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FOREWORD 

This document represents research and evaluation by Center for PoHce 
Management staff. An effort has been made to develop model procedural 
guidelines that will have broad application to police and sheriffs departments of 
varying sizes. This material is published and made available to law enforcement 
personnel concerned with improving existing procedures in their departments. 

t 

Prior to publication this document was reviewed by members of the California 
Law Enforcement Warrant Officers Association. They made several suggestions 
which were incorporated in this final draft. POST staff greatly appreciates the 
assistance provided by the Warrant Officers Association. 

The described system for processing arrest wan-ants is in tended for testing and 
development in law enforcement agencies. Any suggestions for further 
improvement of this document wjJJ be gratefully received, 

Staff mem bers who were assigned principal responsibility for developing this 
document were Consultants Jan P. Deveny and John B. Davidson. 

December 23, 1974 
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rNTRODUCTION 

Managemen t studies indicate that many law enf'ol'cemen t agencies arc in need of an effective 
system to process arre::;t warrants. Some agencies now ilccomplish this task by me~l/1S of an 
automated system .. Howevel', since (lUtomuted systems are presently not practical for all law 
enforcement agencies, an effective manual system is necessary. 

Analysis of the ~ln'est warrant problem shows that the service of warrants occupie::; a low 
priority in I11Ul1y law enforcement ugencics, This may be due to the fact that most arrest 
warrants are issued for violations of minor misdemeanor crimes and infractions. Regardless 
of the reason, treatment of the warrant service process as a low priority issue can cause 
significant problems 1'01' law enforcement managers. These include: 

o Creation of un unmanageable backlog of unserved wal'l'ants, 

eLess attention given to the service of' outside warrants. 

el An increase in the nUI11 ber of wan ted persons who are encounlgec1 to ignore an 
officitll summons and avoid the judicial process. 

Q An .inCl'ease in lost warrants, and 

o The possibility of arrests mnde on invalid w(mants. 

These factors combine to create unnecessary problems and a reduction in the effectiveness 
of the warrant system. 

The pLlrpose of this publication is to assist: law enforcement agencies to improve their 
systems for processing arrest warnlnts. To accomplish these objectives, law enforcement 
managers must make serious efforts to implement an efficien t processing system and serve 
every Jegal warrant received. 

DEFINITION OF TERMS 

It is important that the terms used in the system curry the same meaning for each reader. 
For that reason, each major term will be identil.'ied and explained as it relates to the 
proposed system. 

Abstract· An abstract is a summary of an existing warran t, which is communicated by 
telegraphic 01' other electronic means to other peace officers for service, and which contains 
all the information required by Penal Code Section 850. 

Citizen Courtesy Warning Notice _., This is a written notification that an outstandjng 
warrant exists, It is mailed to the person named on the warrant in minor misdemeanor cases 
or infractions. 

Warrant Alpha Index Card ,,. The warrant alpha index card contaills the wanted person's 
name, elate of birth, and date of the warrant. It may be filed in the master alpha file or in a 
separate want/warrant alpha file. 



Warrant Envelope - A warrant envelope is an envelppe in which incoming warrants are 
placed prior to filing. 

Warrant File - The warrant file is a file containing all the original arrest warrants and 
warrant abstracts in the possession of the departmen t. 

Warrant Log - The warrant log is a chronological listing of all warrants and abstracts 
received by the department. 

Warrant Service Information Card - The warrant service information card is a card 
containing pertinent information concerning the wanted person which is carried in the field 
by the assigned officer in lieu of the warrant. 

2 
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WARRANT SYSTEM POLICY AND PROCEDURE 

To maintain process warrants wit!1 l1111ximum effectiveness. thu law cn(0rccmcnt 
udministrator must carefully evaluate lhe wm'n1nt function, develop wl'itten direet:ives, and 
assure that everyone ill the organization is aware of the c1ireetivcs and adheres to them. 

Needed Directives may be divided into three IVncUonal arons: 

I. MANA(lEMENT 

• ('{curly define Huthority Hnd responsibility for the variolls aspects of the 
wurra 11 t system, 

Tlte actual service or warrants is Llsually regarded as u line fUllction while 
the associated I'cconls·kceping work is tI staff fUJ1ction. 

• Coordinate warrant activities with other criminaljusUee agencies. 

Tht' establishment of a good working liaison with the courts. Can assist in 
till! solution of problems which may arise . 

