log with the date received
2. Update the Citation entry in RIMS with the corrected information and remove
the info in the Notes field
3. Forward the court copy of the citation and correction to court.

Citation Supplements

e These are required for 14601 VC offenses
5



e Attach Citation Supplement copy to Court copy of cite and put in court officers tray.
e Yellow File copy attaches to File copy of citation

Date Stamping

The following steps describe how you can “Date Stamp” the citations using your
computer and a printer. This is only beneficial if you have something you can do while
the printer date stamps for you.

a. Open citation dating file (the date automatically updates to the current date)
Select print
Choose the printer you wish to print on
Select the number of copies you need (equal to the number of citations you have)
Click OK
Go to the Printer you selected (the orange/red light will be flashing)
Open the manual feed tray (Tray 1)
Place your citations in the tray

ii. Face Up/ Top (Header) In (for Rear 2 Printer closest to supply room)

1ii.  Place up to 50 at a time

iv. The printer should do the rest

S0 e o o

DMYV (Verbal Notice by Peace Officer)

e White copy (with DL attached, if available) goes to DMV
e Yellow copy is attached to File Copy of citation (integrate w/ stack)
e If you receive this form without a citation
o White copy still goes to DMV
o Yellow copy — search for person in RIMS, if there is an associated citation: scan
yellow copy and file with that citation. If no citation exists, scan to the person
record and file with citations at the front of the month it was issued.
e The Verbal Notices and DL are mailed to the DMV using the address on the notice.

Notice of Corrections

e Attach the top original copy of the amendment with the court copy of the citation
o Putin court officers tray with white copies of cites

e Attach file copy with file copy of citation

e Ifyellow copy is present, mail it to the defendant

Purging old Citations

e Keep the File Copy for 3 years. (2 full years + current year)
e For cites over 3 years old, spot check to make sure they are attached in RIMS and then
dispose of them in shredder bin



Scanning Updates

As of 3/01/10 - Starting with the entry of MARCH 2010 citations, all new citations are
scanned and attached to the citation record in RIMS
As of 3/12/10 — all 2006 citations are scanned and attached to the citation record in RIMS
As of 10/8/10 — FEBRUARY 2010 citations have been scanned and attached in RIMS
As 0of 11/9/10 — JANUARY 2010 citations have been scanned and attached in RIMS

o This completes all of 2010 cites in RIMS
As of 11/19/10 — DECEMBER 20009 citations are scanned and attached in RIMS
As of 01/25/11 — NOVEMBER 2009 citations are scanned and attached in RIMS
3/29/12 — Dispatch given box of JUL/AUG/SEPT 2009 Citations to be scanned
As of 04/10/12 — OCTOBER 2009 citations are scanned and attached in RIMS
As of 5/1/12 — JANUARY 2008 citations are scanned and attached in RIMS
As of 5/18/12 — FEBRUARY 2008 citations are scanned and attached in RIMS
As of 7/17/12 — MARCH 2008 citations are scanned and attached in RIMS
As of 11/28/12 — 2008 citations for APRIL / JULY / AUG / SEPT / OCT /NOV / DEC
are scanned and attached in RIMS
As of 11/28/12 — 2009 citations for MARCH / APRIL / MAY / OCT / NOV are scanned
and attached in RIMS

Timeline / Notable Changes

Beginning January 29, 2013 — a log was created to track citations returned to officers

(see section Citation Return Log)



Citation Entry into RIMS

Use the following Citation as the Sample

SexM l'g)Lt |m\\ IIth % Race ]OtherDascriplion

REDWOOD CITY POLICE DEPARTMENT
NOTICE TO APPEAR ﬁmc Snonvane |G-

._ID%W?“%L‘/OQ B0 Fo R, ™

lB‘bwners Responsibility (Veh. Code, § 40001)

