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ORDER TO PRODUCE (OTP)  

 
An Order to Produce (OTP) is a court order issued by the Superior Court directing the Sheriff's 
Department to produce the defendant for proceedings at a specified date and time. An OTP can 
be issued for a booked case or for a case the incarcerated individual is not currently booked on. 
OTP- Booked Case 
In some cases, the court will issue an OTP for a case the incarcerated individual is currently 
booked on. The court date will be added to the incarcerated individuals JIMS record through the 
Court Scheduling Navigator. 

 

1. An additional court date line will be added as to not impact any previously scheduled 
court dates. 
 IMS>Schedule>Schedule Court Date 
 Search for the incarcerated individual and once in the scheduling navigator 

click 'Maintenance' at the bottom of the screen. 
 Select the booked case Click 'Add Charge' 

 

 

 In the pop-up box, under code section, type 'None'. Select the charge that 
indicates 'Additional Court Date'. 
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• Bail is I- Inclusive, with no amount 
• Enter the billing agency: SDSO 

 
 Save and close 

 

2. Return to the Court Scheduling Navigator and schedule the court date per established 
procedures. 
 Enter the details for the OTP court date 
 Click the box next to the additional court date line 
 Click Apply 
 Save and close 

 

 
3. When the charge line is no longer needed, remove the court information, and apply the 

disposition OTH (OTHER). 

 
OTP- Case Not Booked 
When the court issues an OTP for a case that is not booked, the bail specified on the OTP will 
determine how the document is processed. 
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OTP- Bail Amount Specified 

An OTP with a bail amount specified is sufficient authorization to detain an incarcerated 
individual in custody on the case.  An additional arrest will be generated. 

 
 
 
 

 
1. Go to IMS>BOOK>Additional Arrest 

• Arrest Type: Booked Remand BRMD 
• Arresting Agency: SDSO 
• Location: (Housing facility) 
• Enter charge(s), court date/time, bail amount, and case number as 
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indicated on court document. 
 If charges are not listed on the OTP for an adult case, run the case 

number in SD Law and reference the charges on the DA10 screen. 
 If charges are not listed on the OTP for a Juvenile case, utilize the 

charge 707.1 Welfare and Institutions Code. 
• ROC: FP unless otherwise indicated on the document 
• Enter the billing agency 
• Save and close. 

 

 

• Go to IMS>Book>Charge Review 
• Select arrest and review information entered. 

 
OTP- Bail Amount NOT Specified 
An OTP with a bail amount not specified does not constitute authorization to detain an 
incarcerated individual in custody on the case. This is NOT a remand. The court date will be 
added to the incarcerated individuals JIMS record through the Court Scheduling Navigator. 
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1. IMS>Schedule>Schedule Court Date 
a. Select an active case and generate an additional court date line (see instructions 

above for adding the additional court date line). 
b. Bail is I, with no amount. 
c. Enter the billing agency: SDSO. 
d. Save and Close. 

2. In the Court Scheduling Navigator: 
a. Enter court destination, court dt/tm, ROC and document # in the applicable fields. 
b. Select the box next to the additional court date line. 
c. Click Apply. Save and Close. 

 

3. When the charge line is no longer needed, remove the court information, and apply the 
disposition OTH (OTHER). 
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**NOTE: If the open cases are released prior to the OTP court date, the incarcerated individual 
will be released from Sheriff's custody. The incarcerated individual will be provided a copy of 
the OTP and instructed to appear for the court date. 

 
 

No Court Document Received 

1. If the case is booked and a court document was not received on the scheduled court date, 
a court contact will be generated to request a copy of the document. 

 

2. If the OTP is not booked and a court document is not received, the court information will 
be removed from the line and the disposition of OTH (OTHER) will be applied. 
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