., Establish bailllccej1tanee policies. 

Who may accept bail and under what circumstances'? Strict controls 
should be established for tile disposition of aU bail money. 

QI Require management reports on warrant activities. 

These reports should include the number and types of warrants served and 
the current backlog 'of unserved warrants. 

• Provide a retention policy for the V<.lriOllS classes of warrants. 

Warrants should not be allowed to accumulate indefinitely within the 
agency. Policies should be established for the recall of warrants to the 
court which issued them after reasonable periods of time. 

(j Assume transportation costs for persons arrested on local warrants. 

A warrant or warrant abstract should not be sent to another agency for 
service unless the forwarding agency is willing to assume the cost of 
returning the wan ted person. 

• Provide assistance to field officers. 

Provide items such as photographs and physical descriptions of wanted 
persons. The more information provided, the better the chances a warrant 
will be served. 

3 
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2. RECORDS 

• Establish strict: con trol lind accounting prol!cdures. 

These nrc I1ccesst\l'y to provide accurate warrant status information on a 
24-hour basis. 

• Retnin origilHlI warrants in the warrant !'ilt: unlil served or relurn\!d. 

Develop procedures which dcseribl.! the cil'l.!lll11stnnel.!s under which un 
ofl'icer is allowed to check out a warrant prior to having tilL' wanted 
pl'rson ill clIstody. (Dated notlllion should be made in the wurrunt me 
identifying Ihe ornCt'T lind explaining thl.! absence of tile W(lITt1l1t.) 

• Usc or courle!-ly or warning l1()tiCC!-I. 

Warning!-l have provCll ctTective in serving misdemeanor Wnrrant!-l. They 
save l1l~I'S()nnel tim\.! and an.' generally well received by the j1ublk. 
Courksy or warning notices !-Ihould be concise and meaningful. Avoid the· 
lise or Il.!gal terms as till'y arc frequently misunderstood by the average 
citizen. 

• Transm i t adequa I.e i nCormu tiol1 to other agen<.'ies. 

This is necessary so that Ihl.!y may assist in serving iOL:ul warrants. 

$ Limit to onc, the nllmbl~1' of warrant ahstr:lcts outstanding on a wnrrant at one 
lime. 

If conditions rcquire it second warrant abstrad to be sent, call1.:el the 
initiul abstract lind await confirmation be!'orc issuing the new wnrnlt1{ 
nbstnld. 

e Receive and process warrants and warran t abstnwts 1'1'0111 other IHW 
enforccll1l!nt agen<.'ies. 

Warrants or warrant abstnlcts from other agencies should receiVl' the same 
efrort for servkc a !-I local warrants as long as they meet legal l'(;quirements. 

• Do not tnmsfer other agl.!ncies· wmTHn ts or warran t abstracts. 

If the subject or t1 Wnrrant or warrant abstract is determined to be in 
another jurisdiction, the originating agency should be informed and 
requested to cancel their abstract. Do not transfer their warrant or 
warrant abstract to another agency. Control is thereby maintained by the 
origi na ting agency. 

• Notify outside agencies of arrested persons. 

Whenever an arrest is made 011 an outside warrant, immediately notify the 
originating agency. 

4 
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3. WARRANT SERVICE 

• Document attempts at service. 

Recent court cases have indicated that "due diligence" is required with 
regard to attempts to serve a warrant. To satisfy legal challenges that such 
requirements have been met, attempts to serve warrants should be 
documented and filed. 

While certain portions of these procedures may apply specifically and uniquely to individual 
organizations, most of them have a broad, general application and may be considered as a 
base upon which a manual warrant system should be founded. 

5 
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A PROPOSED MANUAL WARRANT PROCESSING SYSTEM 

Tile warrant proc.;~ssing !-iystem suggested in this publit:atioll muy be utilized by many law 
enron.:ell1ent agencies. I Jowevcl', it is important to rec.;ognizl' that individual differences in 
departmental size, organizalion. LInd differing local court requirements may dictate minor 
ehangcs. A!-i long us the bask policies und princ.;iplcs, slated previously, are adhered to, these 
dlUnges may be madc with a minimum of disruption. 

An elTectivc.; rna IltHlI wnrnl11 t Pl'oc.;cs!-iing system must llc.;COIl1 plish a t least six basic tasks: 

• Receive and record all inc.;oming warrants. 

• Id~ntiry the loc.;ation or l'oeil warranL 

€) Identify the status or eneh warrant.. 