4

(D Yo e M - VY i

Class~ | C [ Age i
)' O Yes O No l

6.
Bg M"" ] COMMERCIAL VEHICLE
g 7 N (Veh. Code, § 15210(b))
o Eévidenca of F| lM ] slmhty-‘; I CPQET.’LUCIICV; q l'\l,r'AZAE(I;J(?US T
{Veh, e, § 353)
Re | [0 Same as Driver
10. — X
AddTESE 3 WhSame as Driver
11
City State ZIP Code
12.
| Cnrraclabia Violation (Veh. Code, § 40610) [J Booking Required (see reverse) Misdemeanor or
?_T Infraction (Circle)
% % ?" 5 Deser
13 ﬁ‘jc ’ 4‘;{)‘, g—lG "‘ M |
14 o m] '] ¥, u“i 1‘0 }"‘r M
: :
5. o % | (v |
Y = (R == M
5 rox. |P.F./ Spd. | Vi 1. Ra O Continuation N
-/ a W yﬁ jﬁ/ ol Form Issued
(s City/County gf Occurt
»afmﬂ)% %\ {OlY AuE R W" 5
i0 Comments (Weather, Road & Traffic Conditions) 0O Accident
S
20 [ Violations not committed in my presence, declared on information and belief,

' | deciare under penalty of perjury under the laws of the State of California the foregoing is true and correct,

ﬁwg(iml .‘\\(’_ Violation location _.‘; ac-“ To

Armesting or Citing Officer Senal No. Dates Off
F AR 4 To
Date Name of Aresting Officer, if different frem Citing Officer Senal No, Dates Of

WITHOUT ADIIITﬂNG T, 1P PPEAR AT THE TIME AND PLACE
INDICATED BELOW
X Signature

24, WHEN: ON OR BEFORE THIS DATE: L.P/ (G 1ime OZB Bamoen [
Time: e CAMOPM m
WHAT TO DO: FOLLOW THE INSTRUCTIONS ON THE REVERSE. 1
ERE: Superior Court of California, County of San Maleo.
25 SOUTHERN BRANCH - TRAFFIC (650) 363-4300 (&)
500 COUNTY CENTER, REDWOOD CITY, CA 94063
[ CRIMINAL DIVISIONS -4th FLOOR - HALL OF JUSTICE (650) 363-4300 oo
400 COUNTY CENTER, REDWOOD CiTY, CA 94063 e~
[0 JUVENILE TRAFFIC COURT (650) 312-8887
222 Paul Scannell Drive, SAN MATEQ, CA 94402 L
26.0To be notified [You may arrange with clerk to appear at a right session of the court. |
MAY 0 7 2009
FILE COPY ’
Judicial Council of Calilomia Form SEE REVERSE
Rev. 03-20-05 (Veh. Code. §§ 40500(b), 40513(b), 40522, 40600; Pen. Code. § 853.9) TR-130



" K. Mordstrom - RIMS Version 14.33

RIMS People Cases NE=EN Vehicles Database Property Records  Other

Help

Select Cites from
the toolbar menu

Once you have selected Cites, this screen opens up:

" Citation Log

Date Citation Perzon Cited Yiolation #1

05/09/2009
0540942009
05/09/2009
05/09/2009
0541042009
05/10/2009
0541042009
0541142009
05/12/2009
0541242009
05/13/2009
0541342009
0541342009
05/13/2009
0541442009
05/16/2009
05/17/2009
0541742009
05/21/2009

Citation Humber

23152(A]1 VC -DUI 384
23152(A1 vC -DUI 373
i 11364[A] HES -Poszess Drug Parapherna 376
23152(A]1 VC -DUI 376
14601.1[A]1 ¥C -DRIVE ON SUSPENDED . 401
23152(A1 ¥ -DUI 376
23152[A1 VC -DUI 38
240 PC -Azzault On Person 295
23152(A]1 VC -DUI 339
488 P.C. Shop -Petty Theft Shoplifter 204
11357(B1 HS -Poss Mani Und 28.5 Grams 353
23152(al - 384
488 P.C. Shop -Petty Theft Shoplifter 204
488 P.C. Shop -Petty Theft Shoplifter 396
23140[A] ¥C -PERSOMS UNDER 21 W/A 386
23152[(A1 VC -DUI Im
23152[A]1 VC -DUI 3m
12500[A] VC -UNMLICENSED DRIVER 387 w

1. Enter your citation
number (no dashes)

2. Click Add Citation




Once you have clicked Add Citation, this screen pops up.

