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Chief William Scott 
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Dear Chief Scott: 
 
 At the meeting of the Police Commission on Wednesday, January 10, 2024, the 
following resolution was adopted: 

 
RESOLUTION 24-1 
 
APPROVAL OF REVISED DEPARTMENT GENERAL ORDER 9.05, “CITATION CONTROL,” TO USE 
IN MEETING AND CONFERRING WITH THE EFFECTED BARGAINING UNITS AS REQUIRED BY 
LAW, WITH LABOR INSTRUCTIONS PROVIDED IN RESOLUTION NO. 23-30;_______________ 
 

RESOLVED, that the Police Commission hereby approves revised Department General 
Order 9.05, “Citation Control,” for the Department to use in meeting and conferring with the 
effected bargaining units as required by law; and be it  

 FURTHER RESOLVED, that labor instructions are provided in Resolution No. 23-30, Police 
Commission Directions Regarding Police Department and Department of Human Resources 
Labor Negotiations with Effected Bargaining Units regarding Department General Orders. 
 

AYES:   Commissioners Benedicto, Byrne, Yee, Vice President Carter-Oberstone  
 
 EXCUSED: Commissioner Walker, Yanez (stepped away), President Elias (stepped away) 
 
       Very truly yours, 
 
 
 
       Sergeant Stacy Youngblood 
       Secretary 
       San Francisco Police Commission 
1211/ks 
 
 
 
cc:   Captain D. Toomer/PDD 
 Manager A. Steeves/PDD 
 Gloria Rosalejos/WDU 

Director L. Preston/Labor Relations 



San Francisco Police Department  9.05 

GENERAL ORDER  Rev. 11/09/23 

Eff. XX/XX/XX 

 

 

Page 1 of 5 

 

Citation Control 
 

 

9.05.01 PURPOSE 
 

The purpose of this order is to establish the policy and procedures for issuing, processing, 

correcting, and voiding/dismissing Notice to Appear and Notice of Parking Violation citations. 

 

9.05.02 POLICY 
 

It is the policy of the San Francisco Police Department that all Notice to Appear citations are 

issued and filed in accordance with California Vehicle Code 40500 et. seq. and California Penal 

Code 853.5 et. seq. and that all Notice of Parking Violation citations are issued and filed in 

accordance with Vehicle Code 40200 et. seq. 

 

9.05.03 PROCEDURES 
 

A. NOTICE TO APPEAR 

 

1. ISSUING - All members, once trained, shall use the eCitation App on their 

Department-issued cellphone when issuing a Notice to Appear citation, unless any of 

the following circumstances exist, in which case a hand-written Notice to Appear 

may be issued: 

 

a. The member is walking a foot beat or working an assignment where they do not 

have access to a printer. 

 

b. There is a malfunction with the member's phone. If this occurs, members should 

respond to Technology for replacement or repair at their earliest convenience. 

Station facility coordinators may assist members who work nights. 

 

c. There is a malfunction with the printer. NOTE: Printers installed in the vehicle are 

not to be removed from the printer's cradle except in extenuating circumstances. If 

there is an issue with the installed printer in a vehicle, members should contact the 

station's VMO as soon as possible. 

 

d. The member loses network connectivity on their phone. If this occurs, the 

member should notify the eCitation group at sfpdeCitation@sfgov.org and 

provide the date, time, and location where the network connectivity was lost. 

 

e. If the member has to disembark from the vehicle (motorcycle or car) to where the 

printer cannot be easily retrieved. 
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f. If the member is assigned to the Investigation Bureau or a plainclothes unit and 

does not have access to a printer. 

 

g. Members shall have copies of hand-written Notice to Appear citations with them 

while on-duty in the event the eCitation App does not function properly. 

Commanding Officers/Officers-in-Charge are responsible for ensuring there is a 

supply of Notice to Appear citations available at each station. 

 

h. If members issue a hand-written Notice to Appear, members should complete it 

legibly and accurately. Members should submit the original hand-written Notice 

to Appear to the Watch Commander before the member’s end-of-watch. 

