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ESUBPOENA  
As of June 29, 2016 we started receiving San Mateo County criminal subpoenas through the 
DA’s electronic subpoena system.  The department will be notified of a new criminal subpoena 
through the work email.  Traffic Subpoenas and Civilian Subpoenas will remain the same (paper) 
and the court list is printed like it is now.   

Each person has been set up with a user id which is the two characters of the department (RC) 
and their last name (Example: RCNGUY) and the passwords are all Changem3.  If there is more 
than one person with the same last name it will be their first initial and last name (Example: 
RCGNGUY).   You will be able to change your passwords when you log in, it should include a 
capital letter and number. The link below is to access the system. 
https://ca.hostedbykarpel.com/CASanMateoeSubpoena/Login.aspx 

 

*Criminal subpoenas from different counties and traffic subpoenas will remain the same (paper).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://ca.hostedbykarpel.com/CASanMateoeSubpoena/Login.aspx
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Frequently Asked Questions - Subpoena 
FAQs 
 

What is a Subpoena?  

          A subpoena is a legal document that commands a person or entity to testify as a witness at 
a specified time and place (at a deposition, trial, or other hearing), and/or to produce documents 
or other tangible objects in a legal proceeding.  Subpoenas are time-sensitive with court-
imposed deadlines. 

Who can issue a Subpoena?  

          It can be issued by any attorney, a self-represented individual, or a service hired by an 
attorney, using court-supplied forms. Subpoenas can be issued in criminal cases, in private 
(“civil”) lawsuits; they may also be issued by government agencies conducting their own 
investigations and proceedings, administrative or criminal (e.g., IRS, SEC, FBI, even issued by 
the President of the United States on behalf of the military). 

Are there different types of Subpoenas?  

Yes – there are three kinds of subpoenas.   

i.    A Witness Subpoena is a court order requiring a person to appear in court on a certain date 
and testify as a witness, usually in a trial.   

ii.   A Subpoena Duces Tecum (meaning ‘subpoena for production of evidence’) is a court order 
requiring the person subpoenaed to produce books, documents or other records under his or 
her control at a specified time/place in a court hearing or a deposition. Oftentimes, compliance 
can be achieved by mailing, or sending records via e-mail, or providing the records at a specified 
date without an in-person appearance if arranged in advance.   

iii.   A Deposition Subpoena is a court order requiring a person who is not a party to a lawsuit to 
provide copies of business records and/or appear at a deposition to answer questions asked by 
one party in a lawsuit.   A Deposition Subpoena differs from the Subpoena DucesTecum in that 
the documents and testimony requested are part of the “discovery process” before trial and may 
not be used in an actual court hearing.  

 
 
 
 
 
What are the deadlines for responding to a Subpoena?  
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          An individual served with a subpoena duces tecum or deposition subpoena is normally 
given a reasonable time to respond.  A valid subpoena will provide, in accordance with the 
statute, a response date and location.    

a.         For a subpoena duces tecum issued in a civil action, the records should be provided either 
within 15 days after the receipt of the subpoena, or within the time agreed upon by the party 
serving the subpoena and the custodian of records or witness.  (Evid. Code § 1560(b)(2) and 
(b)(3).) 

b.         For a deposition subpoena issued in a civil action, 15 days after the service, or 20 days 
after issuance of the deposition subpoena, whichever date is later, in which to respond.  (Code 
Civ. Proc. § 2020.410(c).) 

c.         For a subpoena duces tecum in a criminal action, the response must be provided five (5) 
days after receipt of the subpoena or within the time agreed upon by the party serving the 
subpoena and the custodian of records or witness.  (Evid. Code § 1560(b)(1) and (b)(3).)  

 

https://chancellor.berkeley.edu/about/offices/legal-affairs/FAQs#faq-top 

 

Deposition  
An oral statement made under oath 

 

 

 

 

 

 

 

 

 

 

 

https://chancellor.berkeley.edu/about/offices/legal-affairs/FAQs#faq-top
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CIVILIAN    
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SUBPOENAS FOR CIVILIANS 
Civilians are any citizens that are not sworn personnel at the Redwood City PD. 
For example John Doe, Jane Doe, Kaiser Doctors, Kaiser Custodian of Records, 
Bank of America Custodian of Records, etc.   

• You should have two copies of each subpoena (Make sure the subpoena 
has been signed by the DA); one we get back with the proof of service and 
another one for the witness to keep. Stamp each subpoena with the “Date 
Stamp”  The “OFCR/WITNESS COPY” stamp goes only on the copy for the 
witness (usually the 2nd copy) 

• Check the address and make sure it is our jurisdiction.   

 If the address is the Sheriff’s Office jurisdiction fax it to them.  Return 
the subpoena to the District Attorney’s office with the proof that we 
faxed it to the S/O (make sure you still enter it in RIMS and note 
somewhere on the subpoena why you are returning it to them).  
Send it attention Carol Hurst at fax number (650) 599-1563. 

 If the address is neither our jurisdiction nor the Sheriff’s Office 
jurisdiction then follow the fore mentioned instructions faxing it to 
the appropriate agency. 

*Note:  

 All subpoenas for Kaiser (doctors/ medical records) must be served at 
address 620 Galveston Dr., Redwood City.   