B citation
FTF | Nanative | Photos | ETT ST [T EXT

Cite Info Person and Vehicle
cred I
venicle I

Officers/Routing

g

33
il

= 4

pispo N | o-:- I

™ Radar Cite
I Lidar Cite
[~ Student
I Driver is RO
[ Searched Veh

Enter in data from Citation

e Location (of violation)
o Full Address (1301 Maple St)
o Intersection (Maple/Veterans)
= Keep it short ex. Map/Vet T
o 100 Block (.100 Woodside Rd)
o Street only (.Brewster)
= Innotes put DOT if on cite (S/B)
e City (will automatically fill in)
e Issued — date / time officer wrote ticket
e Ct Date — Court date and Time — 8:30
o NO DATE if Juvenile
e Note

Dizmizsed

Proceszed

Yoided

Administrative Citations
Boat

Criminal

Infraction

Mizdemeanor Traffic

o For direction of travel if applicable
o For reason returned to officer if applicable Muni Codes
Parking
e Status >

e Type (in ranking order)
o Criminal — if sent to criminal court

o Misdemeanor Traffic — if M is circled by violation on ticket

o Moving Vehicle — if moving citation

o Muni Codes — if violation is a muni code (see RWCINF Memorandum)

o Infraction — if correctable ticket
e Issued by — officer name (most senior officer / FTO)

e Assisted by — less senior officer / probationary officer (if applicable)
e Routed To — court sent to/date citation sent to court (stamped bottom right on cite)

o SOUTHERN TRAFFIC

o CRIMINAL

o JUVENILE TRAFFIC
e Dispo (in ranking order)

o Notice to Appear — if non correctable violation

1

()

Comectable Ticket
In Custody Arrest / Booking Bec

. 4 Hotice to Appear

Motice to Pay Fine



o Correctable ticket — if violation is correctable
e Violation — violation code

After information is entered:

(B citation EEREERT)
I Marrative I Photos Immm |
- Cite Info ~ Person and Vehicle
cte + NG cted NG
Location venice NG
cy —
Area _ Beat _ Assisted By B
Note _ approved oy NN -
- mp s SOUTHERN TRAFFIC 05/07/2009
Issued [(UJOLTEOICEE Time Sent to DMV Warning Ltr

Ct Date  QUTLETREODEEE Time

D iti
Status Processed ispositions
Type Moving Vehicle D=L Notice to Appear Date _
Re Coce IR Ct Dispo pate I

Description
E4] sToP REQUIRED [~ Radar Cite

[ Lidar Cite

™ Student

™ Driver is RO
™ Searched Veh

Cancel Person Owner Vehicle

Click Person

Once you have clicked Person, you get this pop up

Person Cited

Enter name of person cited ’

1

1. Enter in person’s name 2 Then. click OK
LAST NAME, FIRST ’

(with comma and space)
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" Matching Names

Address

If one of theze iz the person you were about to add, select it and update the record as
necessary. Othemwize, select "Cancel” or “Add as Hew Person™

| cancel N Add as New Perso

1. If person is listed with same DOB, double click that person
2. Ifnot, Select Add as New Person

Either way, this screen pops up.

R Akaucla, w.u.a-m _ ESRERTSCT)
|Page 2 | Page 3 | SMT || | M | Photos | Attachmentsl MNotes | 4 | »
Name DOB Age |
Adrs Apt city | -

State |CA | Zip | Phone cell
Sex. M H |6 1 Wt [250 bin}

Race | ssn Dr Lic lca [

| Hair  |Black ~| FBI Veh Lic | cA
| Eyes |Brown x| ch Make ~|
Eth -] Model ~|
Comment Age Range l_ -I_
| | Ofcr Safety as of I
Email
| Date Nature Text [ 2 Cites ] Incident Case Cite FI/Other Agency =
5/4/2009 INC TSTOP, Dispo CI RCFD
|||5/4/2008 |c1 22450(A) VC 12500(A) VC RCFD
\||6/23/2009 |COMB |Combined with 1D by 329 RCFD I
6/23/2009 |COMB |Combined with ID by 329 RCFD =
| 10/18/2009 |INC 415F, Dispo AD RCFD

Gomhbine

1. Fill in or update all available information from the citation.
a. If Race is blank or unknown, please select “Other” from the drop down.
b. No need to put Veh Lic (will auto fill after entering vehicle)

2. Then, click OK

12



F ™
B Citation —— el —— =
Pagel [Page I P RLT ] Attochments | Queries | Audit | |

Cite Info Person and Vehicle

Locaton
ciy
roce
area  CHENE seot (RN

Note _ approved oy TN -
et r - SOUTHERN TRAFFIC 05/07/2009

JCCICI N 05/04/2009 Ryt sent to ovv GG Warning Ltr
SN 06/09/2000 RIS | —
Dispositions
Status . u _
Type Moving Vehicle B Dispo Notice to Appear Date
ctoispo | NN - | o-:- I

ref Case [N

[~ Radar Cite
[ Lidar Cite
[~ Student

[ Driver is RO

[ Searched Veh

After you have entered Person,
Click Vehicle

Add Vehicle X
Licenze —
1. Enter in license plate
- (en

State ter state if not CA)