@ Cunni against the loss orany warranl. 

., Provide a rec.;ord or thl.! ntlempls to serve eac.;h warrant. 

til Show the rinal disposition or each warrant. 

'I'll!.' sysl\"~Jll out/inl'd bt:low and on tllC following pages acc.;omplishes these tasks efTectiveJy 
and in an orderly and errident. mantleI'. 

I. RECORDS/WARRANT UNIT PRI~~SERVICE RESPONSIBILlTUiS 

Wllun a warmnt or abstract is n:ccived, it should be routed immediately to the 
rccords/wnrrlll1lllnit when.! the following tusks must be accomplished: 

A, Enlry in the Warrant Log The Warrant Log documents the c\.IlTent stutus of a 
warrant, whethcr it is in I'i k, servl'd, 01' reltll'ned to court. it ean also be llsed to 
provide the basis for 111unagel11ent reports on the warrant function. Like other 
colltrollogs, the information it contuins should be concise und meaningful. 

S0l110 examples of till! type or inl'oJ'llwtion which the Jog may include arc: Date the 
warrant was receivcd; name 0(' the wanted person; type of warrant; charge; bail; 
issuing COllrt ant! jurisdiction; wurrant number; disposition of the warrant; booking 
!lumber; if the wanted person is arresteu; and the date of disposition. (Sec 
Illustration I, Page 7 ) . 

The date the warran twas rcceived is particularly important since a warrant may 
not be se,:ved for many montlls after its receipt, and without the date, the entry 
woultl be dirficult to locate and update. A~so, many courts arc now processing 
warrants by "Date/Batch Number." Warrants issued on a given clay arc listed 
alplwbetically under the number of that day, i.e., 04-06-74, This makes it much 
easier for the court to keep track of and recall warran ts. 

B, Preparation of the Wan'ant Processing Forms " All of the forms which are 
necessary for the processing of a warral1 t, with the exception of the warrant log, 
may he prepared from one typing, This is accomplished by using carbon-stuffed 
manifold form sets as shown on page 8 . II' a form is needed to control the Warrant 
Service I nformation Curd when it is sent to the patrol division for service, it algo 
may be prepared at this tIme, The manifold [arm set may include some or all oC 
the following forms: . 

6 



"M:::;x.J1,:o.;.;:;: . .tt ......... ¥''1~"''' .. ~ ...... ~_,,,! ..... ;::=~~~''''' .. ~~'''~,..;;-.=.~_=;..=~ __ ~~_~ ___ ... ~~ ...... "'"'=-~.~ .. .-_____ ~~ ... ~ .. ~,.~---;';O--:::_~""'~./l~....,..,.~.--'\Iu;;:¥-f~i;..:;::~~'l=:..:.,,~~'>-!!!!!<' !!!!<!!'.!!2~_!!!!<!!!!!!! •• e.~_!I!!I>w'!!!!_!!',!~_!!!!!!_.!!!!!_!!!!!!!!!&&a!!!!!!!l!!!'I!!E_!!!!.,,!!'I!!.:z;:!I!!!.!!'I!!~!i!!'_!!!!li_:=, •• ""'="".""',_= ...... ft ~~~~-;;"'-.,--~!'l>.,~_ ...... ,-""'--;-;;..~~-;;;_~_~ __ ._,~ ..... __ ... 

\1 
fJ 
'1 
, i 
i 

{ 
, 

, , 
t 

: 

, 
, 

I 
\ 

; 

\ 

\ 
\ 

1 

I 

if , 

Date 
Received 

7/2/73 

7/2/73 

7/2/73 

7/3/73 

7/5/73 

7/5/73 

CPD-1Ol 

Name 

Harold L. Brown 

James P. Johnson 

Norbert J. Simpson 

Charles J. Bledsoe 

Richard A. Jones 

Paul (nmn) William 

California Police Department 

ARREST WARRANT LOG 

Warrant 
Number' Re~eived From Served 

F25601 Anyvi11e Police Dept. 

M87441 Municipal Court 

M87492 Municipal Court 8/4/73 

M87423 Municipal Court 

F24065 Mountain County SD 7/7/73 

M87521 Municipal Court , 

, Illustration 1 ~ 

. 

,-
Date 

Returned Recalled 

8/1/73 
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NOTICE OF WARRANT 

Dear Sir j Madam: 
This denart"""!nt has a warrant for your arrest. The violatior> 

charged, locatl' f the court. and the amount of bal! ar' set fOrth 
on the right so ' this notice. 

