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Prior to Arriving to Intake, Transfer and Release 
Prior to arriving at the Intake, Transfer and Release Facility (ITR), prepare your paperwork 

and the prisoner. You will need any applicable warrants relating to the arrest. You may 

have the warrants faxed to Intake Transfer and Release Facility at 602-253-3295.  

 

Perform a thorough search of the prisoner. Any additional contraband or personal property 

found at the time of search will be returned to you for impound. 

 

If you need assistance escorting a combative individual from your vehicle, call ITR 

Security Control at 602-876-8136.  
 

 

 

 

 

 

 

 

The ITR is located at 2670 S 28th Drive, Phoenix, AZ 85009. Enter through the main gates 

on the East side of the building. If arriving in an unmarked vehicle, show your ID to the 

Security Control Officer through your driverôs side window. 

 

Prior to entering the facility, ensure your weapons and ammunition have been secured, 

either in an available gun locker or in your vehicle. 

 

Make sure the prisoner is handcuffed prior to entering the search area. The handcuffs can 

be removed once in the search area. 

 

You are responsible for the conduct of the prisoner. Combative or disruptive prisoners may 

be placed in an available isolation cell. Hogtie restraints are not permitted under any 

circumstances. If you need assistance with a combative prisoner, MCSO Detention Officers 

may provide assistance, but will not take custody of the prisoner until the booking process 

has been completed. 

 

 

 

 

 

 
 

Escort the prisoner into Intake via the Search Slider. Once inside, remove the prisonerôs 

handcuffs, have the prisoner disrobe down to one layer of clothing (undergarments are not 

considered a layer of clothing), and put the remaining clothing items in the bin to be placed 

on the line scan and searched by MCSO staff. The MCSO Detention Officers will instruct 

Prior to Arriving to Intake, Transfer and Release 

Arrival at Intake, Transfer and Release 

Prisoner Search 
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you when the prisoner can go through the body scanner machine and then move forward 

to the search wall. 

 

After the prisoner has been searched or while being searched, take the prisonerôs 

information to the MCSO Arrival Officer. The Arrival Officer will print the booking ticket 

and hand it to you. Once the prisoner is searched, the Arrival Officer will complete a 2-

finger identification process on them and give them a sack meal. In addition, the Arrival 

Officer will give the arresting officer the contact form from adult probation asking them to 

write down two phone numbers and an email address. This paper will be kept with the 

prisoner throughout the Intake process. Once you have completed all these steps, you can 

proceed through the sallyport to the Pre-Booking area. 

 

 

 
 

Seat the prisoner in the waiting area, making sure that female prisoners are kept away from 

male prisoners. Fill out a prisoner information sheet, available in the Pre-Medical area (this 

can be done prior to arrival), and hand it to the Correctional Health Tech (CHT). The CHT 

will call up the prisoner and check their vital signs. Once complete, have the prisoner sit 

back down in the waiting area. A Registered Nurse (RN) will then call your prisoner up 

and evaluate them. Give the booking ticket to the RN so they can stamp and initial it once 

they have accepted the prisoner. This ticket contains the prisonerôs unique booking number 

and has a barcode that will be utilized later by the Touch Pay Kiosk.  

 

If the prisoner is denied by Correctional Health, they will have to obtain 

medical treatment from a hospital prior to returning to Intake for 

booking. 

 

DO NOT put any money from the prisoner in the Touch Pay Kiosk until 

CHS has medically accepted the prisoner.  
 

 

While waiting for Correctional Health Services (CHS) to complete the medical screening, 

obtain the prisonerôs mugshot, complete the Immigration and Customs Enforcement 

(ICE) interview, and ensure that all the prisonerôs property has been inventoried.  

 

 

 

 

 

 

 

 

Pre-Medical Screening 
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Choose an available computer terminal, and instruct the prisoner to sit in a seat near the 

computer whenever possible.  

 

All pre-booking computers should already be logged in with the pre-booking web-

application on the screen. If the computer has not been logged in, enter the login credentials 

posted on the label. The pre-booking web-application is on the start menu and can be 

accessed by any of these browsers: Chrome, Firefox, and/or Edge. 