 

i. When issuing a Notice to Appear, if the violation being cited has a subsection, it 

shall be included. For example, Vehicle Code section 24603 will be rejected by 

the Superior Court’s computer system if it does not contain one of the 

subsections, “a through i.” 

 

2. CORRECTING - Members shall not alter or make corrections on an original Notice 

to Appear when a copy has been given to a person (see Vehicle Code section 

40500(d) and Penal Code section 853.6(j)(2)). The eCitation App will not allow 

corrections once a person’s signature is saved in the program. 

 

a. When a member recognizes that an infraction Notice to Appear they have issued 

is incomplete or contains a mistake, members shall use Judicial Council of 

California Form TR-100, Notice of Correction and Proof of Service, to make 

corrections. A supervisor is responsible for reviewing the form. 

 

b. If the member issued an electronic Notice to Appear, the member should print a 

signed copy of the Notice to Appear and attach the Form TR-100. The member 

should submit the copy and the form before the end-of-watch. 

 

c. If the member issued a hand-written Notice to Appear, the member should attach 

the Form TR-100. The member should submit them both before the end-of-watch. 

If the hand-written Notice to Appear was previously delivered to the court, the 

member should submit only the form. 

 

d. The court is responsible for recording the correction in their computer system and 

mailing a copy of the form to the person. 

 

e. The Form TR-100 shall be used in compliance with DGO 5.06, Citation Release 

and shall only be used with infraction Notices to Appear. This form shall not be 

used for misdemeanor Notices to Appear. 

 

f. A copy of Form TR-100 is located in the “SFPD Forms” folder. 
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g. When a member recognizes that a misdemeanor Notice to Appear they have 

issued is incomplete or contains a mistake, members should document the error in 

a supplemental incident report. Members should include in the narrative the 

correct information and recommend the District Attorney’s Office amend the 

complaint with the correct information. 

 

3. CORRECTABLE VIOLATIONS - Requests for officer verification (i.e. “sign off”) 

on correctable infraction violations (i.e. “fix-it-tickets”) issued for Vehicle Code 

section 4000(a)(1) (expired registration) should be directed to the DMV. Violations 

issued for Vehicle Code sections 12951(a) (driver’s license not in possession) or 

16028(a) or 16028(c) (proof of insurance) should be directed to the SF Superior Court 

Traffic Division. Members may verify all other correctable infraction violations on 

the back of the “Defendant’s Copy” of a Notice to Appear. Members may not correct 

misdemeanor violations of the Vehicle Code. 

 

4. VOIDING/DISMISSING - If the interests of justice demand that a Notice to Appear 

be voided or dismissed, members shall follow these procedures: 

 

a. INCOMPLETE CITATION - If the Notice to Appear has not been completed and 

signed, members shall follow these procedures: 

 

i. Electronic Notices to Appear will be deleted automatically within 24 hours if 

not properly completed and do not contain a person’s signature. 

 

ii. Members should write “VOID” on all copies of the hand-written Notice to 

Appear. Members should submit all the copies of the incomplete Notice to 

Appear before the end-of-watch. 

 

b. COMPLETED CITATION - If the Notice to Appear has been completed and 

signed, members shall follow these procedures: 

 

i. Electronic Notices to Appear can be voided within 90 minutes from the time 

of issue. Members can change the status of the citation from “LOCK” to 

“VOID.” Members need to assign a reason code in the application for the 

void. 

 

ii. If more than 90 minutes have past or a hand-written Notice to Appear was 

issued to a person, members should complete a SFPD 506, Court Case 

Response Form, requesting dismissal of the Notice to Appear. A supervisor is 

responsible for reviewing the dismissal request. 

 

iii. Members should attach a signed copy of the electronic Notice to Appear to the 

SFPD 506 Form and forward both to the Court Liaison Unit. 
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iv. Members should not write “VOID” on the hand-written Notice to Appear. 

Members should attach all the copies of the Notice to Appear to the SFPD 506 

Form and submit them before the end-of watch. If the hand-written Notice to 

Appear was previously delivered to the court, the member should submit only 

the SFPD 506 Form to the Court Liaison Unit. 

