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Ref. Documents:

Purpose To establish a procedure for issuance of citations.

Policy: Officers of the Benson Police Department are given discretion in making the
determination to cite an offender.

Scope: All sworn Benson Police Department personnel.

Procedure:
ISSUING CITATIONS

When writing a citation, officers must print or write legibly, and fill out all applicable portions of
the presented format. Citations issued by officers of the Benson Police Department will only
be issued for Misdemeanor, Petty Misdemeanor, and select Gross Misdemeanor violations the
officer chooses to prosecute. Those citations issued to juveniles for Misdemeanor violations
must include the parent(s) name(s) and the notation "To Be Set" in the area designated for the
court appearance time and date notation.

Entries on the reverse side of the original citation (Court Copy) must be made. Entries made
should only be entered if applicable to the case. A report is normally not needed for minor
(Petty Misdemeanor and Misdemeanor) violations, but in cases where a complete description
of the case can not be made on the court copy of the citation, a report is beneficial. A report
will generally support your allegations and therefore assist in the successful prosecution of the
case.

DISPOSITION OF CITATIONS

Prior to completion of the officer's shift, all citations and accompanying support documents will
be submitted to the supervisor's in-basket for disposition.
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