[~ Add without a license 2. Click OK

(1] I Cancel I

13



After you click OK, this vehicle screen pops up.

f - — ————
ek | —— [

Page 1| l] Photos ] Queries ]m Attachments ]

| Lig/styvr | lca [ 2000 | v

| colors  |BLACK ]| status -]

| ﬂ Veh Type |Passenger CarfStation Wago_~|

Make  |ACURA =] /| Body Style |2 Door ]
Model  [INTEGRA = I~ Stolen
Year % [~ Inactive
LcType |
Assoc Person | Tow FCN
Owner | Tow Date
Notes | Impound Release Date
Ofcr Safety |
Date Mature Text Incident Case Cite Fl1/Other Agency
3/25/2002 INC Traffic - NO MTYPE CODE RCFD
2/17/2007 INC SUBSERVE - Subpoena Service RCFD
5/4/2009 INC TSTOPR, Dispo CI RCFD
5/4/2009 CIT 22450(A) VC 12500(A) VC RCPD
8/3/2014 INC TSTOP, Dispo WA RCPD

Jﬁ E':q ’a‘ l Add History I Del from Cite l Cancel l I%|| 5 |

Enter/Update Vehicle information. Then... Click OK.

[ B citation EEREER )
[T | Narrative | Photos | XTIl o]
Cite Info Person and Vehicle

cte + NG cred N
[Wates1 0 HUDSON ST/OAK AV Vehicle [IEFNT-N
City Redwood Ci |~ Officers/Routing

rloce | Tesued By

M e[

Approved oy NG - |
LR SOUTHERN TRAFFIC 05/07/2009
ICETEY B 05/04/2009 [yt sent to ovv [N Varning Lt R

Ct Date Time | N -
Status Dispositions
Type Dispo pate I
ref Case NN ctoispo [N - | o-t-
Violation lass Description
Z0A) . [ Radar Cite
12500(A) VC

Area
Mote

[ Lidar Cite
[~ Student
[ Driver is RO
Searched Veh

Click Owner if the owner is different # 14

X If the owner is the driver, click
than the driver (see next page)

Driver is RO (skip next page)




If Owner is different than the driver...

Vehicle Owner.

3

Enter name of owner |

1. Enter owner’s name (Last, First) 2. Click OK
with comma and space

" Matches for First 3 Letters of Last Name IZIIEISI

Hame Address Age DOB

If one of these is the person you were about to add, select it and update the record as
necessary. Otherwize. select "Cancel™ or "Add as New Person™

dd az Hew Perso

- If owner is listed, double click

- Ifnot, select Add as New Person

15




B Benighi CDnce'pcion S S S S——— E@g*
i, -~ - —  — - — —
|Pageg | Page 3 |SMT |Assoc Personsl Assoc Vehicles I Aliases | hotos | Attachmentsl Motes I_l 4 | »
Name | DoB | . . Age [3a
Adrs | Apt [205 | city [REDWOOD cITY ~ |
State |CA  Zip 94061 Phone cell
Sex |_ Ht |_ |_ we | i)
Race | ssn Dr Lic [
Hair | FB1 Veh Lic cA
| Eves ~| cn Make | |
Eth vl Model |
Comment Age Range l_ -I_
| | Ofcr Safety as of I
Email
| Date Nature Text Incident Case Cite FIfOther Agency
5/4/2009 [RO  |22450(A) VC 12500(A) VC | | | | RCPD
i

o0 I e e B R e
Prey Query Drind

1. Fill in or update all available information from the citation.
2. Then, click OK

rm Citation

| TR R A L oL a| Attachments | Queries || Audit | I

~Cite Info ~Person and Vehicle
cre +  [INNEGEGEGE cred N
Location Vehicle
City

]