 If you received any subpoenas for DMV REPRESENTATIVE, all of these 
must be returned to the DA with a note indication that DMV wants 
these subpoenas served to the Sacramento office: DMV Legal Affair 
Division, 2415 First Av, and Sacramento, CA 95818. 

 If you receive any subpoenas for Social Security Administration, all of 
these must be returned to the DA with a note.  (They want these 
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subpoenas served to the Regional Office: 1221 Nevin St, Richmond CA 
94108) 
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CREATING A CIVIL SUBPOENAS 

• Click “RIMS” 
• Click “ RECORDS” 
• Click “Civil” 

 

This will bring you to a window titled “Civil Log” 
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• Type the name of the witness (last, first) in the “Name” field then click  “Add 
Item” 

• This will bring you to a window titled “Matches for Last Name” 

 

• Select the one that matches the information on your subpoena or click 
“Add as New Person” if the person is not on the list. 
 

• You should see the following window Person” 
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• Look through the information and make sure it’s the right person; 

 If all the information is complete click “OK” 

 If this is a New Person fill in the blanks with the information on your 
subpoena then click “OK” 

• You should see the following window “Civil”: 

 

• Your cursor should be in the “Type” field, select “Subpoenas” from the 
drop-down menu then tab over to the next field.  

• The box for Status should show “Active” 
• Tab over to “Case #”:   

 Type in our case number with the dashes. 
 If the subpoena has another agency’s case number; or if there is no 

case number; leave this field blank. 
• Tab over to “Ref #” and type in the court case number (also known as 

docket or court case number) 
• Tab over to “Issued by” type in the District Attorney’s name and phone 

number 
• Tab over to “Date Rcvd” make sure it matches with the date the subpoena 

was received (today’s date should automatically default in this field) 
• Tab over to “Defendant” type in the defendant’s name (last, first) 
• Tab over to “Plaintiff” (always type “The People of the State of CA” 
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• Tab over to “Court” type in the court:  (the following are the most 

common) 
 Southern Muni 
 Northern Muni 
 Juvenile Court 
 Superior Court County of San Mateo 

 
 

• Tab to “Ct Date” type in the court date  
• Tab to “Ct Time” type in the court time  
• Tab to “Note” if you have additional notes or comments you can type them 

in this field.  For Example: 
 
 If a subpoena were addressed to a minor, you would receive another 

one for the Parent/Guardian of the minor.  If this is the case type 
“Subpoena is also for Parent/Guardian” in this field 

 If subpoena is in care of an officer you would type “C/O Officer 
(name)” 

 If the subpoena was faxed to the Sheriff’s Office their jurisdiction you 
would type “faxed to S/O (date) by (your ID number and/or initials)” 

 What type of subpoena it is for (Prelim, Jury trial) 
 Other agency’s Case #  
 Or any other information or comments you think is necessary 
 
 

EXAMPLE 

 
 
 
 
 



12 
 

 
 
 
 
 
 
 
 

 
 

SEE THE FOLLOWING PAGES FOR EXAMPLES OF DIFFERENT SUBPOENAS 
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SOUTHERN MUNI 
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NORTHERN MUNI 
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SUPERIOR COURT OF SAN MATEO 
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JUVENILE COURT 
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MULTIPLE SUBPOENAS FOR THE SAME DEFENDANT 
 
 You can “clone” the subpoena by going to the original subpoena entry 

for the defendant. 
 
 click   

 

  
            Will pop up. 
 
 Select Yes 

 

  
Enter the civilians name and Click “OK”. 
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 If the civilian has ever been in contact with our agency the following  
window will appear

 
 
(If the civilian has never been in contact with our agency then you 

would have to create a new person record by clicking ) 
 

 Once you click “ok” to the person’s record the following is an example 
of what the duplicate entry looks like. Everything should be pre-filled 
except the “Court time” you will need to fill that in.  Also, be aware 
that the “Civil #” will be different. Once you input the time click “OK” 
and you are done.  
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• Write down the “Civil” number (located under the name of civilian entry) 
next to the name of the physical subpoena. You will need it later for the 
Civilian Service Worksheet.  

• Now click “OK” (your screen should disappear and you should now be back to 
where you started, the “Civil Log”.  

• Repeat these steps for each subpoena.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CREATING A SUBPOENA SERVICE LOG 
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After you have completed your civil entry, you will create a Service log. This form 
is attached to the first page of the civil subpoena.  It is used to for reference/ 
notes for the officer and subpoena clerk.   This form can be found in the R: Drive 
under Subpoenas. 

THE FOLLOWING IS AN EXAMPLE OF THE SUBPOENA SERVICE LOG THAT CAN BE 
FOUND IN THE R DRIVE: 

  
  
  
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• If your subpoena is a Rush click on the box for “Rush”. If your subpoena is for 
a Domestic Violence case click on the box for “Domestic Violence” and so on. 
Next, you just have to fill in the blanks with all the necessary information. 

•  Look up each address and find out what beat each subpoena belongs to. 
Type the Beat number at the bottom of the worksheet 

• Print the Subpoena Service Log. 
 

• Repeat these steps for each subpoena. 
 
