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PURPOSE:

To provide instructions for accepting new and renewed Bondsman Registration.
OBJECTIVE:
· For the outlying facilities to assist customers by processing payments for bondsman renewal or registration.

· For the outlying facilities to submit all documentation to the DT CR File Counter to complete the Bondsman Registration process and maintain an accurate record of the Bondsman List.

· The DT CR File Counter will maintain the Bondsman List Database and relay that information to the jail so that the JMS can be updated.  
EVENT DRIVER:

· A request from a Bondsman to either register or renew their license in which the customer provides the adequate documentation and form of payment.
PROCEDURES: 
I. REQUIRED FORMS:
1. Bondsman will need to bring the following completed documents: F-CROPS-1016: Bail Bondsman Information Sheet, Notarized F-CROPS-1017: Bail Bondsman Affidavit and Original Power of Attorney. (See Figure 1)
Figure 1
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II. CASH RECEIPTING: 
1. Run the Affidavit through the Cash Receipting System. Enter the Bondsman's name and company in the Comments section of the Cash Receipting System.
A. If it is a license renewal, use code 480 and run the Affidavit through the Cash Receipting System.

B. If it is a new license, use code 465 and run the Affidavit through the Cash Receipting System.
C. If it is a new power of attorney only, treat as a new license. Use code 465 and run the Affidavit through the Cash Receipting System. 
III. SENDING BONDSMAN RENEWAL: 
1. Scan and forward completed Original Bondsman documents to CR Bondsman email distribution list in the Global Address List. (Figure 2)
Figure 2
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2. Send Original Bondsman documents interoffice with a transmittal sheet addressed as listed below code:
A. Facility – SCT  
B. Section – CR File Counter
C. Mail Code – SCT/CR
POLICIES / RELATED DOCUMENTS:
· ARS Title 13: Criminal Code
· ARS Title 20: Insurance
OTHER PARTIES INVOLVED:
· DT CR File Counter

· Bondsman
· Bail Bond Companies
· Sheriff's Office
· Arizona Department of Insurance
TIME / VOLUME:
· 5 minutes
FREQUENCY:
· Daily

PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System – COC Website Secured Applications 
· Microsoft Outlook – CR Bondsman
REPORTS / FORMS:
· F-CROPS-1016: Bail Bondsman Information Sheet
· F-CROPS-1017: Bail Bondsman Affidavit
· Original Power of Attorney
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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Note: If the Bondsman is Renewing their license the Power of Attoney sheet is not required








[image: image1.png]Info Sheet

Affidavit

Power of Attorney

B —

e

s rescorn

e —
o o e

Tt s s of i Conmy S o A, e s
e ok e Comey o . P T 8
Conpey ity i s G e g et

e ey A S Dt f s

Nt o sl
e 7 i, 222

S 522 1 ey 5
sy

e e s 201

D e ikt fomes s i ey o
R in o o i oot e S s

st gt e e ot o ony e i ety gt
s s i e
Tt i et s v iy ot i .
oot e Gt s s 1 8 i e
ey

ot it et s ot it s e, v o ot o e i
ey Vot i

Tt s sy empovered s ot y Bk e
oy ot P, o, et il bk 1 e

oty et e

Stsred s svorn 0 e s 2y of L3002

%md Tisltf




