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PURPOSE:

To provide instructions for processing bond payments at the CR filing counter.
OBJECTIVE:
· Accurately and efficiently process bonds in order to release the defendant from custody.
EVENT DRIVER:

· Customer needs to post bond to release a defendant from custody

PROCEDURES: 
1. The following forms are acceptable when processing criminal bonds:

A. Cash
B. Wire Transfers
2. Retrieve case number in ICIS and verify bond amount.
3. Fill out an F-CROPS-1013: Receipt of Deposit Form.  There are three main sections to the form.  All sections should be filled out in their entirety with complete and accurate information.
A. Section 1, Figure 1: Requires the case caption information and the booking number and/or case number.



a. If this is a Grand Jury case and you are unable to find the Defendant ID #, call the Grand Jury Clerk (602-506-8531) to obtain the Defendant Identifier.

Figure 1
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B. Section 2, Figure 2: Requires the bond payer information.
a. Out of State Driver's Licenses are accepted. 
Figure 2
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C. Section 3, Figure 3: Requires the criminal charge information, including the related Arizona Revised Statute number, the bond amount paid and the cash system receipt number.
Figure 3
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a. Open ICIS to find the Defendant's charges.  See Figure 4.
Figure 4
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4. After filling out the three main sections on the Receipt of Deposit click on the File button on the Toolbar.  Proceed to Print.
5. Ask the Customer verify and sign the completed form.
6. After the form has been signed, run it through the Cash Receipting System using code 795.

A. In the Comments section, enter BOND POSTED BY [name of payor] PAID FOR [name of defendant].  See Figure 5.
Figure 5
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7. Give customer their receipt (Figure 6) and send them to Criminal Court Administration if they do not have any upcoming hearings scheduled.  If they have a hearing scheduled, advise them to take this receipt with them when they go to the hearing.
Figure 6
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8. Scan a copy of the completed Receipt of Deposit form and e-mail it to the Accounting department at TrustResponse@mail.maricopa.gov and then send the original to them via interoffice mail.  
A. If payment is made by a local attorney’s trust fund, a copy of the instrument must be submitted on a separate piece of paper with the Receipt of Deposit form before it is scanned.

9. Filing Counter staff is required to retain the completed Receipt of Deposit form and the copy of payments for one business day.  All copies may be discarded at the close of business the following day.  

POLICIES / RELATED DOCUMENTS:
· ARS Title 13: Criminal Code
· ADDENDUM-ACC-1001: Trust Tutorial 
· PRO-ODIR-1011: Entering Case Numbers into the Cash Management System
· PRO-ODIR-1013: Receipting 
· Acceptable Forms of Draft Payment
OTHER PARTIES INVOLVED:
· Defendant and/or Posting Party
· Finance/Trust Department
TIME / VOLUME:
· 5.3 Minutes
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash receipting system
· ICIS
· BizHub
REPORTS / FORMS:
· F-CROPS-1013: Receipt of Deposit form
DEFINITIONS:
· Posting Party – The person/entity who makes a payment to the court or jail in order to release a defendant from custody.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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