 

B. NOTICE OF PARKING VIOLATION 

 

1. ISSUING - Members are reminded to use the most currently available version of the 

Notice of Parking Violation citations. 

 

a. Members should complete a Notice of Parking Violation legibly and accurately. 

Members shall attach a copy to the vehicle either under the windshield wiper or in 

another conspicuous location per Vehicle Code section 40202(b). If the vehicle is 

driven away before a copy can be attached, members shall submit both copies of 

the completed Notice of Parking Violation before the end-of-watch. 

 

b. Members should submit the completed Notice of Parking Violation citations to 

the Watch Commander before the member’s end-of-watch and forward it to the 

SFMTA - Department of Parking and Traffic Enforcement (DPT). 

 

2. CORRECTING - Members shall not alter or make corrections on a Notice of Parking 

Violation once a copy has been attached to a vehicle (see Vehicle Code section 

40202(c)). 

 

a. When a member recognizes that a Notice of Parking Violation they have issued is 

incomplete or contains a mistake, members should complete a SFPD Notice of 

Parking Violation Citation Correction Form in order to make the correction. A 

supervisor is responsible for reviewing the form. 

 

b. Members should attach the Notice of Parking Violation to the form and submit 

them both before the end-of-watch. If the Notice of Parking Violation was 

previously delivered to SFMTA, the member should submit only the form. 

 

c. A copy of the Notice of Parking Violation Citation Correction Form is located in 

the “SFPD Forms” folder. 

 

3. VOIDING/DISMISSING - If the interests of justice demand that a Notice of Parking 

Violation be voided or dismissed, member shall follow these procedures: 

 

a. INCOMPLETE CITATION - If the Notice of Parking Violation has not been 

completed and attached to a vehicle, members shall follow these procedures: 

 

i. Members should write “VOID” on all the copies of the Notice of Parking 

Violation. 
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ii. Members should submit all the copies of the incomplete Notice of Parking 

Violation before the end-of-watch. 

 

b. COMPLETED CITATION - If the Notice of Parking Violation has been 

completed and attached to the vehicle, members shall follow these procedures: 

 

i. Members should complete a SFPD 457, Parking Citation Dismissal Request 

Form, and explain on the form the reason the Notice of Parking Violation 

should be canceled. The requesting member’s supervisor shall sign the SFPD 

457 Form. 

 

ii. Members should not write “VOID” on the Notice of Parking Violation. 

Members should attach the Notice of Parking Violation to the SFPD 457 Form 

and submit them both before the end-of-watch. If the Notice of Parking 

Violation was previously delivered to SFMTA, members should submit only 

the form. 

 

iii. Members should submit the request to dismiss the Notice of Parking Violation 

within 21 days of the issuance of the citation. 

 

 

References: 

DGO 5.06, Citation Release  
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San Francisco Police Department                                                                              9.05 
GENERAL ORDER       Rev. 08/10/94 

 
TRAFFIC CITATION CONTROL 

 
Citation Control 

 
 
9.05.01 PURPOSE 
 
The purpose of this order is to establish the policy and procedures for receiving, storingissuing, 
processing, correcting, and voiding/dismissing Notice to Appear and Notice of Parking Violation 
citation forms. 
 

I. PROCEDURES 
 
A. DUTIES OF THE COMMANDING OFFICER/OFFICER-IN-CHARGE: 
 

1. STORAGE/ISSUANCE/RECIEPTS. Provide for the safekeeping and accountability of 
citations. Ensures that citations are issued in numerical sequence and that the Special Receipt 
(Controller’s Slip) is completed for each set (book). 
 
ROUTING OF COMPLETE CITATIONS. Have completed 9.05.02 POLICY 
 
It is the policy of the San Francisco Police Department that all Notice to Appear citations are 
issued and filed in accordance with California Vehicle Code 40500 et. seq. and California Penal 
Code 853.5 et. seq. and that all Notice of Parking Violation citations are issued and filed in 
accordance with Vehicle Code 40200 et. seq. 
 