Your coo~. in depositing the required ball With the Court 
of Jurisdicti . ten days is requested; otherwise. It will be 
necessary t . . warrant of arrest. 

WARRANT ALPHA 
INDEX CARD 

SHERIFF'S DEPARTMENT 

I 

THIS CERTIFIES THAT A WARRANT OF ARREST EXISTS FOR' 

N"""'E 

AKA 

~ SEX 

W .. ~-----

ADDRESS 

BUSINESS 
.... ODRESS 
orrr--
RECE1VED 

nATE OF 
WARRANT' 
~ 
OISTRICT 

coutnvoF' 
:SSUE 
C'O'5E 
VIOLATEO 

NIGHT SERViCE 
AUTHORIZED 
OPERATOR'S Lie. 

HEIGHT 

RESPONSIBLE 
OfYT. 

CIT'REP 
HUMBER 

WEIGHT 

WARRANT NUMBER 

"AIR EYES DATE Of" BIATH. 

ISSUING 
MAGISTRA.TE 

SECTION{SI 

CITIZEl"'S NOTICE OF 
OUTSTA:-:IDING WARRiL,\,T 

eA'!. 

VEHICLE LICENSE NO I ST.ATE 
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The COllrtl!.\)' Waming Notice The Courtesy Warning Notice is a rorm lIsed 
in till.: casu or minor misdemeanor~· and infractions to provitk writtun 
notification to tlw wanted person that a warrant has beun issued for that 
person's arrust. This notice has been used successfully by many departments to 
clear a large number of warrants without the expenditure of additional 
manpower. 

Warrallt Envelope· It is anticipated that many of the agencies to which this 
system is directed will not require the preparation of a Warrant Alpha Index 
CareL Instead, they will usc the warrant file itself to check for outstanding 
warrants on named persons. 

When the warrant fiju is used in such a manner, it may be necessary to enclose 
the warrant in some kind or protective covering to prevent unnecessary wear 
and tl.)ar during ml.) searches. This may be done by filing the warrant in a 
reusable paper envelope and attaching to the front a copy or the carbon form 
set containing the warrant identification information. 

3. Warrant SerJlice In/ormatio/l Card .. The Warrant Service Information Card 
contaim; information about the existence of the warrant and further 
information rl.)garding the person wanted. its primary usc is as a working 
investigativl.) document for the line officers attempting to serve the warrant. 
The record or service uttempts on this form may serve to document that "due 
diligence" was exercised by the department. 

4. Warrant Alpha index Card - The use of an Alpha Index Card in the warrant 
processing system is dependent on the volume of warrants processed and the 
manner in which the system is checked to determine the existence of possible 
outstanding warrants. 

When warrants arc riled alphabetically, and the warrant file is conveniently 
located, an ulphuindex card is generally unnecessary. Many departments can 
establish an effective warrant processing system withoL! t the costly 
maintenance of index files. Others will require the Llse of an index card for 
effective operations. When used, the wal'l;ant alpha index carcl may be filed 

. ei ther in the master alpha card file or in a special warrant index file. Warrant 
cards should be color coded.if ~Ised in the master alpha card file. 

A separate warrant index card fIle wili generally be required- only when 
security or building layout serves to demand maintenance of a remote file. The 

__ manager will most likely be conrronted with a need to decide between two 
alternatives: (1) file a warrant index card in the Master Arpha File, 01: (2) use 
no index card at all. 

The use of a Warrant Alpha Index Card, filed within the Master AIpha_lr~dex, 
holds certain ac1van tages. These include: 

• The concept of the master name file is kept intact. If the agency has any 
information concerning a person, his name will be in the Master Alpha 
File. 

.. Every time an officer requests a check for "record and wants," the check 
may be macle by searching only Ol1e file, thereby saving time for both the 
officer and the records clerk. 

9 
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• The w<lrrant l'ik does not have to be used as un alpha file. This means less 
wear and tear on the wurrtmis. 

The!'c arc also disadvantages to th\.' usc o/' a warrant alpha card within the 
Master Alpha File. These induck: 

o The alphu card Illust-be pulled when a warrant is ::iervcd, rdurncd to court 
or returned to the originating jlJrisdiction. £1' this step is overlooked, staff 
efl~)t·t lllay be expended in searching for warrants which have already been 
served. 