—Officers/Routil

Place Issued By

Area Assisted By

Note approved oy N - |
Routed To

Issued 05/04/2009 i Sent to DMV

[sdi 0 06/00/2000 Ry -
~Dispositions

S eai- Processed
Type ovi ic Dispo Notice to Appear | | pate _
o coce I @ Do —

Description
Ea] sTOP REQUIRED [~ Radar Cite

[ Lidar Cite

[ Student

[ Driver is RO
[ Searched Veh

Cancel Person Owner Vehicle

Click OK
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Citation Log @

Date Citation Person Cited Violation #1 Officer Type o
21461(A) VC

5/4/2009 -FAILURETC OBEY Donovan, C Infraction
SIGMN/SIGNAL

5/4/2009 AL L VEEE AT Donovan, C Infraction
BELT
23123(A) VC -HANDHELD |, . . )

5/4/2009 DEVICE PROMIBITED Livingston, L Infraction
16028(A) VC -PROOF OF

5/4/2009 FINAMCIAL Denning, D Infraction
RESPONSIBILITY
22450(A) VC -STOP . .

5/4/2009 REQUIRED Denning, D Infraction
214681(A) VC

5/4/2009 -FAILURET O OBEY Neal, K Infraction
SIGMN/SIGNAL
21802(A) VC -FAILURE

5/4/2009 TO YIELD AFTER Neal, K Infraction
STOFPPING
16028(A) VC -PROOF OF

5/4/2009 FINAMNCIAL Kammuller, Ken Infraction

RESFONSIBILITY

Citation Mumber

YOU ARE DONE ENTERING A CITATION!
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MEMORANDUM

March 4, 2010
To: All Personnel

From: Sergeant James Stoney

Subject: Redwood City Code Violations/ RWCINF / RIMS

The City recently took the step of enacting legislation that prohibits certain behavior at Courthouse
Square (2216 Broadway). Violations of these municipal code sections are infractions and violators
can be issued citations.

Effective immediately, all citations issued for a violation of any municipal code will include; 1) the
agency identifying code used by the court to determine bail (RWCINF1, RWCINF2, and
RWCINEF3); 2) the specific section of the municipal code that is violated.

The following procedure will be used when citing persons for violations of a City Code:

Issuing Officer Responsibility:

Officers intending to issue a citation for a municipal code violation shall:

* Check the local RIMS Database via a request through dispatch to determine whether the subject(s)
they intend to cite has had prior citations issued within the past 12 months.

* The officer must provide the dispatcher with the specific section they are inquiring about.

Depending on the subject(s) citation history within the preceding 12 months, the officer may
complete a citation citing the appropriate agency identifying code and the municipal code violated.
Here is an example of how the first offense for sleeping in a vehicle would look: “20.227,
RWCINFI............. Sleeping in vehicle.” If this was the subject’s second offense, the agency code
would be “RWCINF2.”

* Turn in the citation for processing like any other.

Dispatch Responsibility:

Dispatchers shall:

» Automatically check people run by officers for contacts in RIMS. If a contact exists the dispatcher
will provide that basic response to the field unit. An example would be: “Your subject is 10-31;
prior contact in RIMS”.

* The dispatcher will access the person’s RIMS record and provide the date of the last violation
matching the officers’ request. (See Figure 1)

» If there are multiple person records matching the name given by the officer, the dispatcher shall
notify the RIMS System Administrators by sending an e-mail to “PD RIMS ISSUES”. Include the
Last Name, First Name and date of birth of the person with multiple records and they will be
combined. (See Figure 2)

« If a dispatcher possesses records capabilities within RIMS and has been trained to combine person
records, he/she shall combine the records and skip notifying RIMS System Administrators.
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Records Responsibility:

Records Clerks entering citations shall:

* Review all citations issued for violations of the municipal code to ensure that they include court’s
agency identifying code of “RWCINF1, RWCINF2 or RWCINF3” along with the code section
violated.

1.
2.

o =N

Return citations to officers for correction that do not meet this standard.
Begin RIMS citation entry using currently acceptable procedures.
Select the citation type as “MUNI CODE” in RIMS. (See Figure 3)

Whenever possible, enter the court’s agency identifying code first as they enter the citation in
RIMS. (See figure 3) ¢

Enter the class as “infraction” ’
Enter the municipal code section violated into RIMS. ( see Figure 3) ®
Enter the class as “infraction” °

Forward citation to court for adjudication. '°

Amended Procedures to Sergeant Stoney Memorandum dated 3-4-10

Whenever possible, enter the court’s agency identifying code first as they enter the citation in
RIMS. (See figure 3)

Enter the class as “infraction”
Enter the municipal code section violated into RIMS first. ( see Figure 3)
Enter the class as “infraction”

Forward citation to court for adjudication.