• Place the subpoenas in Subpoena crate in the Sgts’ Office: B and/or C- Watch 

(Mon-Thur)/ B and/or C–Watch Weekends ( Fri-Sun)   
 

CIVILIAN SUBPOENA RETURNS 

• The officers will note in RIMS all their attempts and return the subpoenas to 
Records the Sgt’s office; there is a “Non-served Subpoena” tray next to the 
crate; each morning empty the tray out and distribute unserved subpoenas 
accordingly. 

•  They will also make a note in RIMS that they served the subpoena(s) and will 
place the subpoena in the “Subpoena” tray in the copy room.    

• Once you pick up the served subpoenas log into the Civil Log and type the 
CIV number in the Civil Log to bring up the name. 

• If served, make sure the Status has been changed to “Served” and the Served 
section has the served date and “by” has the officer’s Badge #  

• Check the back to make sure the officer signed it, stamp it served and return 
it to the court by putting it in the red folder located in Court Officer tray in 
the copy room.  

• If the subpoena has not been served, make sure the Attempt Service History 
tab and the comments on the Subpoena Log are entered. In addition, you will 
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also have to note in the attempted service history tab when you received and 
sent back the subpoena. 
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ONCE YOU CLICK ON ATTEMPT SVC THE WINDOW POPS UP 
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• Once you are done entering the info place the subpoena back in the 
appropriate Watch tray. 

• If the officers notate that the subpoena should be served in the evening or if 
B-Watch / B-Watch Weekends have attempted service at least twice with 
negative results, stamp the subpoena worksheet “ FOR EVENING SERVICE” 
above the Attempts/ Comments and place in C-Watch (MON.- THUR.) or C-
Watch Weekends (FRI.-SUN.) 

• If the subpoena cannot be served, change the Status of to “Unable to 
Locate”.  Make sure the Attempt Service History tab and the comments on 
the Subpoena Worksheet are entered and consistent. Then go the Return 
Info tab and enter the date returned to the DA, the time, your badge number 
in the “by” section and a brief description of why you are sending it back to 
the DA. Stamp the physical subpoena “ UNABLE TO SERVE” and write the 
date, same brief description of why the subpoena is being returned and your 
badge number in the lines provided by the stamp 

• Return it to the court by putting it in the red folder located in Court Officer 
tray in the copy room.  
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COMMON NOTES TO USE IN RIMS 
 

04-27-16 OFFICER ON MEDICAL LEAVE - UNK RETURN DATE/ SENT SUBPOENA BACK TO DA WITH 
NOTATION #1150 

04-09-15 PER PREVIOUS SUBPOENA - NO LONGER AT ADDRESS/ RETURNED TO DA WITH NOTATION 
#1150 

  05-03-16 NO LONGER WORKS AT TARGET/ RT TO DA WITH NOTATION 05-03-16 #1150  

PRELIM HRG       PD# SO1408683      C/O CUSTODIAN OF RECORDS 04-16-15 SERVED TO MARITES 

JURY TRIAL                            2ND SUBPOENA FOR PARENT/ GUARDIAN 

05-27-15 PER PREVIOUS SUBPOENA, NOT EMPLOYED AT FOODSCO/ RETURNED TO DA WITH NOTATION 
#1150 

04-12-16 OFFICER ON PREPLANNED VACATION 04-14-16 RETURN DATE 04-27-16/ SENT SUBPOENA 
BACK TO DA WITH NOTATION #1150 

04-12-16 OFFICER ON FMLA   04-10-16 RETURN DATE 07-8-16/ SENT SUBPOENA BACK TO DA WITH 
NOTATION #1150 

04-27-16 HAS NOT LIVED AT RESIDENCE FOR OVER 2 YRS. / SENT SUBPOENA BACK TO DA WITH 
NOTATION #1150 

06-01-16 S/O JURISDICTION- FAXED TO S/O AND SENT BACK TO DA WITH NOTATION #1150 

04-28-16 CAMPBELL JURISDICTION- FAXED TO CAMPBELL PD AND SENT BACK TO DA WITH NOTATION 
#1150 

04/22/16 UNABLE TO SERVE PRIOR TO COURT DATE/ SENT SUBPOENA BACK TO DA WITH NOTATION 
#1150 

04-26 -16 FAXED TO CHP/ RTN TO DA WITH NOTATION #1150 

 04-27-16 DOES NOT LIVE AT RESIDENCE/ SENT SUBPOENA BACK TO DA WITH NOTATION #1150 

05-05-16 ADDRESS IS INCORRECT/ SENT SUBPOENA BACK TO DA WITH NOTATION #1150 

06-27-16 OFFICER RETIRED// SENT SUBPOENA BACK TO DA WITH NOTATION #1150  
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NORMALLY YOU CAN APPLY THESE NOTES UNDER THE CIVIL SUBPOENAS 
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EXAMPLES OF “CIVILIAN” SUBPOENA ENTRIES 

HOSPITAL 

LOSS PREVENTION 
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HILLCREST/JUVENILE 

 

ENTRY FOR PARENT OR GUARDIAN   (DO NOT CREATE A DUPLICATE ENTRY JUST ADD 

“2ND SUBPOENA FOR PARENT OR GUARDIAN” IN NOTE SECTION & SUBPOENA WKST) 
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CIVILIAN IN CUSTODY OF AN OFFICER (SUBPOENA SHOULD BE GIVEN TO THAT 
OFFICER/DET FOR THEM TO SERVE TO CIVILIAN DIRECTLY) 
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OFFICERS   



31 
 

SUBPOENAS FOR OFFICERS 

Essentially, you will follow similar steps as the civil subpoena process.  Again, this 
process is for traffic and outside agency subpoenas. All San Mateo County 
Criminal Subpoenas are sent electronically. 

