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DIRECTIVE  
 

MANUAL HOLDERS: CROSS-REFERENCE YOUR MANUALS TO THIS DIRECTIVE WHERE APPROPRIATE 

 

 SUBJECT: PROB 1217A FORM (VICTIM NOTIFICATION LETTER) AND RESTITUTION PACKET     
PROCEDURES 

Effective, May 16, 2008, the Adult Centralized Restitution Unit (ACRU) and Area Office Restitution 
Coordinators of the Adult Field Services Bureau shall begin using the new Victim Notification Letter 
(Prob. 1217A).  The Victim Notification Letter is designed to enhance advocacy and restitution 
collections for victims.  NOTE:  A list of the Area Office Restitution Coordinators’ telephone numbers is 
attached. 

Background  

Victims that are ordered restitution or who receive a civil judgment by the court are entitled any 
restitution owed with or without a Victim Compensation application.  The Prob. 1217A form provides 
victims with notification of the restitution compensation process and communicates pertinent restitution 
information.  Area Office Restitution Coordinators and ACRU shall use this form to notify victims of the 
restitution collection process.   

Prob 1217A Form and Restitution Packet Preparation Procedures  

Investigation Deputy Probation Officers (DPOs) must submit a Victim List (Prob. 1209) to the Office 
Restitution Coordinator within one day of case assignment.  NOTE: Investigation DPOs must 
ensure that all pertinent information is submitted with the Prob. 1209 form (i.e. - victim’s 
address, contact numbers, claim numbers, etc.).  Upon receipt of the Prob. 1209 form, Area Office 
Restitution Coordinators shall proceed as follows: 
 

1. The victim information must be entered into the Adult Probation System (APS) on the Count 
Victim Data (CNVD) screen no later than the next business day. 

 
a. If the victim is a business or company, type “Y” in the CNVD screen, business field 

 
b. Once the CNVD screen is complete, the Notice of Hearing letter (Prob. 1220A) is mailed 

to the victim. To further assist the victim(s), the following pamphlets shall be mailed along 
with the Prob. 1220A. 

 
1. Crime Compensation Pamphlets (Attached):   

a. Victim Compensation: Your Right to Appeal  
b. Restitution for Victims  

 
NOTE: To order pamphlets for the area office, the Director or designee shall call              
(916) 491-3730 or send an e-mail order request with the appropriate area office address to 
sandy.davidson@vcgcb.ca.gov.  
 
 

http://www.vcgcb.ca.gov/docs/brochures/AppealsBrochEngSpan2005.pdf
http://www.vcgcb.ca.gov/docs/brochures/VictimsRestEngSpan2005.pdf
mailto:sandy.davidson@vcgcb.ca.gov
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Prob 1217A Procedures When Restitution Is Not Ordered 
 
Part of the Calendar Clerks duties entails tracking dispositions.  When the Calendar Clerk recognizes a 
disposition indicating the defendant’s case is closed for any of the following reasons: sentenced to 
state prison, acquitted, sentenced to county jail, sentenced to State Hospital, summary probation, or 
probation was ordered, but no restitution was ordered to the victim, the Calendar Clerk shall give the 
minute order to the Restitution Coordinator as an indication to prepare the Prob. 1217A form by 
selecting the appropriate box and mailing the document to the victim.   
 
All Investigation Calendar Clerks shall enter the word “VICTIM” on the note section of the Court Report 
Data (CTRD) screen. The word “VICTIM” on APS- CTRD screen will alert the Calendar Clerk to advise 
and provide a copy of the disposition to the Area Office Restitution Coordinator of the final disposition 
as a means to complete the Prob. 1217A form and mail it to the victim(s).  NOTE: Enter the phrase, 
“Prob. 1217A sent” in the Comment section on the CNVD screen.  The Prob. 1217A form can be 
accessed through Probnet (See instructions below). 
 
Restitution Packet Preparation Procedures When Restitution Is Ordered 
 

1. Area Office Restitution Coordinators shall retain the Prob. 1209 form and perform the following 
procedures: 

 
a. Assemble restitution packet(s) after obtaining a disposition indicating the defendant is 

ordered to pay restitution through Probation. 
 

i. The restitution packet shall contain the following items:  
 

1. ADULT CENTRALIZED RESTITUTION PACKET CHECKLIST FORM        
(Prob. 1363) 

2. Sentencing Report (P&S, EDP, Pre Plea, etc…) 
3. Minute Order 
4. Arrest Report 
5. APS-CNVD screen print out 
6. Felony Complaint Report (District Attorney Summary)  
 

2. True Summary Grants of Probation 
1. ADULT CENTRALIZED RESTITUTION PACKET CHECKLIST FORM        

(Prob. 1363) 
2. Minute Order 
3. Arrest Report 
4. APS-CNVD screen print out 
5. Felony Complaint Report (District Attorney Summary) 
 