• Since Wnrrant Index Carus arc subject touhighcrturnoverrate thull other 
alpha cards normally indexed in the master alpha index We, a significant 
amount of file purging may b(' I1l't':S;-;Ht'y. 

ill . It is more work to prepun~ and file till alpha card whiGh must later be 
pulkd and destroyed, than it is to omit preparing one, 

C, Entcr ApPI'opl"iate Wnrrants in Automated Systems. 

o If transportation will b~ provided from llny location within the ~tate, lhe 
wurrant si10ultl be en/cred into the State Wanted Person System. 

\J If the Distrie( A Horney's Office will authorize extradition on a felony 
wurrant, the warrant sllOUJLl be L'nten~d into N.C.r.C, 

[), Wllrrant Conb'ol Control!> must be ~'s(ablished to assure that pl'Ornpt attention is 
given to service attempts and to the return of theWarrant Service Information Card 
to file or returning the warrant to the originating agency whenever the wanted 
person t:annot be located. 

Warrant/records unit. per~onncl must establish a tkkler file or other control device 
for the accurate accounting of the Warrant Sl'tvice Information Cards forwarded to 
patrol personnel. In addition, controls must provide for uccuratc status reporting of 
aJ110cal warrants and warrant abstracts forwarded to other agencies for service. 

E. Filing of Wamlots Warrnnts should be filed in a location provic1 ing security under 
the control or designated personllel. A separate warrant file is preferable with filing 
of warrants in alphabelk onJcr. 

F. Routing for Service The WUl'nll1t Service Information Card should be routed to 
the U.n'e unit responsible for warrant service. 

II. PATROL RESPONSIBILlTIES 

A. Warrant Service Responsibility - lt is r(,(,OInmcnded that the Warrnnt Service 
rcsponsibWty be assigned to the patrol function. Patrol personnel are norm~lly 
available 24 hours per day, 7 days per week. This flexibility greatly increases the 
t:llance of apprehending a wanted person 

Some administrators have expressed the opinion that the expenditure of patrol 
time required to accomplish WJ.lrrant service is not cost-effective, ancl that other, 
more pressing duties require thelr officers' attention. However, if it becomes 
known in a community that there are few attempts to follow-up with warrant 
service, it can reasonably be expected that there will be a failure on the part of 
many persons to respond properly to cita tions or warrant notices which they 
receive. 

10 
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B. Cards should be turned in to the watch supervisor at the end of each watch and 
returned to the records section after a stipulated time period, during which every 
attempt is made to serve the warrant. Depending upon department size and warrant 
volume, a formal system may be required to control assignment and return of the 
cards. 

The Warrant Service Information Card should be treated by line officers as a field 
copy of the warrant. However, a file check should be concl':.lded to ascertain that 
the warrant is .in file prior to an arrest being made. 

Ill. RECORDS/WARRANT UNIT· POST-SERV1CE ATTEMPT RESPONSIBILITIES 

When a warrant is served, or after a specified period of time even if unserved, the 
Warrant Service Infonnatiol1 Card will be returned to the Records Section. At this point 
the warrant unit or the Records Sectiol1 should perform the following tasks: 

A. Served Warrants· Wilen the warran t has been served: 

e Pull and destroy the alpha l:ard (ir used); 

Ii) If previously entered, clear the warrant from NCIC or other automated system; 

e Update the warran t log; and 

t9 Place the Wllwlnt Service Information Card in the inactive file. (In the case of 
an outside warrant, send the warrant or warrant abstract and the completed 
Warrant Service Information Card to the agency from which the warrant was 
received.) The card should be retained for a period of time in case notations 
regarding source attempts are necessary to establish "due (liligcnce." 

B. Unserved Local Warrants Wlwn the warrant is a local warrant, and it is unserved 
by reason of the wanted person having moved: 

o 11' no new address is located, file the Warrant Service Information Card with 
the warrant in the warnll1t filc. 

19 If a new address is located within the local jurisdiction, rcsubmit the Warrant 
Service Information Card to patrol for additional service attempts at the new 
address. 

o 1 r a new address is located in another jurisdiction, mail the warrant or send an 
abslrad to the new jurisdiction with a request for service. File the Warrant 
Service Information Card in the warrant file. The Warrant Service Information 
Card must contain proper notations (or another device must be utilized) to 
insure a record of the exact location of the warrant. 

