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PURPOSE:

To provide instructions for processing bond exonerations for the release of bond monies to individuals and bonding companies who posted bond.
OBJECTIVE:
· To provide timely release of bond monies to the posting party. 
EVENT DRIVER:

· Customer brings a signed Order Exonerating Bond to the filing counter window.
PROCEDURES: 
I. RECEIPT OF THE ORDER

1. The release of bond funds from the Trust accounting system requires a court order.  
A. Criminal Cases: The original or certified copy of the order must be presented to the filing counter. The order must include the following:

a. The Judicial Officer's actual signature, not a facsimile stamp.
b. The Defendant's Name.

c. A CR, PF, or booking number.
d. Amount of the bond (the order may state that the bond is released to "the posting party".)
B. Non-criminal Cases: The original or certified copy of the order must be presented to the filing counter. The order must be specific and include the following: 

a. The Judicial Officer's actual signature, not a facsimile stamp.

b. The exact amount of money to be released.

c. The name of the person(s) to whom the money is to be released.

d. The address to which the check can be mailed.  

II. VERIFICATION OF THE ORDER

1. Ask the Customer whether the bond was posted by:
A. An individual at the jail, or

B. By a bail bondsman.

2. Upon the Customer’s response to the previous step, access the COC Trust Database located in the Secured Applications on the COCWEB and click on Inquiry (see Figures 1 and 2).
               Figure 1

[image: image1.png](ClErkorCourtintraneniorial EWindows Internetixploren

&) bt cocwes coc.maricopa.gov o 7=

X] 9 Googe

Ble gt

vew

Favorkes  Tools _tielp

X @convert + Mselect

U Favortes

55+ @httpjeocweb.coc maricopa.

¥

@ ekt Cout et P X

fHome ~ [ Feeds () (1 ReadMal

&

Print

cncren (]

Home | Help | Theme:

B

Expand | Collapse | Site Msp | Ssaren:

Thursday 2/7/2013 14 53

My Portal

Welcome back, Jared Rutledge! £x:zois
Expand All Collapse All  Edit PO Layout

= Employee News

'CASE Nomination Form

History of the Clerk

Munch with Michael

News

OnBase Tips

Record Times

2010 Employee Satisfaction Survey Results

2011 Employee Satisfaction Survey Results
= Applications

Child Support Calculator

COSC Statistics

COC Survey Tool

Courtminutes (MEEDS)

Criminal Direct Filings

DES Child Support Payment Tracker

Application Auto Login | KdEEd |

‘Select application to auto login
Selectan application

* Bond/Release Data Exchange
* Cars
* COSC Receipting
* EDMS Batch Log
eFile Clerk Review
eFiling Administration
* Esupply
* Exhibit Tracking System
* File Tracking
* Meeds Clerk Reports
* Orders Of Assignment
* Tuusts
Under Advisement

(<] @ﬂ

Family Support Admin ElSubmissions

iCIS System

Marriage License

MAGIC

OnBase

Northwest Case Lookup

Pre-Sentence Report

Special Deputy

= Departments and Sites

Budget and Finance

EBC

EDM

Human Resources
HR Contact List
HRToday
Important HR Information
ADP Portal Link
ReviewSnap Evaluations

16
Frequently Asked Questions
IT Standards
Projects

Training and Development
About COJET

COJET Transcripts
Confirmations.

Google Search

Google

CNN Top Stories

Thu, 07 Feo 2012 08:09:18 EST
Iran: We decoded drone footage. a8
Thu, 07 Feo 2012 10:51:32 EST

Iran footage posted on YouTube

Thu, 07 Feo 2012 142820 EST

Benghazi- NcCain. Panetta face off

Thu, 07 Feo 2012 11:2500 EST

Acapuico rape case an ugly reminder

Thu, 07 Feo 2012 05:2902 EST

Teen found handcutfed for months

Thu, 07 Feo 2012 07.50.02 EST

How boy was rescued from bunker

Thu, 07 Feo 2012 12:52:12 EST

Girl. 9. gives birth in Mexico

Thu, o7 Fen 2012 101627 EST g
News & Alerts Phoenix Weather
|
262013 50500 A ALERT! ) Phoenix, AZ

a2 32100 M ALERT!

Enterprise Maintenance Outage - Sat
09722112012 6:

biors

Notice ~ Internet Access and Use Policy
Quarterly Reminder - Rz tiore
)AM-12:00AM (midnight) - Fess

atine 10 0ay ferzeast

- 73°F

© Fair

Feels Line 72




[image: image10.png]Document4EMicrosoftWord|

ook Table Window Help NiraPDF Professional 7 Adobe PDF  Acrobat Comments Type a question for help

7




[image: image11.png]


     [image: image2.png](irustseWindows Internetixpioren

COC TRUST DATABASE=CE

Welcome, Jared Rutledge

- Search, View, and Edit Trust accounts
- Create anew Trust account.
- Generate reports.