 

Log in to the pre-booking web-application by typing your Booking ORI into the field. If 

the pre-booking application was recently used by another officer but is now available, log 

out and log back in using your booking ORI. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Always enter booking information using your agencyôs ORI. Entering 

information under another agencyôs ORI will require you to start over. 

 

 

Pre-Booking 2.0 System 
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The new Intake, Transfer and Release facility does not require you to do this, this action I  

 

At the Intake, Transfer and Release Facility you are able to complete multiple functions 

at once. Once you enter the Pre-Booking area, MCSO recommends you have your 

prisoner receive his mugshot photo and speak to ICE while they wait for their medical 

assessment and acceptance. To find the prisonerôs booking record, follow the below 

steps. 

 

 
Type in your booking ORI and select an option from the list.  

 

  
To find the prisoner in the Pre-Booking system, enter the prisonerôs name. If information 

for the prisoner has already been entered, their name will be listed in the Active Bookings 

list.  

 

Starting the Booking Process 
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Click the name of the prisoner to continue the booking process. If the name is not found, 

click the óStart New Bookingô button. If you believe it is missing in error, ask for 

assistance from the MCSO staff. 

 

 

 

 

 

 

 

 

 

 

 

Clicking the óStart New Bookingô button brings you to the Prisoner Information area and 

the beginning of the booking process. 

 

From here, access each information page using the icons above the fields. Complete each 

page before progressing to the next. You can access other pages to add information at any 

time during the booking process. Remember to click óSaveô before moving from one page 

to another.  

 

Some of the fields are required. If you miss filling out a required field, the application 

will inform you before you move to the next page and during the final validation process.  
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This page is used to enter general prisoner information. Enter the requested information in 

the applicable fields. Provide as much information as possible. Some fields are required. If 

you miss a required field, the application will warn you and will not let you proceed until 

you have filled in the field. When youôre done entering information, click óSaveô and then 

óNext.ô 

 

 

To add aliases, click the green plus sign next to the prisonerôs name fields. 

 

 

 

 

When the new fields appear, enter the alias information. 

 

 

 

 
If you need to enter other alias information, such as Date of Birth (DOB) and/or Social 

Security Number (SSN), look for the green plus button next to those fields and follow the 

same process. When you are finished click óSave.ô If there is no alias information to enter 

then do not add any additional fields and continue to the next area. 

Prisoner Information 
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This page is used to enter contact information for the prisoner. Provide as much information 

as possible. Some fields are required. If you miss a required field, the application will warn 

you and will not let you proceed until you have filled in the field. 

 

Ask the prisoner if they consent to text message notifications. If they do, select the 

appropriate answer in the dropdown menu located next to the fields for phone number and 

type.  

 

At the bottom of the page click óSaveô and then óNext.ô 

 

 

 

 

 
 

Contact Information 
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This page is used to enter employment information for the prisoner. Provide as much 

information as possible. Some fields are required. If you miss a required field, the 

application will warn you and will not let you proceed until you have filled in the field.  

 

If the prisoner is not currently employed or chooses to not report their employment status, 

select the most appropriate answer from the employment status drop-down menu.  

 

At the bottom of the form click óSaveô and then óNext.ô 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employment Information 
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This page is used to enter scars, marks, and tattoo (SMT) information for the prisoner. 

Many scars, marks, and tattoos are readily visible but not all, so be sure to ask the prisoner. 

Some SMTs may be indicated on the warrant. If the prisoner has any SMTs, fill out this 

page.  To add more lines of information, click the green plus sign. 

 

 

 

 

 

 

 

 

 

When you click into the SMT Code field a pop-up appears and prompts you to select or 

search for one of the standard SMT Codes. You can refine your search by selecting the 

óTattoosô or óScarsô buttons which will only display that category of codes in the table 

below.  

 
When you are finished adding SMT information, click óSaveô and then óNext.ô 

 

 

 

Scars, Marks, and Tattoo Information 




