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Dear Police Chief or Department Head,

Directive 2009-1
Use of Special Form of Complaint

As a result of the implementation of the E-CDR system, the New J ersey State
Police are no longer supplying this Office with blank CDR forms. This has created
problems with the taking of civilian complaints. This Directive sets forth the
procedure for taking citizen complaints.

This Directive incorporates by reference Directive A-4 of the Police Chiefs
Manual. In addition, this Directive revokes and supercedes Directive S-8 of the
Police Chiefs Manual, dated December 15, 1998.

Police personnel taking civilian complaints are directed to utilize the Special
Form of Complaint. This Form was created by the Administrative Office of the
Courts. A sample of the form is attached to this Directive. This form allows the
complaining witness to certify that the statements in the complaint are true. Ifthe
witness signs this certification, it is not necessary for the police officer in charge of a
police station to administer an oath to the witness. The Special Form of Complaint
and Summons may be used for any of the following non-indictable offenses that are
venued in the municipal courts:

Disorderly and petty disorderly persons offenses, except for (a) those involving
Domestic Violence and (b) those with a companion indictable matter;

Local ordinance violations;

Code enforcement violations;

Penalty enforcement proceedings;

Boating offenses; and

Parking and traffic offenses where a private citizen is the complaining witness.

Additionally, the Special Form of Complaint can be used to charge a juvenile

with Smoking In Public in violation of N.J.S.A. 2C:33-13b, as those juvenile
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offenses are heard in the municipal courts. This office had previously sent out a letter
to that effect on September 26, 2000.

Adfter the complaint is signed, the police department must forward it to the
municipal court for a probable cause determination.

Please enter the complaint into CODY. The format for entering the Special
Complaint Number is as follows:

SC - 2009 - 00000 - 0212

The SC designates this matter as a Special Complaint. The next number is the year,
followed by the complaint number and the town ORI code.

A police department should not “pass off” the responsibility to take a
complaint from civilians and must have someone available at all times to serve the
public in this manner. It should not advise a member of the public to proceed to
the municipal court to file a complaint.

If you have questions about how to enter a Special Form of Complaint in CODY,
please contact the BCPO Computer Division at 201-226-5605. If you have any other
questions concerning this Directive or Directive A-4, please contact Assistant
Prosecutor Annmarie Cozzi at 201-226-5129. Thanking you, I remain,

Ve

ry truly yours,

/Ighn L. Molinelli
{ Bergen County Prosecutor

cc: All Assistant Prosecutors
Chief Macellaro
All Captains & Lieutenants
BCPO Computer Division
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