• Stamp each subpoena with the “Date Stamp” (you should have two copies 
of each subpoena; the one we get back with the proof of service and 
another one for the officer to keep).  The “OFCR/WITNESS COPY” stamp 
goes only on the copy for the officer. 

• Check the name of the officer to verify that officer is a RCPD officer.  If the 
name of the officer does not reflect a current employee, return it to the DA 
(make sure you note somewhere on the subpoena why you are returning it 
to them). 

• Check if it’s a “Rush” subpoena or not.  It is crucial that you pay extra 
attention to the court dates on the subpoenas because the officers all work 
different shifts. For example, if you receive a subpoena by fax Thursday at 
17:00 and the court date is the following Monday at 08:00 and the 
subpoena is for an officer who works B-Watch 4/10s: you will enter these 
as usual, but you might need to call the officer at home or cell to inform 
him or her of the rush subpoena. 

 If you receive a subpoena for the “PAS Coordinator” assign it to 
Officer Cang. If he is unavailable, you can assign it to Officer Wolfe or 
Sgt. Felker. 

 If you receive a subpoena for the “DRE” assign to the officer who 
took the report. 

 If you receive a subpoena for “Gang Expert” assign it to the Street 
Crimes Sergeant.  Put a note on the subpoena for the sergeant to 
assign it to one of the detectives.  Once you receive the subpoena 
back just change the name. 
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 If you receive a subpoena for the Dispatcher or 911 Call Taker look-
up the case number and click on the incident.  The badge number 
under “CT” is the call taker # and the badge number under “Disp” is 
the dispatcher.  Find out whom that badge number corresponds to 
and assign it to that person.  Once you’ve entered the subpoena do 
the following: 

• Send the dispatcher an e-mail with the court information 

• Call dispatch to find out when she/he is next scheduled to 
work.  If she/he comes in before the court date then just put it 
in her mailbox in dispatch.  If she/he does not come in before 
her court date then you will need to call home.  She/he will 
then tell you if it is okay to put in her mailbox in dispatch. 

• Sign the back of the subpoena because you have served 
her/him and follow the instructions under “Served 
Subpoenas”.  

 

 

The following pages are examples of the different kind of subpoenas you will see 
for the officers. 
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TRAFFIC COURT 
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TRAFFIC-TRIAL BY WRITTEN DECLARATION 
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OUTSIDE COUNTY CRIMINAL SUBPOENAS 
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ORDER TO ATTEND COURT OR PROVIDE DOCUMENTS (SUBPOENA/SUBPOENA DUCES 
TECUM) 
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DMV 
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ENTERING OFFICER SUBPOENAS 

 

• In RIMS click “Records” >Then click “Subpoenas” 

 

• Click on     
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• The “Agency Subpoena” window will pop-up 
 

 
 
 
 

• The cursor automatically appears in the box to the right of “Defendant”, 
there you will type in the defendant’s name (last, first) then tab over to the 
next field. 

• In “Court Case” type in the defendant’s name (last, first) again and then tab 
over to the next field. 
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• In “Type”, start typing the type of subpoena (it will automatically bring up a 
drop-down menu with a list of subpoena types) make sure the highlighted 
type is the correct one for your subpoena and tab over to the next field. 
 

 
 

• In the “Judge/DA” field type the name of the DA and tab over to the next 
field. 

• In “Date” type the court date and tab over. 
• In “Time” type the time and tab over. 
• In “Person Served” field,  start typing the officer’s last name (once you start 

typing it will automatically bring up a drop-down list with names of the 
officers that match closest to what you’ve typed) when the name of the 
officer is highlighted tab over to the next field (this auto-fills the box with 
the highlighted name) 
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• In “Court” start typing the court name (it will automatically bring up a drop-
down menu with a list of courts) make sure the highlighted name is the 
correct one for your subpoena and tab over to the next field (this will 
automatically fill the field with the selected court).  If the court is not on 
this list, select “Other-See Notes” and tab over to the next field (remember 
to type in the “Note” field what court it is and the address). 
 

 
 

• In “Case” field type in our report number (with the dashes).   
• In “Ref #” type the court case number (also known as “docket number”) 

and tab over to the next field. 
• In “DA Case” type the DA case # (normally found on out of county 

subpoenas) and tab over. 
• In “DA Phone” Type in the DAs phone number. 
• In “Received Date” type the date you received the subpoena, and tab over. 
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• In “Received Time” type the time you received the subpoena.  If you do not 
know what time you received the subpoena, leave it blank, and tab over to 
the next field. 

• In “Received By” start typing your last name, this should bring up a drop 
down menu.  Select your name from the menu and tab over to the next 
field. 

