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Posting Surety Bonds 
 
COURT / DEPARTMENT / DIVISION AND USER   
This procedure is to be used by District Court, Magistrate Court and Metropolitan Court Clerks 

 
INTRODUCTION  
To post a surety bond to a criminal case.    

 
RELEVANT DATA STANDARDS 
Data Standards were approved by the Supreme Court on May 20, 2020.  Using the data standards will 
result in improved data collection and reporting; improved data quality; improved consistency in case 
processing; improved court efficiency; and improved ability to establish court staffing needs. Refer to the 
following data standards for any procedures that may or may not be specifically mentioned in this SOP:  

Relevant Data Standards:  
1.4.0 Bonds 
All bonds shall be appropriately entered and tracked in the Case Management System. All secured 
bonds shall be entered in the bonds tab, processed and disbursed.  
 
1.6.0 Financials 
All financial transactions shall be processed appropriately in the Case Management System. All 
financial transactions shall be reconciled appropriately in the Case Management System as 
provided by law and Supreme Court policy.  

 
NAVIGATION AND STEPS 
 

1. A completed Bail Bond form as well as a Power of Attorney is typically what is received from 
the jail, out of county jail or filed with the court. These forms contain all bail bond information 
and should accompany this process. These forms must be file date stamped the day the court 
receives the bail bond. 

 
2. Navigate to the “Bond” Tab.  
 

3. Click on the plus icon in the “Surety and Other Bonds” portion.  
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4. “Add a New bond” will display. 
5. “Surety Bond” automatically defaults in the Bond Type.   
6. “Posted date” is the date the surety bond was completed to secure the defendants release. 

This information should be shown on the bail bond form received from jail or completed at the 
court.   

 

 
 

7. Click on “Surety”.  
8. Click on plus icon to the right of screen. 
9. The surety detail will open to enter Bond company, insurance company, amount and 

comments if needed. Click on magnifying glass icon to search for bond company and 
insurance company. Save. 
 
Note: BCMC Bond parties are only to be used by Metropolitan Court. Do not use for 
Magistrate or District Court cases.  
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When a surety bond is posted, a docket event will automatically be created. Bond paperwork 
will need to be scanned to that event.  
 

10. Right click on the bond posted event and scan documents.  
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In addition to the event code, the ‘Bond Posted’ flag will auto populate in the details tab.  

 

 

Note: If any information displayed is not correct, STOP  and contact your 
Management Team immediately. 
 
 