- Displays the user manual for this application

maintai

Version 2.0 - May 2006





3. On the Inquiry screen, enter at least one of the required pieces of information (usually the case number) and click Search (see Figure 3).
Figure 3
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4. When the bond information appears, verify that the case is the one desired and click on View Account Detail (see Figure 4). Then click on the hyperlinked date which will bring up the record in detail (see Figures 5 and 6).

Figure 4
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A. The bond information might NOT appear in the database for the following reasons:

a. The bond money paid at the jail has not been sent to the Accounting Division yet (there is a waiting period of 7-10 business days); or 

b. The bail bondsman used a surety bond instead of cash (see Step III. Processing the Order). 

5. If the name and address of the posting party is correct, advise the Customer that orders for release of bond funds received before 5:00 p.m. will be processed the next business day and mailed to the address provided in the court order.  For Criminal cases, the check will be mailed to the address provided at the time bond was posted.  Bond money will be released only in the form of a Clerk of the Superior Court check.
III. PROCESSING THE ORDER

1. If the bond information does not appear in the database AND the Customer has stated that a bail bondsman posted the bond:
A. File the original order and issue a certified copy:  
a. Filestamp the original.
b. Make a photo copy of the stamped original.
c. Apply the certified copy stamp to the top of the copy, apply the certification stamp to the bottom or back of the copy.
d. Complete the certification stamp by filling in the current date and signing.
e. Crimp over the completed certification stamp using the clerk of court embossed seal.
B. Advise the Customer to take the certified copy to the bail bond company for release of the bond.
C. Place the original order in the EDM bin for processing.
2. If the bond information does appear in the database AND the Customer has stated that the bond was paid in cash at the jail, make a copy of the Order to give to the Customer, advise the Customer that orders for release of bond funds received before 5:00 p.m. will be processed the next business day, and that the check will be mailed to the address provided at the time bond was posted.  Bond money will be released only in the form of a Clerk of the Superior Court check.  Also provide to the Customer the phone number to the Accounting Department (602-506-7757), so they can call if any issues arise.
3. Once the original Order has been filed in, fill out the Daily Bond Release form (see Figure 7) on the clipboard and place the Order under the Daily Bond Release form. 
Figure 7
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4. Scan and e-mail the Daily Bond Release form along with the stack of documents to TrustResponse@mail.maricopa.gov at the end of the day.  If no orders exonerating bond are processed that day, the Notice of No Orders Exonerating Bond form (see Figure 8) is scanned and e-mailed to the above email address to advise the Accounting Department that no Orders were received.
Figure 8
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5. After the documents are scanned, the sort through the stack:
A. Place in the EDM bin: 

a. The Orders with CR numbers and
b. The Affidavit of Address Change Forms signed by the Defendant.
B. Place in the designated staging area at the filing counter:

a. The Bond Exoneration Log Sheet, 
b. The Orders with PF and Booking #'s, and 
c. The Affidavit of Address Change Forms signed by a non-party.
6. At times the filing counter will receive certified copies of PB or CV cases from customers ordering the release of monies.

A. Take the certified copy from the Customer.

B. Record the document information on the Bond Exoneration Log.

C. Scan to TrustResponse@mail.maricopa.gov at the end of the day.
D. Interoffice mail the certified copy to Accounting, who will mail the certified copy back to the Customer along with the check.
E. Advise the Customer that the certified copy will be returned to them in the mail with the check.
IV. AFFIDAVIT OF ADDRESS CHANGE FORM

1. At times, the mailing address of the posting party may be incorrect or outdated.   In these instances, the posting party is required to fill out an Affidavit of Address Change form (see Figure 9) and have it notarized by a Notary Public.  The completed form is then sent along with the rest of the documents to Accounting at the end of the day.
Figure 9
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POLICIES / RELATED DOCUMENTS:
· ARS Title 13: Criminal Code
· ADDENDUM-ACC-1001: Trust Tutorial
OTHER PARTIES INVOLVED:
· Customer/Defendant
· Judicial Officer
· Accounting Department (Trust/Finance)
· Jail 
· Bail Bond Companies
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· COC Trust Database
· BizHub
· E-mail
REPORTS / FORMS:
· Order exonerating bond (provided to the customer from the Judge)

· Order releasing funds (provided to the customer from the Judge)
· F-CROPS-1001: Daily Bond Release Log form
· F-CROPS-1002: Notice of No Orders Exonerating Bonds form
· F-CROPS-1003: Affidavit of Address Change FOR Bond Release form 
DEFINITIONS:
· Order exonerating bond: An order signed by the Judge releasing the bond monies back to the posting party.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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