• Tab over to “Note”:   
• Type whether it is for “Jury Trial”; “Prelim Hrg”; etc. 

 If the subpoena requires the officer to bring evidence type in the 
word “Evidence” 

 Type in any other information you think is necessary.  
 Note:  The first 18-20 characters (approximately) will show up on 

your court list when you print it, so you want to make sure that the 
first few characters are either “Evidence” (if evidence is requested); 
“Prelim Hrg”; Continued; etc. Example below: 
 

 
• Once you have reviewed your entry and verified all the entered information 

is correct and nothing is missing you can go ahead and click “OK”. 
• Your screen should disappear and you should be back where you started 

“Subpoena Log”.  You successfully entered a subpoena! 
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MULTIPLE SUBPOENAS FOR THE SAME DEFENDANT- “CLONING” 

• If you have multiple subpoenas for the same defendant but different 
officers, you can “clone” the subpoena which creates a duplicate copy of 
your entry (minus the officer’s name and the “Court Time” portion) 

• Go to original subpoena entry 
• Hit the “CLONE” button 
• Enter new Person Served, new date & time (if applicable), and “received” 

date, time and name. 

 

 

TIP: 

FOR A FASTER PROCESS, IT HELPS IF YOU SEPARATE THE CIVIL 
SUBPOENAS FROM THE OFFICER SUBPOENAS. 

 

TRAFFIC SUBPOENAS  

 Find the citation number and issuing date on the subpoena, (you will find it 
towards the top on the right side) and find the citation in RIMS (if it’s a 
“Hard copy” citation not electronic)  

 Go to the attachments tab of the citation and print out the citation and any 
notices of corrections, supplements etc. 

 Stamp it with the controlled document stamp. 
 You will be printing and attaching copies of the citations to the back of the 

Traffic Subpoena “Officer Copy”. 
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CIVIL/PERSONAL APPEARANCE SUBPOENAS FOR OFFICERS 

• We usually get these subpoenas delivered at the Front Desk or by mail.            
Make sure you get a check of $275.00 dollars (payable to RCPD) for each 
officer. 

 When receiving the subpoena(s) at the front counter, Review the 
subpoena (if there are any issues address them with the person serving 
you with the subpoenas).  They will normally ask for your name, badge 
number and possibly your title.   

 Again, review the subpoena; look for the officer’s/Disp name and make 
sure it is one of our employee’s.  If it is for an officer/Disp that does not 
work for RCPD immediately, return it to the server. 

 Make sure the subpoena has been signed by the lawyer/deposition officer.   
 Stamp each subpoena with the “Date Stamp” (you should have two copies 

of each subpoena; the one we get back with the proof of service and 
another one for the officer to keep).  The “OFCR/WITNESS COPY” stamp 
goes only on the copy for the officer  

 

 

 

The Following pages have an example of the subpoena you will see for the 
officers/dispatchers: 
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DEPOSITION SUBPOENA/OFFICER APPERANCE/CIVIL
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ENTERING CIVIL SUBPOENAS INVOLVING OFFICERS 

In RIMS, click “Records” 

 Then click “Subpoenas” 

 Click “Add Subpoena”   

Example below: 

 

 

 

 

 

 

 

 

                                                  

• Start typing the officer’s last name in the “Person Served” field (once you 
start typing it will automatically bring up a drop-down list with names of 
the officers that match closest to what you’ve typed) when the name of the 
officer is highlighted tab over to the next field (this auto-fills the box with 
the highlighted name) 

• In “Court Case” type in the defendant’s name (last, first) then tab over to 
the next field. 

 

• In “Court” start typing the court name (it will automatically bring up a drop-
down menu with a list of courts) make sure the highlighted name is the 



53 
 

correct one for your subpoena and tab over to the next field (this will 
automatically fill the field with the selected court).  If the court is not on 
this list select “Other-See Notes” and tab over to the next field (remember 
to type in the “Note” field what court it is and the address). 

• In “Judge/DDA”, type the name and phone number of the attorney that 
issued the subpoena and tab over to the next field. 

• In “Case”, type our report number with the dashes then tab over to the 
next field. 

• In “Ref #” type the court case number (also known as “docket number”), 
and tab over to the next field. 

• In “Date” type the court date and tab over. 

• In “Time” type the time and tab over. 

• Skip “DA Case” field  

• In “Received Date” type the date you received the subpoena, and tab over. 

• In “Received Time” type the time you received the subpoena.  If you do not 
know what time you received the subpoena; leave it blank; tab over to the 
next field. 

• In “Received By” start typing your last name, this should bring up a drop 
down menu.  Select your name from the menu and tab over to the next 
field. 

• Tab over to the “Note” field:   

 Type in the words “Defense Attorney” and/or any other information 
you think is necessary.  

 Note:  The first 18-20 characters (approximately) will show up on 
your court list when you print it, so you want to make sure that the 
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first few characters are either “Defense Attorney”; “Evidence” (if 
evidence is requested); “Prelim Hrg”; etc.  

Examples below: 
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• Now click “OK” 

• Your screen should disappear and you should be back where you started 
“Subpoena Log”.  Your subpoena has now been entered successfully! 