¢ Amended per Bunny Blevins email dated 6-19-14
7 Amended per Bunny Blevins email dated 6-19-14
8 Amended per Bunny Blevins email dated 6-19-14
9 Amended per Bunny Blevins email dated 6-19-14
10 Amended per Bunny Blevins email dated 6-19-14
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FIGURE 1

CITATIONS APPEAR IN YELLOW / RWCINF WILL APPEAR HERE

" PErSON

Page 1 \ Page g] Page 31 Aszzociated Persons ] Azzociated Yehicles ] Alazes ] Photos ] Imresligatiunll_ﬂ
Hame ] Fla-::el Ll

Adis | Apt | Hair |Black |

Citpy |REDWOOD CITY  ~|St [CA Zip| Eyes [Brown |

Phone DOB| Agel Eth | |

Sex |M  Ht|4 9 wa[190 ID S5H |

Dr Lic | fca | FBI |

Veh Lic| | cn |

Cmt | Dfcr Safety |

Age Range —_— as of

[Date  [Hature [Texst [ 3 Arrests/11 Cites | Casze/FI | Agencyl
9/23/2003 INC 10-95, Dispo AD RCPD
107372008 INC 415, Dispo AD RCFPD
10/16/2009 INC 11-540C, Dizpo AD RCFPD
17472010 INC 10-66 RCPD
1472010 _ M 25662(A] BP: Minor Possess Alcohol RCPD
22010 INE 10-95, Dispo FI RCPD
2172010 8.4 RCC MO SIDEWALK BICYCLE RIDING RCPD .

ﬂ | I Add HISI:DIE ‘ Delete F"ersuni Cancel I Combine I | |

FIGURE 2

EXAMPLE OF A DUPLICATE PERSON RECORD / REPORT TO RIMS ADMINISTRATORS

- Matching Names

Address Age DOB

0k Jadd as New Person
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FIGURE 3

Citation Type = Muni Codes
Citation Class = Infraction

[ citation
Page 2 | Nanative | Photos |IXEYT Queries | E0ETH
Cite Info Person and Vehicle
cite » o [ cred NG
tocation [N venicie [ INEGEEE
City Omm -
loce o E T S—
Area it ASS'sted sy [N _
Note approved oy [ NNNNEEEEN I
Routed To 02/24/2010
I 02/19/2010 [R10Y4 2200 | Sent to ovv NN Warning Ltr
ctoate | i B
Dispositions
Status
T Dispo pate [INEG—_-
Type
RefCase_ CtDispo—EIDate_

I~ Radar Cite

[ Lidar Cite

[~ Student

I Driver is RO
™ Searched Veh

+*+ Figure 3 updated per email received from Records Supervisor Bunny Blevins dated
06/19/2014.

ATTACHMENTS - FORM EXAMPLES

Citation Log

Citation Return Log

Notice of Correction Request Form

Notice of Correction and Proof of Service Form Example
Traffic Citation Dismissal Letter to Defendant

21



Citation Log

Week of
Date # Processed  # Entered # Returned  # Voided

Juvenile # by
Monday License # by
Other # by
- # by
Total: i by
# by
# by

Total
Juvenile # by
Tuesday License # by
Other # by
- # by
Total: i by
# by
# by

Total
Juvenile # by
Wednesday License # by
Other # by
# by
Total: i by
# by
# by

Total:
Juvenile # by
Thursday License # by
Other # by
# by
Total: f by
# by
# by

Total:
Juvenile # by
Friday License # by
Other # by
# by
Total: f by
# by
# by

Total:
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Citation Return Log

Clerk's
Initials

Date Returned
to Officer

Citation Number

Officer

Date Correction
Received in Records
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NOTICE OF CORRECTION REQUEST FORM

bate Requested: by:

Officer; Sgt:

Re: Citation Number:

Please submit notice of correction for the following
reason(s) and return to citation slot in report writing
when completed:
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NOTICE OF CORRECTION AND PROOF OF SERVICE FORM