NOTE: All Area Office Restitution Coordinators shall enter on the CNVD screen, Comments section, 
the date Victim restitution packet is sent to the Adult Centralized Restitution Unit (ACRU).  In addition, a 
County Messenger Mail Receipt shall be prepared upon forwarding the Victim Restitution Packet to 
ACRU.  
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3. The Area Office Restitution Coordinators shall 
 
a. Update the data field on CNVD screen and APS- DCID (Defendant Chrono Information 

Data) screen with the date indicating when the restitution packet was submitted to 
ACRU. 

b. Prepare a county messenger mail receipt, address envelope, and forward packet(s) to: 
 

Probation Headquarters 
Attn:  Adult Centralized Restitution Unit 
9150 East Imperial Hwy, Rm. P-73 
Downey, Ca 90242 

 
NOTE: ACRU shall complete the Prob. 1217A form when restitution is ordered through the Probation 
Department.  
 
Prob. 1217A Completion Procedures 
 
The following procedures shall be performed upon completion of the Prob.1217A: 
 

1. Date section: Enter the mailing date 
 

2. Offense committed by section (Located on the minute order): Enter the name of the 
defendant/probationer 

 
3. Court Case Number (Located on the minute order): Enter the court case number being 

referenced 
 

4. Date of Offense (Located on the minute order): Enter the date of the offense 
 

5. Nature of Offense (Located on the minute order): Enter the penal code of the offense 
 

6. Blank Box (Located on the APS-CNVD screen): Enter the victim’s name and mailing address 
 
NOTE: Please refer to the Prob. 1217A example attachment. 
 
Accessing the Prob. 1217A Form  
 
The Prob. 1217A form is available on ProbNet and can be completed on-line.  To access the Prob. 
1217A form on ProbNet, the following procedures shall be performed:  
 

 Log on to Probnet  
 Click on Forms 
 Select Adult Forms   
 Click the Prob .1217A (VICTIM NOTIFICATION LETTER).   

 
For questions or concerns regarding the content of this Directive, please contact the Adult Consultant 
at (562) 940-2525.
 
_______________________ 
Reaver E. Bingham, Chief 
Adult Field Services Bureau 



 Area Office Adult Restitution Coordinators Contact Roster 
 
 

Antelope Valley     Pomona Valley 
STC 661.974.7630     STC 909.465.4556 
Clerk 661.974.7070     Clerk 909.469.4572 
 
Central Adult Investigations   Rio Hondo 
STC 213.974.9034     STC 562.908.3103 
Clerk 213.974.9320     Clerk 562.908.3106 
 
Centinela       Riverview 
STC 323.418.3103     Clerk 562.579.8556 
ITC 323.418.3105 
 
Crenshaw      San Gabriel Valley 
STC 323.298.3506     STC 626.575.4007 
       Clerk 626.575.4016 
East Los Angeles 
STC 323.780.2186     Santa Monica 
Clerk 323.780.2190     STC 310.260.3549 
 
East San Fernando Valley   South Central 
STC 818.374.2025     STC 310.603.7857 
ITC 818.374.2059     ITC 310.603.7990  
 
Firestone      Valencia Sub-Office 
STC 323.586.6491     Head Clerk 661.974.7629 
Clerk 323.586.6446     STC 661.974.7630 
       Clerk 661.253.7271 
Foothill                                          
STC 626.356.5537    ADULT CENTRALIZED RESTITUTION UNIT (ACRU) 
       (562) 658-4348 or (562) 940-2599 
Harbor 
STC 310.222.2771 
Clerk 310.222.2660 
 
Long Beach/Harbor 
STC 562.491.5540 
STC 562.491.5815 
Clerk 562.491.5823 
Clerk 562.491.5828 
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VICTIM NOTIFICATION LETTER 

Chief Probation Officer 
 
 

        Date 
 

 Offense committed by:                    Court Case # 

 Date of Offense:    

 Nature of Offense:  

 
 
 

* THIS IS A TWO PAGE FORM BE SURE TO READ BOTH PAGES * 
 

Dear 
 
On , the Court made the following disposition in this case: 
 
 
 
 

 For California Department of Corrections & Rehabilitation state prison disposition restitution collection obtain CDC Form 1707 
by calling 1-877-256-6877.  You may visit their website at http://www.corr.ca.gov/victims  

 This disposition does not include any provisions for this defendant to make restitution to you through the Probation 
Department. You have the right, however, to sue this defendant in Civil Court. 

 This defendant has been ordered to make restitution to you through the Probation Department as a condition of Probation. 
Please complete the attached STATEMENT OF LOSS and return it to the address above within 35 days. 

