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III. POLICY 
 

B. Offenders who meet the above criteria shall be released from custody without cash bail or 
required to post cash bail. Offenders will be booked and processed for release and 
ordered-in to the district attorney’s office - room 110, three (3) calendar days (Monday - 
Friday) following the date of arrest at 1:30 p.m. and provided with an Arrestee / Suspect 
Referral Memo (form PR-3A). Officers shall process the case at the District Attorney’s 
Office in accordance with SOP 150 Court Procedures.  

 
IV.    PRISONER PROCESSING 
 

D. PRISONER DISPOSITION CODES 
 

2. The booker and/or head jailer shall also in the booking maintenance narrative enter 
the following: order-in date (three (3) calendar days (Monday-Friday) following arrest); 
the order-in location (DA’s Office, Room 110); arrestee provided with an Arrestee / 
Suspect Referral Memo (form PR-3A) and the supervisor’s PeopleSoft number 
authorizing release of the arrestee.        

  
E. ARREST AND INCIDENT REPORTS 

   
6. Members shall obtain an incident report a case number prior to the end of their shift 

and shall record the incident report case number on the PA-45; Pedigree Information 
(form PA-45A); Prisoner Statement (form PA-45B); and Charge Supplemental (form 
PA-45C).   

 
V.   CASE PROCESSING - DISTRICT ATTORNEY INITIAL APPEARANCES 
  

A. Court liaison officers after receipt of the MacArthur Program Order-In Envelope (within 48 
hours) shall make one attempt to notify the defendant of his scheduled order-in date and 
time to appear in the district attorney’s office, room 110.   
 

B. Court liaison officers shall notify a defendant not to appear if the district attorney’s office 
no processes his/her case prior to the order-in date. The following shall be entered into 
into a Record Management System (RMS) supplemental report:   
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1. Date and time of notification; 
 
2. Liaison officer’s name;  
 
3. The case disposition of no-processed;   
 
4. The reason the case was no processed (e.g., insufficient evidence, uncooperative 

victim); and 
 

5. The reviewing district attorney. 
 

C. Court liaison officers shall process all MacArthur Program cases at the initial appearance 
and must file a brief RMS supplemental incident report to include the following:  

 
1. The date and time of review;  
 
2. The reviewing district attorney;  
 
3. The case disposition (no processed, pended, charged, warrant issued);   
 
4. The reason if the case is no processed (e.g., insufficient evidence, uncooperative 

victim); and 
 
5. List each charge individually if the case is charged. 
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