• Scan and attach the subpoena 

• Now make a copy of the original subpoena and distribute as follows: 

 Original subpoena for the officer. 

 One copy for Records (for your file Subpoena Clerk). 

If you have multiple subpoenas for the same defendant, follow the “MULTIPLE 
SUBPOENAS FOR THE SAME DEFENDANT- “CLONING”” instructions. 
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CRIMINAL SUBPOENAS FOR OFFICERS 
 

• We usually get these subpoenas delivered at the Front Desk, via fax, or by 
mail.  You do not need a check for this type of subpoena.  
 

• When taking subpoenas at the Front Desk: 
 Take the subpoena and review it 
  Check the name of the officer and make sure it is one of our officers.  If 

it is an officer with another agency, return it to the Attorney or the 
person who delivered the subpoena. 

  They will ask for your name; badge number; and possibly your title 
 Make sure the subpoena has been signed  

   
• Stamp each subpoena with the “Date Stamp” (you should have two copies 

of each subpoena; the one we get back with the proof of service and another 
one for the officer to keep).  The “OFCR/WITNESS COPY” stamp goes only on 
the copy for the officer  
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THE FOLLOWING PAGE IS AN EXAMPLE OF A SUBPOENA YOU WILL SEE FOR THE 

OFFICERS/DISPATCHERS: 
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After entering the subpoena, the entry should look like the following example: 
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CALL OFF’S: E-SUBPOENA PORTAL 

EXAMPLE OF E-MAIL SENT TO THE DA 
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• THE OFFICER DECLARATION FOR COURT CONTINUANCE PAGE IS 
FILLED OUT (WITH A COPY OF THE SUBPOENA) AND ATTACHED 
IN THE EMAIL  
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EXAMPLES OF OFFICER SUBPOENA ENTRIES 

OUT OF COUNTY 

 

TRAFFIC ENTRY 
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WRITTEN DECLARATION 

DEPOSITION SUBPOENA 
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JUVENILE COURT 

 

JUVENILE TRAFFIC COURT
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OFFICER/DETECTIVE OUT ON MEDICAL LEAVE 

 

RESCHEDULED ENTRY 
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DEPOSITION SUBPOENAS (OFFICER WITNESS ) 
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INFORMAL DISCOVERY REQUEST 

California Penal Code Section 1054. This chapter shall be interpreted to give effect to all of the 
following purposes:  

(a) To promote the ascertainment of truth in trials by requiring timely pretrial discovery.  
(b) To save court time by requiring that discovery be conducted informally between and 

among the parties before judicial enforcement is requested.  
(c) To save court time in trial and avoid the necessity for frequent interruptions and 

postponements.  
(d) To protect victims and witnesses from danger, harassment, and undue delay of the 

proceedings.  
(e) To provide that no discovery shall occur in criminal cases except as provided by this 

chapter, other express statutory provisions, or as mandated by the Constitution of the 
United States.  

 
In a sense, informal discovery can be defined by what it is not. It is not generally 
governed by any rules, scheduling orders, or official approved techniques. Unlike formal 
discovery, informal discovery may begin at any time you are considering a possible 
lawsuit and requires no court permission or supervision. Informal discovery is a short-
hand description for the unregulated fact investigation undertaken by an advocate, or 
under the supervision of the advocate, in order to perform case analysis, garner 
evidence in support of a client’s claim or defense, discover adverse information that 
might defeat the client’s claim, or simply to reveal additional sources of information 
that might bear on the client’s claim. 

 
http://blog.legalsolutions.thomsonreuters.com/trial-advocacy-skills/informal-
discovery-process/ 
 

Discovery 
n. the entire efforts of a party to a lawsuit and his/her/its attorneys to obtain 
information before trial through demands for production of documents, depositions of 
parties and potential witnesses, written interrogatories (questions and answers written 
under oath), written requests for admissions of fact, examination of the scene, and the 
petitions and motions employed to enforce discovery rights. The theory of broad rights 
of discovery is that all parties will go to trial with as much knowledge as possible and 
that neither party should be able to keep secrets from the other (except for 
constitutional protection against self-incrimination). Often much of the fight between 
the two sides in a suit takes place during the discovery period.  
 
Discovery legal definition of discovery. (n.d.). Retrieved January 11, 2017, from http://legal-
dictionary.thefreedictionary.com/discovery 
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ENTERING AN INFORMAL DISCOVERY REQUEST 

• Make sure the subpoena has been signed and has a court stamp.   

• Stamp the subpoena with the “Date Stamp” (you will not serve the officer 
with this subpoena; this is not a subpoena to appear in court it is for you to 
produce documents; usually the back of a citation and any other related 
documents to the citation).   

• Check the subpoena it will probably not include the name of the officer 
only the citation number.  You will need to research the citation number to 
find out what officer issued the citation. 

• In RIMS click “Cites” 

 

• Type the citation number (no dashes) 
• Click “OK” 
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• You will find the officer name under “Issued By” 

• Once you have the officer name you can enter the subpoena in RIMS. 

 

 

• In RIMS click Records> Subpoenas  
• Click “Add Subpoena”   

 
Example below: 
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 If this is a Traffic Subpoena, type in the citation number as if were a report number 
(example: R68-67-1575) then tab over to the next field. 
 