 This defendant is ordered to make restitution to you through the Probation Department as a condition of probation.  
Based on the STATEMENT OF LOSS previously submitted, the amount of restitution is set at $ _______________ 

 This defendant is ordered to make restitution to you through the Probation Department as a condition of probation.  
The amount of restitution set by the court is $ _______________ 

 Please see page two of this letter for important information regarding the handling of restitution matters by the Probation 
Department. 

 
The Area Office currently responsible for supervising this defendant during the Probation term is: 

 
  Area Office:  

  Telephone:  (          )  

 
      Very truly yours, 
 
 
      ROBERT B. TAYLOR 
      Chief Probation Officer 
 
NOTE: ANY INQUIRIES REGARDING YOUR     
  STATEMENT OF LOSS SHOULD BE    DPO/Representative 
            DIRECTED TO THE ADULT CENTRALIZED  
            RESTITUTION UNIT.     (             ) 
       Telephone Number 
 

PROBATION: PROTECTION, CORRECTION, SERVICE 
76V409-PROB 1217A (Rev. 2/07) 
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IMPORTANT INFORMATION ABOUT RESTITUTION ACCOUNTS  
1. As a service to victims of crimes, the Los Angeles County Probation Department will make every reasonable 

effort to enforce the probationer's condition of probation regarding repayment of restitution. The 
responsibility for making restitution, however, lies with the probationer. The County of Los Angeles is not 
liable for payment. 

 
2. The order for restitution has been made by the Criminal Court. It is not a judgment for you against the 

probationer and does not affect your rights to initiate civil court action. However, the time limits within 
which you must initiate civil action are suspended as long as the probationer is under an order to make 
restitution as a condition of probation.  

 
3. The amount of restitution and/or the terms of payment are subject to change. You will be notified of any 

court action affecting the restitution order or its execution.  
 
4. If you have questions about the amount of restitution approved in this case, please contact the Adult 

Centralized Restitution Unit at the number listed below. In some cases, the Probation Officer may return the 
case to court for clarification.  

 
5. The Department of Treasurer and Tax Collector will disburse any monies to you (or to your designee) after 

receipt of restitution payment. Monies will be accumulated to a reasonable amount before disbursement. 
There may be many payees or the amount of payments may be small.  

 
6. You must keep Probation advised of your current address so that payments can be disbursed and so that you 

may be notified of any modification to the restitution order.  

Your communication with the Probation Department will be expedited if you:  

a) Write the probationer's name and case number found on the 
other side of this letter on all your correspondence. 

b) Provide change of address to:  

Adult Centralized Restitution Unit 
P.O. Box 2818  
Downey, CA 90242  
Fax (562) 803-6683  

7. If you are the victim of a crime, you may be eligible for reimbursement from the State of California 
Restitution Fund. The Probation Department can provide you with further information, or you may call the 
following for additional information: 

 
a) State Victims of Crime Program/Victim Compensation Program 

Toll-free (800) 777-9229 
 

b) Los Angeles County District Attorney’s Office Victim-Witness Assistance Program 
Toll-free (800) 773-7574 

8. Please visit the Restitution Information web page at http://probation.co.la.ca.us under the navigational 
link of Probation Information for a list of Frequently Asked Questions (FAQ). 

 

http://probation.co.la.ca.us/


 
 

COUNTY OF LOS ANGELES 
PROBATION DEPARTMENT 

 

 
 
 
 
 
 
 
 

ROBERT B. TAYLOR 

 

 

VICTIM NOTIFICATION LETTER 

Chief Probation Officer 
 
 

        Date 
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Dear 
 
On , the Court made the following disposition in this case: 
 
 
 
 

 For California Department of Corrections & Rehabilitation state prison disposition restitution collection obtain CDC Form 1707 
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 This defendant has been ordered to make restitution to you through the Probation Department as a condition of Probation. 
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 This defendant is ordered to make restitution to you through the Probation Department as a condition of probation.  
Based on the STATEMENT OF LOSS previously submitted, the amount of restitution is set at $ _______________ 

 This defendant is ordered to make restitution to you through the Probation Department as a condition of probation.  
The amount of restitution set by the court is $ _______________ 

 Please see page two of this letter for important information regarding the handling of restitution matters by the Probation 
Department. 

 
The Area Office currently responsible for supervising this defendant during the Probation term is: 

 
  Area Office:  

  Telephone:  (          )  

 
      Very truly yours, 
 
 
      ROBERT B. TAYLOR 
      Chief Probation Officer 
 
NOTE: ANY INQUIRIES REGARDING YOUR     
  STATEMENT OF LOSS SHOULD BE    DPO/Representative 
            DIRECTED TO THE ADULT CENTRALIZED  
            RESTITUTION UNIT.     (             ) 
       Telephone Number 
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