9.05.03 PROCEDURES 
 
A. NOTICE TO APPEAR 
 

1. ISSUING - All members, once trained, shall use the eCitation App on their 
Department-issued cellphone when issuing a Notice to Appear citation forms 
forwarded to the Department of Parking and Traffic (DPT), and , unless any of the 
following circumstances exist, in which case a hand-written Notice to Appear may be 
issued: 

 
a. The member is walking a foot beat or working an assignment where they do not 

have access to a printer. 
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b. There is a malfunction with the member's phone. If this occurs, members should 

respond to Technology for replacement or repair at their earliest convenience. 
Station facility coordinators may assist members who work nights. 

 
c. There is a malfunction with the printer. NOTE: Printers installed in the vehicle are 

not to be removed from the printer's cradle except in extenuating circumstances. If 
there is an issue with the installed printer in a vehicle, members should contact the 
station's VMO as soon as possible. 

 
d. The member loses network connectivity on their phone. If this occurs, the 

member should notify the eCitation group at sfpdeCitation@sfgov.org and 
provide the date, time, and location where the network connectivity was lost. 

 
e. If the member has to disembark from the vehicle (motorcycle or car) to where the 

printer cannot be easily retrieved. 
 

f. If the member is assigned to the Investigation Bureau or a plainclothes unit and 
does not have access to a printer. 

 
g. Members shall have copies of hand-written Notice to Appear citations with them 

while on-duty in the event the eCitation App does not function properly. 
Commanding Officers/Officers-in-Charge are responsible for ensuring there is a 
supply of Notice to Appear citations available at each station. 

 
h. If members issue a hand-written Notice to Appear, members should complete it 

legibly and accurately. Members should submit the original hand-written Notice 
to Appear and to the Watch Commander before the member’s end-of-watch. 

 
i. When issuing a Notice of Parking Violation forms mustto Appear, if the violation 

being cited has a subsection, it shall be listedincluded. For example, Vehicle Code 
section 24603 will be rejected by the Superior Court’s computer system if it does 
not contain one of the subsections, “a through i.” 

 
2. CORRECTING - Members shall not alter or make corrections on separate Officer’s 

dailyan original Notice to Appear when a copy has been given to a person (see 
Vehicle Code section 40500(d) and Penal Code section 853.6(j)(2)). The eCitation 
App will not allow corrections once a person’s signature is saved in the program. 

 
a. When a member recognizes that an infraction Notice to Appear they have issued 

is incomplete or contains a mistake, members shall use Judicial Council of 
California Form TR-100, Notice of Correction and Proof of Service, to make 
corrections. A supervisor is responsible for reviewing the form. 
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b. If the member issued an electronic Notice to Appear, the member should print a 
signed copy of the Notice to Appear and attach the Form TR-100. The member 
should submit the copy and the form before the end-of-watch. 

 
c. If the member issued a hand-written Notice to Appear, the member should attach 

the Form TR-100. The member should submit them both before the end-of-watch. 
If the hand-written Notice to Appear was previously delivered to the court, the 
member should submit only the form. 

 
d. The court is responsible for recording the correction in their computer system and 

mailing a copy of the form to the person. 
 

e. The Form TR-100 shall be used in compliance with DGO 5.06, Citation Report 
formsRelease and shall only be used with infraction Notices to Appear. This form 
shall not be used for misdemeanor Notices to Appear. 

 
f. A copy of Form TR-100 is located in the “SFPD Forms” folder. 
g. When a member recognizes that a misdemeanor Notice to Appear they have 

issued is incomplete or contains a mistake, members should document the error in 
a supplemental incident report. Members should include in the narrative the 
correct information and recommend the District Attorney’s Office amend the 
complaint with the correct information. 

 
3. CORRECTABLE VIOLATIONS - Requests for officer verification (i.e. “sign off”) 

on correctable infraction violations (i.e. “fix-it-tickets”) issued for Vehicle Code 
section 4000(a)(1) (expired registration) should be directed to the DMV. Violations 
issued for Vehicle Code sections 12951(a) (driver’s license not in possession) or 
16028(a) or 16028(c) (proof of insurance) should be directed to the SF Superior Court 
Traffic Division. Members may verify all other correctable infraction violations on 
the back of the “Defendant’s Copy” of a Notice to Appear. Members may not correct 
misdemeanor violations of the Vehicle Code. 