 If this is a Traffic Subpoena involving a red light ticket leave this field blank and tab over 
to the next field. (you may type in the citation number in the “Note” field) 

 In “Ref #” type the court case number (also known as “docket number”) 
and tab over to the next field. 

 In “Date” type the court date and tab over. 
 In “Time” type the time and tab over. (for this kind of subpoena you don’t 

usually have a time, if so, just leave it blank) 
 In “DA Case” type the DA # and tab over. 
 In “Received Date” type the date you received the subpoena, and tab 

over. 
 In “Received Time” type the time you received the subpoena.  If you do 

not know what time you received the subpoena, leave it blank, and tab 
over to the next field. 

 In “Received By” start typing your last name, this should bring up a drop 
down menu.  Select your name from the menu and tab over to the next 
field. 

 Tab over to “Note”:  Type “Informal Discovery Request” 
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• Now click “OK” 

• Your screen should disappear and you should be back where you started “Subpoena 
Log”.  Your subpoena has been entered successfully! 

• Scan and attach the subpoena 

• Now send the officer an e-mail asking him/her if there is any information to be attached 
besides the citation copy. 

Example below: 

 

 

 

 

 

 

 

 

 

 

• Now print a copy of the citation front and back.  

• Hold on/scan the subpoena and copy of citation until you hear from the officer. 

• Once the officer has responded stamp the documents and mail them back to the 
requestor. 
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• Make sure you update your subpoena entry record under “Note” everything you do. 

Example below:   
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COURT SCHEDULE 
By the end of each day, you need to print out the court schedule. The court schedule has Traffic 
and Out-of-County Subpoena Court dates and times.  

To print the schedule: 

Search Tab > Warrants/Civil/Subpoena Search > Agency Subpoenas 
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The Subpoena Search window will pop up 

 

Click on “Load a Search” -> a “Load a Search” Window will pop up and you will need to click on 
“All Users” 

 

Once the above window pops up you will need to double click on the description that reads 
“COURT LIST 1077 100814” 
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Your screen should show you search criteria of Field name/“Court Date” and Search “is 
12/23/2014” 

 

Now click on the “Field name/“Court Date” and Search “is 12/23/2014” the “Date Search” tab 
will show up and should automatically have “Equal to” filled in and a date next to it. 

 

Now, change the date that is highlighted to the court date that is highlighted and click on the 
“Search” button.    
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The “Subpoena Search Results” window will pop up. 

 

Click on Print (the print option that is highlighted below) 
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Once you click “Print” a drop down menu will appear -> Click on custom. Once you click on 
“Custom”, the list should appear (example down below)  

 

The Ribbon up top should already be on the “Preview” tab, now select the “Fit to Page Width” 
option (12th icon; looks like a box inside of a rectangle)  
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Once you click on “Fit to Page Width” the list will look like the example below. 

 

Now just print the list using any of the print icons. 
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SUBPOENA 
REQUEST 
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 “IN PRO PER” SUBPOENAS 

in propria persona 

Adj. from Latin "for one's self," acting on one's own behalf, generally used to identify a person 
who is acting as his/her own attorney in a lawsuit. The popular abbreviation is "in pro per." In 
the filed legal documents (pleadings), the party's name, address and telephone number are 
written where the name, address and telephone number of the attorney would normally be 
stated. The words "in propria persona" or "in pro per" are typed where normally it would say 
"attorney for plaintiff."  

*Legal Dictionary - Law.com. (n.d.). Retrieved March 09, 2017, from 
http://dictionary.law.com/Default.aspx?selected=975  
 
 
 
***If you receive an “IN PRO PER” subpoena and no information is found or the information 

provided does not reflect any information in RIMS, KWICK TAG or UNIX; Contact the 
Defendant/Respondent to advise. If he or she decides, they no longer wish to continue with 

the subpoena request do the outcome please advise that he or she need to provide 
something in writing indicating the aforementioned. Do not take a verbal response; you need 

to have some proof that the subpoenas request was terminated on behalf of the 
requester***  

 
 
 
 

THE FOLLOWING PAGES IS AN EXAMPLE OF AN “IN PRO PER” 
SUBPOENA 
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PITCHESS MOTION SUBPOENAS 

What is a Pitchess Motion Subpoena? 

A “Pitchess Motion” is a motion made in a California Superior Court under Cal. Evid. Code 1043-
1046, to discover complaints made by others against a peace officer, and the investigation of 
those complaints, that are contained in the subject officer’s Peace Officer Personnel Records. 
Pitchess v. Superior Court, 11 Cal.3d 531 (1974.) In Pitchess v. Superior Court, the California 
Supreme Court held that because under Cal. Evid. Code § 1103(a)(1), a criminal defendant may 
introduce evidence of the character of the “victim” of the crime for which he stands accused of 
committing, to show that the crime victim has a certain character and that the alleged victim 
(i.e. the police officer) acted in conformity with that character during the incident complained 
of, that the criminal defendant must be entitled to the discovery of acts of or complaints of 
violence or dishonesty by a police officer, because the defendant may introduce that evidence 
at trial in his/her defense. In other words, if the defendant is accused of resisting or battering a 
police officer, and the defendant is claiming that he/she was one who was the real victim (i.e. 
that it was the police who used unreasonable force upon them), then evidence that the police 
officer is a violent person (i.e. complaints of unreasonable force made against the police officer) 
or dishonest (i.e. such as evidence of bogus police reports or perjured testimony), any such 
evidence of the officer’s character for violence is “exculpatory.” The same goes for complaints 
made against the police officer for dishonesty, such as authoring false police reports or falsely 
testifying under oath. 