I WCAKT, LI (R HOSe S BT (B

Redwood City Police Department

HARE OF COURT.
Bl FELT ALXH i N _ -
WAL ADDRESE: ] b | E:
A1 ML OB CLEE B iy [ | |
ERtH CH HAME: E_ ) E ?
T ITRHCIHE o E H
| i FEOFLE OF THE STATE OF CALIFORNMLA E 2 B g
L] E E % g
| DEFENDANT s E 5 ®
b= =]
| NOTICE OF CORRECTION AND PROOF OF SERVICE 5 E . & 3
[Vehicle Code, § 40505) EE: % g ¥
WHENDHRE DFFIZER NAUEAD MO DERARTHENTIAZENCY: ﬁ 2 o
[ Fadunnn Gy 20, 2 -§ i £
| crancu uapeR AT HLRAOER 2 E g Z B
m & E c
o . T ] g I:'I:I E II -E
1. A Mobce fo AppeariNobes to Correcl Viokalicn wag issued 1o yau z E - =
b an oficer of thiz depanment on [oatsy o o = E
&= = J
2. The ciledion issued (o owou containesd a0 oo as indicated by the H et &
Ifams cheskad balow, Thig nofie of correction does ol atfect the = & ®m §
walikly ol the citation or ne reguired couwrl appearancs, E = ‘El =
= = =
s 2 |
| 1 oDsteitme of welation snaaid be e S0, E 2 £
| | Deedime of court eppesrence should ba changed from E z E .
™ = B &
ta = 182 L
(=1 =
__ 1 igdation saption(s) should ba changed from = o ;
= ]
ta = o E
- E B o
— Locaton of violation should be changed rom ol % 5
L
o
g m i z E
_ Fz
P 1 i =1 [}
Aher (speeily): e _§ %‘ 5
& i z
| dedae wnder peaalty ol pedury under the lewa of the Stata of = .E C %
Caltamia that the foregoing IS true and corect. E o E :':
= o = :
LR B £
D=ta. 5 T m m o -
Isnature ol stican c B ﬁ % E
P digiped Tor Rurdubury Sow o m L=k A a E
Skl Saedl of Carlona
TR 00 [Faw Jouary 1, 200
Propd of So6asT ON “CaEE COURT Copy
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TRAFFIC CITATION DISMISSAL LETTER TO DEFENDANT

October 14, 2014

I
I
SAN CARLOS, CA 94070

Re: Traffic Citation: [ KGGczN
Citation Date: 06-24-15

This letter is notification that the officer has requested dismissal of the above mentioned citation
issued to vou in Redwood Citv. Your citation has been DISMISSED . This letter serves as vour
verification that vour citation has been excused.

If vou have anv questions, please call me at the number listed below.

Thank vou,

| I
Police Clerke. Records
Redwood City Police Department

650-780-7100
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EMAILS AND/OR PROCEDURE UPDATE DOCUMENTATION

Author Dated Subject / Reference

Genevieve Nguy 1-16-16 23109(a), 23109(b), 23109(c), 23109(d)
John Gunderson 9-17-15 CVC 14601 Half Sheets

John Gunderson 3-4-16 Citations w/warrants (pg 1 of 2)

John Gunderson 3-4-16 Citations w/warrants (pg 2 of 2)
Genevieve Nguy 3-22-16 Approved Updated Citation Manual
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Genevieve Nguy 1-16-16 23109(a), 23109(b), 23109(c), 23109(d)

PD Nicole Stoney i .

| !

From: PD Genevieve Nguy ,

Sent: Tuesday, January 26, 2016 11:38 AM

To: | PD Records : [

Subject: 23109(a), 23109(b), 23108(c) & 23109 (d) VC are MISDEMEANOR
- | |
! [

Ladies, i

FYI-

When processing traffic citations please look out for 23109(a), 23109(b) 23109(c) & 23109(d) defined as illegal speed
contest , exhibition of speed, obstruct road for speed contest. If the Officer wrote infraction on their cite, please return
for corrections to a misdemeanor,

Thank you-

Genevieve Nguy

Records Supervisor

Redwood City Police Department
1301 Maple St.