 
4. VOIDING A NOTICE OF PARKING VIOLATION./DISMISSING - If the interests 

of justice demand that a Notice of Parking Violationto Appear be voided, or 
dismissed, members shall follow these procedures: 

 
1a. INCOMPLETE CITATION. If the Notice of Parking Violation has not been 

completed and attached to a vehicle, follow these procedures: 
 

a. Write “void” on all the copies of the citation and write void next to the citation 
number on the Officer’s Daily Citation Report. 

 
b. Forward the Officer’s Daily Citation Report along with all the copies of the 

citation to the Department of Parking and Traffic (DPT). 
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2. COMPLETE CITATION. If the Notice of Parking Violation has been completed and 
attached to the vehicle, follow these procedures: 

 
a. Complete a Dismissal Request (SFPD 256), explaining on the form the reason the 

citation should be canceled, and get the approval of your commanding officer. 
Attach a photocopy of the citation, attach it to the Dismissal Request, and forward 
both to Traffic Administration. 

 
 
 
DGO 9.05 
08/10/94 
 
 
b. Do not write “void” on the citation. Complete the Officer’s Daily Citation Report 

and submit all copies of the Notice of Parking Violation to the Department of 
Parking and Traffic. 

 
c. Tell the citizen that he/she must retain the violators copy of the citation. The 

Department of Parking and Traffic will send him/her a notice when the Notice of 
Parking Violation has been dismissed. 

 
C. VOIDING A NOTICE TO APPEAR (TRAFFIC INFRACTIONS). If the interest of 

justice demand that a Notice to Appear be voided, follow these procedures: 
 

INCOMPLETE CITATION. - If the Notice to Appear has not been completed and 
signed, members shall follow these procedures: 

 
i. Electronic Notices to Appear will be deleted automatically within 24 hours if 

not properly completed and do not contain a person’s signature. 
 

a. ii. Members should write “VOID” on all copies of the citation. Also 
write “void” on the Officer’s Daily Citation Report next to the citation number. 
 
b. Forward the Officer’s Daily Citation Report along with hand-written Notice to 

Appear. Members should submit all the copies of the incomplete Notice to 
Appear inbefore the mannerend-of-watch. 

 
b. COMPLETED CITATION. - If the Notice to Appear has been completed and 

signed, members shall follow these procedures: 
 

i. Complete a Dismissal Request (SFPD 256), explaining onElectronic Notices 
to Appear can be voided within 90 minutes from the formtime of issue. 
Members can change the reasons the citationstatus of the citation from 
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“LOCK” to “VOID.” Members need to assign a reason code in the application 
for the void. 

 
ii. If more than 90 minutes have past or a hand-written Notice to Appear was 

issued to a person, members should be complete a SFPD 506, Court Case 
Response Form, requesting dismissal and get the approval of your 
commanding officer. Make a photocopy of the citation,of the Notice to 
Appear. A supervisor is responsible for reviewing the dismissal request. 

 
i.iii. Members should attach it to the Dismissal Request,a signed copy of the 

electronic Notice to Appear to the SFPD 506 Form and forward both to 
Traffic Administrationthe Court Liaison Unit. 

 
iv. DoMembers should not write “VOID” on the citation. Submithand-written 

Notice to Appear. Members should attach all the copies of the citation.Notice 
to Appear to the SFPD 506 Form and submit them before the end-of watch. If 
the hand-written Notice to Appear was previously delivered to the court, the 
member should submit only the SFPD 506 Form to the Court Liaison Unit. 

 
B. NOTICE OF PARKING VIOLATION 

 
1. ISSUING - Members are reminded to use the most currently available version of the 

Notice of Parking Violation citations. 
 

a. Members should complete a Notice of Parking Violation legibly and accurately. 
Members shall attach a copy to the vehicle either under the windshield wiper or in 
another conspicuous location per Vehicle Code section 40202(b). If the vehicle is 
driven away before a copy can be attached, members shall submit both copies of 
the completed Notice of Parking Violation before the end-of-watch. 

 
b. Members should submit the completed Notice of Parking Violation citations to 

the Watch Commander before the member’s end-of-watch and forward it to the 
SFMTA - Department of Parking and Traffic Enforcement (DPT). 