Fundamentals of the Pitchess Process 

Penal Code § 832.7 provides the foundational premise that peace officer personnel records and 
records of citizen complaints, “ . . . or information obtained from these records . . .” are 
confidential and “shall not” be disclosed in any criminal or civil proceeding except by discovery 
pursuant to Evidence Code §§ 1043 and 1046. Penal Code §832.8 defines “personnel records” 
to include personal data, medical history, appraisals and discipline, complaints and 
investigations relating to an event an officer perceived and/or relating to the manner in which 
his or her duties were performed, and any other information the disclosure of which would 
constitute an unwarranted invasion of privacy. 

Evidence Code §1043 sets out the requirements for a motion seeking personnel records. The 
motion must be a written motion noticed according to the requirements of CCP §1005. The 
notice requirements are mandatory. “No hearing upon a motion for discovery or disclosure 
shall be held without full compliance with the notice provisions of this section, except upon a 
showing by the moving party of good cause for non-compliance, or upon a waiver of the 
hearing by the government agency identified as having the records.” (Ev. Code §1043(c).) If 
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there are allegations of the use of excessive force by the officers, the motion must also include 
a copy of the police report per Ev. Code §1046. The motion must be served on the agency 
having custody and control of the records and the officer must be given notice of the motion by 
his or her employer even if he no longer works for the agency. (Abatti v. Superior Court (203) 
112 Cal.App.4th 39.) 

http://www.cacities.org/getattachment/2866733c-d868-4ab2-8e17-6904f865ec78/Pitchess-
Motion-Fundamentals-for-League-Webinar-Pa.aspx 

http://www.cacities.org/getattachment/2866733c-d868-4ab2-8e17-6904f865ec78/Pitchess-Motion-Fundamentals-for-League-Webinar-Pa.aspx
http://www.cacities.org/getattachment/2866733c-d868-4ab2-8e17-6904f865ec78/Pitchess-Motion-Fundamentals-for-League-Webinar-Pa.aspx
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 THE FOLLOWING PAGE IS AN EXAMPLE OF WHAT A PITCHESS MAY LOOK LIKE 

(PLEASE KEEP IN MIND THAT IT IS AN EXAMPLE FROM LOS ANGELES COUNTY) 
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We usually get these subpoenas delivered at the Front Desk or by mail.  You do not need a 
check for this type of subpoena.  

 When taking subpoenas at the Front Desk. They will ask for your name, badge 
number and possibly your title.  

 This type of subpoena is assigned to the Admin Sergeant.  

 Make sure the subpoena has been signed.   

 Stamp each subpoena with the “Date Stamp”  

 Check the name of the officer and make sure it is one of our officers.  If it is for an 
officer with another agency, return it to the Attorney immediately. 

The motion shall include all of the following: 

 Identification of the proceeding in which discovery or disclosure is sought, the party 
seeking discovery or disclosure, the peace or custodial officer whose records are sought, 
the governmental agency which has custody and control of the records, and the time 
and place at which the motion for discovery or disclosure shall be heard. 

 A description of the type of records or information sought. 
 Affidavits showing good cause for the discovery or disclosure sought, setting forth the 

materiality thereof to the subject matter involved in the pending litigation and stating 
upon reasonable belief that the governmental agency identified has the records or 
information from the records. 

  No hearing upon a motion for discovery or disclosure shall be held without full 
compliance with the notice provisions of this section except upon a showing by the 
moving party of good cause for noncompliance, or upon a waiver of the hearing by the 
governmental agency identified as having the records. 

(Amended by Stats. 2002, Ch. 391, Sec. 1. Effective January 1, 2003.) 

California Evidence Code Section 1043 - California Attorney Resources - California Laws. (n.d.). 
Retrieved December 19, 2016, from http://law.onecle.com/california/evidence/1043.html 
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CONTACT 
LIST
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Pages 91-102 redacted per 6255(a) GC
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mailto:RWC-ROMI@KP.ORG
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mailto:RYAN@PDF-TACTICAL.COM
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mailto:amaso@smcgov.org
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Cross-Out
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MISC. INFO 
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SUBPOENAS FOR RETIRED STAFF  
FOR STAFF MEMBERS WHO ARE RETIRED (OR IS NOT EMPLOYED AT THE PD), YOU 
NEED TO: 
 
TRAFFIC 
FAX A LETTER TO 650-261-5053 “ATTN TRAFFIC” AND STATE THE NAME AND BADGE NUMBER OF THE 
RETIRED MEMBER AS WELL AS THE DATE OF RETIREMENT. SAME APLIES FOR DECESEAD MEMBER. 
 
DA 
Send the subpoena back with notation that indicates the aforementioned information.  
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