
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  

ONI BOSTON
	

	
	Area: CASH MANAGEMENT SERVICES
Document Number: PRO-ACC-1032
Subject:  Processing Bond Forfeitures
Page: 1  of 3
	Effective Date: 02/16/2016

	
	
	Revision Level: A
L.R.D.: 04/22/2019



PURPOSE:

To provide instructions for processing bond forfeitures received via wire transfer.
OBJECTIVE:
To ensure bond forfeitures are processed accurately and consistently over time.
EVENT DRIVER:

Notification of a bond forfeiture wire is received in Trust Response.
PROCEDURES: 
I. Bond Forfeiture Notification
1. Open the Trust Response Public e-Mail.
2. Look for emails from bonding companies notifying the Accounting Unit of a wire that has been initiated for bond forfeiture(s).
3. Print the Bond Forfeiture Wire form and give to the Accountant.

4. Flag the email in Outlook by clicking on flag to turn it red.
Note: The email is not deleted until the processing of the bond forfeiture is completed.

5. Forward the email with the attached Bond Forfeiture Wire form to the County Attorney - CA Civil Bond Forfeiture: CBF@mcao.maricopa.gov
6. In the body of the email type: “Please verify attached bond forfeiture”.

7. The County Attorney will verify and respond:

A. “Case numbers and amounts verified” which means we are to proceed with processing the bond forfeiture.

B. “Reject “which means the wire does not match their records and we are to return the funds to the sender.
II. Bond Forfeiture Processing
1. Once payment is received in the bank account, the Accountant will return the Bond Forfeiture Wire form along with a copy of the bank statement for processing.
2. The funds are deposited into the Trust System according to PRO-ACC-1011: Entering Bonds in the Trust System. 

A. Print a Notice of Deposit 

B. Attach the Bond Forfeiture Wire form to the Notice of Deposit
3. Take wire to the Billing & Deferral Unit for receipting the payment into the Cash Receipting System according to PRO-BILL-1016: Bonds Receipting.
4. Once receipted, the Billing and Deferral Unit will return the paperwork to Accounting.
A. Verify the case number and dollar amount on the Notice of Deposit matches the cash receipt stamp in the upper right hand corner of the document. 
B. Verify the service code used on the receipt stamp reads: BAIL BONDS
5. In the Trust Database, click: Process>Add Bond Forfeiture.  

6. The Specify Case Number pop-up window will display.  Enter the Case Number Enter
7. The Entry of Bond Forfeiture pop-up window will be displayed.  

8. In the column titled Selected, double-click on the No to change it to Yes. Tab to the Forfeiture Date field and enter the current date.  Click Save.  The Changes Have Been Saved dialog box will open.  

9. Click Yes if there are more to process, and repeat steps II.2. through 4. until all entries have been processed, otherwise click No.
10. Notify the bonding company and the County Attorney of the payment details as follows:
A. Reply to the original email to the bonding company and forward the email to the County Attorney with the following response:

a. “The funds have been received and processed per receipt xxxxxxxx on MM/DD/Year”.

b. Ensure the Bond Forfeiture Wire form is attached - - if it is not available, include the specific case number and dollar amounts in the email.

c. Delete the email from Trust Response. 

POLICIES / RELATED DOCUMENTS:
· PRO-ACC-1011: Entering Bonds in the Trust System
· PRO-BILL-1016: Bonds Receipting
OTHER PARTIES INVOLVED:
· Accounting Operations
· Billing and Deferral Unit
· Maricopa County Attorney Office

· Bonding Companies

TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Trust Response Public e-Mail
· MS Outlook
· Trust System
REPORTS / FORMS: 
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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