 
2. CORRECTING - Members shall not alter or make corrections on a Notice of Parking 

Violation once a copy has been attached to a vehicle (see Vehicle Code section 
40202(c)). 

 
a. When a member recognizes that a Notice of Parking Violation they have issued is 

incomplete or contains a mistake, members should complete a SFPD Notice of 
Parking Violation Citation Correction Form in order to make the correction. A 
supervisor is responsible for reviewing the form. 
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b. Members should attach the Notice of Parking Violation to the form and submit 
them both before the end-of-watch. If the Notice of Parking Violation was 
previously delivered to SFMTA, the member should submit only the form. 

 
c. A copy of the Notice of Parking Violation Citation Correction Form is located in 

the “SFPD Forms” folder. 
 

3. VOIDING/DISMISSING - If the interests of justice demand that a Notice of Parking 
Violation be voided or dismissed, member shall follow these procedures: 

 
a. INCOMPLETE CITATION - If the Notice of Parking Violation has not been 

completed and attached to a vehicle, members shall follow these procedures: 
 

i. Members should write “VOID” on all the copies of the Notice of Parking 
Violation. 

ii. Members should submit all the copies of the citation in the usual 
mannerincomplete Notice of Parking Violation before the end-of-watch. 

 
b. Advise the person that you will recommend a dismissal of the citation; 

however, a dismissal is discretionary with the court. The person retains the 
violator’s copy of the citation and he/she is responsible for it until the court 
dismisses the citation. 

_______________ 
 

b. COMPLETED CITATION - If the Notice of Parking Violation has been 
completed and attached to the vehicle, members shall follow these procedures: 

 
i. Members should complete a SFPD 457, Parking Citation Dismissal Request 

Form, and explain on the form the reason the Notice of Parking Violation 
should be canceled. The requesting member’s supervisor shall sign the SFPD 
457 Form. 

 
ii. Members should not write “VOID” on the Notice of Parking Violation. 

Members should attach the Notice of Parking Violation to the SFPD 457 Form 
and submit them both before the end-of-watch. If the Notice of Parking 
Violation was previously delivered to SFMTA, members should submit only 
the form. 

 
iii. Members should submit the request to dismiss the Notice of Parking Violation 

within 21 days of the issuance of the citation. 
 
 
References: 
DGO 5.06, Citation Release  



SFPD Notice of Parking Violation 

Citation Correction Form 
(FILL ONLY THE INFORMATION THAT NEEDS TO BE CORRECTED) 

 

This is to certify under penalty of perjury that the following correction to citation 

 

#______________________ is true and correct.   Date ___ / ___ / ______ 

 

☐ License #:_______________  ☐ Time checked:____________  ☐ State:_______ 

 

☐ Month:______  ☐ Year:______  ☐ Vehicle Make:_______ ☐ Body:_______ 

 

☐ Color:_______ ☐ Location:______________________________________________ 

 

☐ VIN:_________________________________________ ☐ Violation:_____________ 

 

☐ Comments:_______________________________________________________________ 

 

 

 

____________________________________ _______________ __________________  

Signature           Star#     Unit/Company      (SFPD XXX) 


	2.06.pdf
	PoliceCommission11024- 2.06 Vehicle Crash_Employees-CLEAN
	PoliceCommission11024-DGO 2.06 Redline 2.12.97 v 11.8.23
	I. VEHICLE COLLISIONS INVOLVING MEMBERS


	9.05.pdf
	PoliceCommission11024-DGO 9.05 (Rev. 11.9.23) CLEAN
	PoliceCommission11024-DGO 9.05 REDLINE 8.10.94 vs 11.9.23
	TRAFFIC CITATION CONTROL
	I. PROCEDURES


	PoliceCommission11024-SFPD Parking Correction Form Draft (9.05)




