
GUIDELINES ON REPORTING PROCEDURES:

Listed below are the guidelines depicting the information required by American Surety
Company/ Underwriters Surety, Inc. when reporting executions.  You will also find an example
of a completed report attached to use as a reference in following these guidelines.

1. An execution report needs to contain the following information with each report:
• Agent # - (Direct # (5 digits) – Sub # (4 digits))  Example #13999-0000
• Agent’s Name
• Report # and/or Report Date 
• Symbol
• Serial
• Defendant Name – Last name, First name  (full name please, no initials)
• Execution Date
• Bond Amount
• Net Premium
• City 
• State
• Case Number – if applicable

2. Please create a separate execution report for the direct and each sub-agent reporting.
Furthermore, to ensure that BUF monies are deposited correctly, there should be a separate
BUF check for each liable agent who is reporting.

3. If powers have been written in more than one state, then each state needs its own execution
report, which ties to your designated agent numbers given with each contract.

4. If you write executions for both companies – ASC and USI, then each company needs its
own execution report.  In addition, do not combine the Premium and BUF checks – a
separate Premium and BUF check needs to be issued for each company.

5. It is important to have all checks completely filled out.  Remember to sign each check, and
verify that the legal written amount and numeric amounts match.  Should the amounts differ,
our policy is to take the legal written amount versus the numeric amount.

6. Please attach a copy of the Discrepancy Report when you are paying for them.  If you are
using a credit from a prior Discrepancy Report, this information needs to be relayed to data
processing to prevent our department from issuing a new Discrepancy Report.

7. Transfer Bonds need to be reported separately from executions.

8. In accordance with the terms of your contract, please submit an execution report as often as
the reporting requirements state.  If there are bonds on the report older than the time
specified, then we have the right to withhold replacement of those powers.  Therefore,
reducing your inventory.



9. The yellow Home Office Copy of each power listed must be included with an execution
report.  Failure to submit a yellow copy of the power will result in a non-replacement of that
power.  Powers should be assembled in the same order as you have them listed on the
execution report.

10. Voids – ASC/USI must receive the original white court copy and the yellow home office
copy of a void in order for it to be processed.  If these copies are not received, it will not be
processed and a letter will be sent explaining what is missing.

11. Rewrites – it is necessary to include the original power number and bond amount of the bond
that’s been rewritten.  A number “5” should be placed to the left of the symbol column of the
rewrite in order to inform data processing that there is a rewrite listed on the report.  Please
see the example included to further explain the proper format used to ensure adequate
processing.

12. Remember to call the office for approval prior to writing a power(s) over your underwriting
authority.  Failure to receive approval by our staff could result in a non-replacement of that
power(s).

13. If an execution report is received by 11:00 am, it will be processed that same day.  Our policy
is to send all replacements via regular mail, unless you stipulate otherwise.  If you would like
powers returned by an overnight service, please inform Earon as to which courier to use and
your ACCOUNT NUMBER.  If you do not have an account #, call one of the services listed
below to set one up:

• 1-800-PICK-UPS (1-800-742-5877) or www.ups.com
• 1-800-GO-FEDEX (1-800-463-3339) or www.fedex.com
• 1-800-AIRBORNE (1-800-247-2676) or www.airborne.com

14. When replacement powers are mailed, we will include an issue sheet that has a perforated
bottom.  Please sign and date each issue sheet(s) and return them to our office with your next
report.  This step is important, because it informs ASC/USI that those powers have been
received.  The top portion of the replacement issue sheet is for your records.  Please feel free
to use them in any way that may be helpful to you and your records.

15. ADVANCEMENT OF POWERS: Replenishment of powers in advance of receiving an
execution report is a privilege not to be abused.  If advanced, you are required to overnight
that execution report to ASC/USI for the next business day.  We will not allow this procedure
to become a habit and if this procedure is not followed then the privilege will be revoked!
Additionally, in order for the replacements to be mailed overnight, you must inform Earon
which carrier to use and the ACCOUNT NUMBER.  If you do not have an account #, call
one of the services listed below to set one up:

• 1-800-PICK-UPS (1-800-742-5877) or www.ups.com
• 1-800-GO-FEDEX (1-800-463-3339) or www.fedex.com
• 1-800-AIRBORNE (1-800-247-2676) or www.airborne.com

http://www.ups.com/
http://www.fedex.com/
http://www.airborne.com/
http://www.ups.com/
http://www.fedex.com/
http://www.airborne.com/


16. DISCHARGE PRINT-OUTS:
Quarterly you will receive an open liability printout listing all powers that remain open.           

Please remember to include the bond’s discharge date; this information is important for
statistical reasons.

If you have suggestions or comments on the reporting process, please contact Janet Haskett,
Melissa Combs, or Kim Smith at (317) 875-8700.



American Surety Company
Bail Bond Execution Report

Agent # : 13999-0000
Agent Name: Thomas, Joe
Report # : 1
Report Date: 03/01/01

Execution Bond Gross Net  Collateral
Defendant Name Date Amount Prem Prem City State Case Number Type

AS 1 525830 Spencer, Jimmy 2/9/01 $300.00 $30.00 $7.50 Indianapolis IN 01-985M268  
AS 1 525831 Spencer, Jimmy 2/9/01 $500.00 $50.00 $7.50 Indianapolis IN 01-985M269
AS 1 525832 Spencer, Jimmy 2/9/01 $1,000.00 $100.00 $15.00 Indianapolis IN 01-985M270
AS 1 525833 Martin, Melody 2/20/01 $787.50 $78.75 $11.81 Indianapolis IN 01-986B208
AS 5 325869 Williams, Michael 2/12/01 $4,500.00 $450.00 $67.50 Indianapolis IN 01-965M258  
AS 15 258612 Jones, Claire 2/15/01 $7,500.00 $750.00 $112.50 Indianapolis IN 01-977J201

 AS 15 258613 Smith, Frank 2/27/01 $15,000.00 $1,500.00 $225.00 Carmel IN 01-3852M88
AS 25 138526 Love, Timothy 2/7/01 $20,000.00 $2,000.00 $300.00 Zionsville IN 01-988K285
AS 50 125866 Henderson, Laura 2/22/01 $50,000.00 $5,000.00 $750.00 Indianapolis IN 01-955L257 Cash

5 AS 100 105896 Lawrence, Steven 2/16/01 $75,000.00 $7,500.00 $1,125.00 Indianapolis IN 00-8257615 Cash
AS 50 115392 Lawrence, Steven -$50,000.00 -$5,000.00 -$750.00 00-8257615
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00  
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00
AS $0.00 $0.00

264 3432100 $124,588 $12,458.75 $1,871.81

Prem Due $1,871.81
Buf Due $1,245.88
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Example is Using:

Gross Premium Rate is 10%;      ** Minimum Premium is $7.50
Premium Rate is 1.5%;        Buf Rate is 1.0%

**$7.50 / 1.5% = $500.00  - Any bond executed for $500.00 or less required to pay Minimum Premium of $7.50

Please enter re-writes as a negative amount immediately followed by the correct amount. Page 1 of 1