C. Unserved Outside Warrant -- When the warrant is received from an outside agency 
and it is unserved by reason or the person having moved: 

~ If no new address is located, return the warrant and completed Warrant Service 
Information Carel to the originating agency. Update the warrant log, and 
update or destroy any alpha index card used. 

• I f a new address is located within the local jurisdiction, resubmit the Warrant 
Service Information Card to patrol for additional service attempts at the new 
address. 

11 
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D. Recalled Warrants - The same steps deilcribed in III. A. should be followed when 
unserved warrants are recalled by the court. 

E. PUI'ging of Files -- A retention policy must be established to provide for timely 
purging of the warrant file. Such a policy should be worked out with the local 
courts and District Attorney. A policy recommended by the California Law 
Enforcement Warrant Officer's Association is: 

Parking Warrants Recall :lfL~r I year 
Traffic Warntl1ts-· Recall after 5 years 
Misdemeanor Criminal Warrants -- Recall after 5 years 
Felony Warrarr/:8' Recall ufter 10 years (exceptions - murder and escape) 

Warrant system flow charts in fllustrations 3 ane! 4 (see following pages) show the basic 
work flow involved in file processing systems recommended. [llustration 3 shows the 
system using an alpha carJ. and Illustration 4 without an alpha card. 
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ALTERNATIVE PROCESSING METHODS 

There is rtexibility within the recommended procedure to allow for other processing 
methods. Each departmenl:'s management must study its needs carefully, anticipating its 
I'll lure grow lh. The processing me thod selected should consider the \'ollOWitlg locn I 
comlitions: 

• Size 01' the law enforcement agency. 

• Volumc and type of WlllTtlnts received. 

• The records system used by the department Hnd how best to coordinate it with the 
warrnnt'system. 

• Whether thel'c is n specialized warrant unit within the deportment. 

• Whet her Ulere arc plans to autotlluk the warrant system. 

• The quality or the cooperation 0[" other locnl clemen ts of the crimi.nal justice 
system. 

All or these conditions allect the t;hoicc or u processing method. 

15 
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AUTOMATED SYSTEMS 

The discussion to this point has assumed that the department does 110t use a local or 
regional automatt:d system to serve its warrants. Automated systems often necessitate many 
records-keeping and processing steps for the agency. Implementing an automated system is 
generally time consuming and expensive. However, if it is done well, the potential for return 
on investment is great. 

I n a study dorl~ by Arthur Young and Company I, several areas of management concern 
about automated warrant systems were identified. In the study, it was recommended that 
local law enforcement agencies evaluate these factors before proceeding with an automated 

, system. The ractors are listed here as an aiel to those agencies which wish to consider 
warrant system automation: 

• Security of the wm-rant information and the reliability of the proposed warrant 
system. 

e Expected changes in the volume and mix of warran ts and how these will affect 
jurisdiction's involvement in the computerized warrant system. 

@ Internal requirements for user training, reorganization and staffing of the warrant 
section, conversion of existing files, and continuing operation of the warrant 
system. 

4S A clear del'inition or data clements, input requirements, and output specifications . 

., A written agreement as to the responsibilities or all involved agencies in the 
continuing operation of the computerized system. The establishment of a users 
group to refine these responsibility statements and monitor the effectiveness of the 
system would also be advisable. , 

(3 An estimate of the one-time costs to install the system and bring it up to an 
operational basis. 

e A definition of the contractual arrangement with the central agency providing the 
computer and data preparation service and the unit or expected total cost. 
On-going fixed costs for communications deVices, lines, etc., should also be 
included. 

e Thl,'; development of a regional prisoner transportation system so that all warrants 
can be served. 

II' the implementation of an automated warrant system is still feasible and cost justifiable 
ufter an evaluation or the above points, then the jurisdiction should proceed with that 
erfort. 

I Arthur Young & Company, Recommended Improvements to Statewide Warrant Processing, Sacramento; 
Arlhur Young & Co. 1973, pp 70-71. 
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CONCLUSION 

The system outlined in this publication is recommended as having the capability to fulfill 
the basic functions of an effective warrant system. However, it is recognized that no one 
system can be m ·lde to apply exactly alike in all law enforcement agencies. Differences in 
size and organization will require individual applications of the system presented here. 

Regardless of the configuration finally decided upon; the basic principles outlined in the 
section on "Warrant System Policies ami Procedures" must be followed to insure that 
incoming warrants flow smoothly throl'~h the system without mishap. This is particularly 
important since law enforcement agencies must depend on each other for the service of 
warrants on individuals who have moved outside their jurisdiction. 

