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I.  
BACKGROUND
In an attempt to reduce the number of cases dismissed due to accusatory instruments not being submitted to the court, all sworn personnel are required to complete the control log when accusatory instruments are submitted to Headquarters personnel.  This allows Court Services to determine if the accusatory instruments were misplaced after submission, or if they were not submitted by the officer.  This allows for the missing accusatory instruments to be located and submitted to the courts, thereby reducing the number of charges dismissed.  The log also assures that the correct personnel may be contacted if the accusatory instruments cannot be found.

II. POLICY

All personnel who turn in accusatory instruments are required to sign them into the “technical Services Section Court Information Log.”  If an officer is delivering accusatory instruments for someone else, the log must still be completed, showing the name of the officer filing charges and also include the name of the person delivering the accusatory instruments
.  
III. PROCEDURES

A. All original accusatory instruments are to be delivered to Headquarters.

B. A total of five copes must be turned in (4 + original).

C. All five copies are placed in the wire basket for “informations.”

D. The officer dropping off the accusatory instruments will complete the “Technical Services Section Court Information Log.”  He/she shall complete all boxes on the log, except the “HQ initials” and the time box.

E. The officer will then advise HQ personnel that they logged in the accusatory instruments, at which time, the HQ personnel will check the log and the accusatory instruments and then complete the time and HQ initials boxes on the log sheet.

See attachment A for a copy of the Technical Services Section Court Information Log.
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