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Citation Training Guide 

OSSD has been overwhelmed with additional work due to errors and omissions on citations and 

reports.  The problem has been exacerbated by incorrectly completed citation amendments.   

Improved quality control and attention to detail by document authors would significantly reduce 

these challenges.  The Department is prioritizing this issue in order to alleviate the workload on 

OSSD and improve the work product of individual document authors.  The majority of the issues 

fall into three categories; citation errors (including amendments), General Offense report errors 

and omissions, and MVA (CHP 555) errors.  The Training Unit will be addressing those issues in 

that order.  This is the first of what will be three associated Training Bulletins. 

The Training Unit in conjunction with OSSD, has created a Citation Training Guide.  This multi-

page illustrated guide provides guidance on how to correctly and accurately complete an adult 

criminal citation, adult traffic citation and juvenile traffic citation.  In addition, it includes 

instructions and illustrations on how to correctly and accurately complete both criminal and 

traffic citation amendments.  Please refer to this document when completing all citations and 

amendments in order to ensure accuracy and reduce errors.  The Citation Training Guide can be 

found on MySJPD within the OSSD Document Library (a copy is attached to this bulletin).  
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