To insure the maximum availability of a warrant, it would be advantageous for local 
agencies to form mutual agreements whereby only the Warrant Service Information Card is 
routinely sent to another agency,; with warrants or abstracts forwarded only when the 
wanted person is located. This can best be accomplished when each administrator involved 
in the agreement has confidence in the integrity of the wanant systems employed by the 
other agencies. 
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I. Purpl)se- The processing and service of warrants of arrest is an important function of law 
enfl)rcemcnt agencies. The. objective of this Department is to carry out the warrant function as 
clTcctivcly as possible within appropriate legal, ethical and financial constraints. The purpose of 
this Directive is to provide an overview of the departmental warrant process.' Additional 
directives on this subject will develop more detailed procedures concerning specific 
responsibilities (bail acceptance, warrant recall, etc.). 

\.1. Responsibilities - The responsibility for the warrant function is divided between the Records 
Section and the Patrol Division, and is detailed as follows: 

A. Records Sectioll Respollsibilities - The records section is responsible for the 
establishment, maintenance and updating of the various files and logs associated with the 
warrant processing functions. 

The responsibilitics are divided into those which occur before tlie warrant is served and 
those which occur aftcr the warrant is served. They are enumerated below: 

1 . Pre-SerJlice R espollsz'bilities 

a. Log the warrant in the warrant log; 

b. Prepare the Warrant Service Information Card and the warrant envelope (or alpha 
index card, if used); 

c. If appropriate, enter the warrant in NCIC, or other automated systems; 

d. Route.the Warrant Service Information Card to the Patrol Division for service; 

c. File the Warrant in the warrant file. 

Post-SerJ'ice Respollsibilities 

After service attempts by the Patrol Division, the Warrant Card shall be returned to 
the Warrant/Records Unit indicating whether or not the warrant was served. The 
Warrant/Records Unit shall then perform the following tasks: 

a. ff the wanted person was arrested: 

(l) Place the Warrant Service Information Card in the "served" file. (In the case 
of an outside warrant, send the warrant or warrant abstract, any bail 
collected and the Warrant Service Information Card, I.e., the record of 
attempts at service, to the agency which sent the warrant). 

III H --------------------------------------------' 
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(2) Pull and destroy the alpha card (if used) 

(3) Update the warrant log 

(4) Clear the warrant from NCIC or other automated system (if previously 
entered). 

b. If the wanted person was not arrested: 

(1) On a local warrant, place the Warrant Service Information Card in file with 
the warrant. 

(2) In the case of an outside warrant, retnD} the Warrant Service Ihformation 
Card with the warrant or wanant abstract to the originating agency and 
update the warrant log. 

B. Patrol Division Responsibilities 

1 .. When an officer is assigned a Warrant Service Information Card for service, he shall 
make a serious effort to serve it. All available leads shall be pursued within practical 
constraints. 

2. The assigned officer shall log all attempts at service on the back of the Warrant Service 
Information Card. 

3. When unable to serve· a wurran t, the card should be turned in at the end of his watch. 

4. Whenever it becomes apparent that the wanted person is not available, this 
information shall be noted on the Warrant Service Information Card and the card 
returned to the Warrant/Records 'Unit. 

5. The assigned officer may, under unusual circumstances when necessary to facilitate 
service, take a warrant from Warrant Unit after properly signing for its receipt. 

<l. He shall sign his name and write in the date at the top of the index card or on the 
warrant envelope referring to the warrant. I 

b. The warrant shall not be removed from file for a period in excess of one normal 
working shift. If not served by the end of the shift, the warrant shall be returned 
to file. 

6. When a wanted person is arrested on a warrant: 

a. The officer sha]] indicate on the back of the Warrant Service Information Card 
that the warran t was served. 

b. He shall then turn in the card to the Warrant Unit in exchange for the warrant. 
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c. The wanted person shall either be booked at the jail or allowed to deposit bail,as 
appropriate. The officer sllall make tile return on the back of the wan'ant, which 
shall either be deposited at the j~\i1 or returned to tile Wanant/Recorcis Unit with 
the bail depending on the disposition. 

7. Whenever any person is arrested on another agency's warrant abstract, a teletype shall 
be sent, notifying the agency that the person is in custody and has either posted bail 
01' is available for release. 
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