Redwood City, Ca. 94063

Ph: 650-780-7154 Fax: 650-780-7112

Email: gnguy @redwoodcity.org
“Providing Excellent Service with Integrity and Respect”
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John Gunderson 9-17-15 CVC 14601 Half Sheets

PD Nicole StoEz

From: PD John Gunderson

Sent: Thursday, September 17, 2015 12:19 PM
To: PD Sworn All

Cc: PD Adrianna Molina; PD Records
Subject: RE: CVC 14601 half sheets

For clarification, the half sheet is always required for 14601 citations. For 12500 citations, it is only required if you cited
that as a misdemeanor violation. Generally, 12500's should be cited to traffic court as infractions unless the person is a
repeat offender or there are other extenuating circumstances that you feel require a prosecution in criminal court,

From: PD John Gunderson

Sent: Thursday, July 30, 2015 3:37 PM
To: PD Sworn All

Cec: PD Adrianna Malina; PD Records
Subject: CVC 14601 half sheets

Please remember when turning in a citation that includes a violation of CVC 14601 or 12500 to complete the required
half sheet. Several 14601 citations have recently been forwarded to the DA’s office without those forms and that is
causing Goldenrods to be sent over requesting report narratives. The half sheets were specifically designed to allow
officers to submit them with the citations instead of having to complete an entire report for a simple misdemeanor
traffic violation. Please take advantage of that option.

Thanks...John
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John Gunderson 3-4-16 Citations w/warrants (pg 1 of 2)

PD Nicole Stof_lv&! S EE—E———

From: PD John Gunderson

Sent: Friday, March 04, 2016 9:43 AM
Tao: PD Micole Stoney

Subject: FW: CITATION

This should help clear it up...always need a narrative

From: PD Naomi Yamauchi

Sent: Thursday, May 17, 2012 2:27 PM
To: PD John Gunderson

Cc: PD Naomi Yamauchi

Subject: RE: CITATION

Hi John:
| finally got the scoop from the court :

NO BOOKING SHEET IS NEEDED, HOWEWVER THEY REQUIRE A RIMS NARRATIVE. 50 A CASE NUMEBER WILL HAVE TO BE
GENERATED FOR BOTH SUBJECTS AND A BRIEF NARRATIVE WILL HAVE TO BE WRITTEN. ALSO A NOTICE OF CORRECTION
WILL HAVE TO BE ISSUED FOR BOTH SINCE THE CASE NUMBER WERE NOT INDICATED ON THEM.

| placed a copy of both cites and attached (2) Notice of Corrections for them. Records has the original cites.
THANK YOU |
-~NADMI

Naomi Yamauchi

Police Clerk

Redwood City Police Dept.

1301 Maple St.

Redwood City, CA 94063

Ph: 650-780-4991 /" Fax: 650-780-7112

nyamauchi@redwoodcity.org

From: PD John Gunderson

Sent: Wednesday, May 16, 2012 9:54 AM
To: FD Naomi Yamauchi

Subject: Re: CITATION

Got it, standing by!

On May 16, 2012, at 9:33, "PD Naomi Yamauchi" <NYamauchi@redwoodcity_org> wrote:

Hi lohn:

Just to follow-up : I'm having the court officer check with the courts to see what is required on their
end. Once | hear back from her, | will let you know the verdict.
1
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John Gunderson 3-4-16 Citations w/warrants (pg 2 of 2)

You did make me think about the procedures because Records always requires a booking sheet with a
warrant arrest. However since these are infractions, the courts probably don't need a booking sheet, |
just don’t know what in addition to the cites that they may require...... so please stand by.....

Thank you |
e=MNaomi

MNaomi Yamauchi

Police Clerk

Redwood City Police Dept.

1301 Maple St.

Redwood City, CA 94063

Ph: 650-780-4001 / Fax: 650-780-7112

nyamauchi@redwoodcity.org

From: PD John Gunderson

Sent: Tuesday, May 15, 2012 2:30 PM
To: FD Naomi Yamauchi

Subject: Re: CITATION

Hey Naomi,

Thanks for the email. | wondered about that, but the warrants were infraction warrants, so | treated it
like any other infraction citation, i.e. when | stop someone for a cell phone violation they are technically
under arrest, but | let them go with a citation. Out of curiosity, why is an infraction warrant treated
differently?

Thanks...John

On May 15, 2012, at 14:21, "PD Naoml Yamauchi" <NYamauchi@redwoodcity.org> wrote:

Hi lohn: --- FYl-—---

Even though citations were issued for both subjects for their respective warrants, they
are still considered an arrest. A case number will have to be generated for both subjects
since this is considered an arrest, a narrative will have to be written in RIMS for both
cases and booking sheets will have to be submitted to be attached to the citations
already received here in Records.

Thank you !
--Maomi

MNaomi Yamauchi

Police Cleri

Redwood City Police Dept.

1301 Mapie St.

Redwood City, CA 94063

Ph: 650-780-4001 / Fax: 650-780-7112
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