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 BOND MANAGEMENT 
Course Description 
The bond management course describes the process used for creating and maintaining bond 
information in the WellSTAR system. 
 

Process Flow 
 
The end-to-end process for Bond Management covers the following: 

 
• Create and Maintain Bonds 
• Release Bond 
• Generate Bond Release Correspondence to Operator  
• Monitor Bond Data 

 
 

1 CREATE AND MAINTAIN BONDS 
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1.1 Search for Operator 
 
Key Points 
Always search via Advanced Filtering to verify no duplicate or similar entries exist. 
 

 
 
1.2 Create a Bond 
 
Key Points 

• Triggered by new bond submission by Operator 
• HQ user will approve or deny 
• Operator will be notified through correspondence 

Step Action Required Fields 
1.  Select Explore Data then select Bonds from 

drop down menu. 
 
 

 

2.  Select Advance Filtering.  
3.   

 
 
Select a field to search (Example: Operator). 

 

4.  Select filter parameters.  
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Step Action Required Fields 
1.  Click Actions drop down menu and select Add New Bond. 

 

 

2.  Verify operator name is correct. 

 
Fill in Organization information and “Description”. 
Click Save. 

Organization 
Description 

3.  WellSTAR will assign a Form ID and opens the Form Navigation.  

 
Click Next. 
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4.  Review Organization Information 

 
Click Next. 

 

5.  Fill in the bond information:   
• Select the Bond Type: cash, passbook, indemnity, or 

certificate of deposit 
• Select the Bond Coverage: Offshore, Onshore 
• Select Bond Purposes: Commercial Class II, Idle Well, 

Life of Facility, Life of Well, Well Depth < 10000, Well 
Depth > 10000 

 

 
Click Next. 
NOTE: Users can Save the form using the save button complete 
and submit the form at a later time.  The form can be retrieved 
from Forms in Progress tab. 

Bond Type 
Bond Coverage 
Bond Purpose 
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6.  Click on Add Instrument:  
Fill in the instrument Information: Enter Bond value, instrument 
number and Description. 

 
Click Next. 

Instrument Type 
Value 
Instrument No. 
Description 

7.  In the “Select Wells Grid” click the well and use down arrows to 
move the well to associated wells. 
Click the box next to API to select all the wells on the page and use 
down arrows to move all the associated wells. (Note: This will only 
select the 20 wells on the current page. Additional wells will have 
to be selected on the subsequent pages). 

 
In the “Select Facilities Grid” select the facility and use down 
arrows between the two lists. 
Click Next.  
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8.  Upload pertinent documents such as:  
• Power of attorney 
• Bond Form 
• Bond rider 
• Notarized signature 

 

 

9.  Use the Actions drop down to select Add New.  
10.  Enter the required information.   

11.  Navigate to the file to be uploaded.  
Note: When filing on behalf of the Organization, the original 
documentation submitted by the Organization via paper mail, 
email, or other method should be uploaded during this step. 

 

12.  Select Upload.  
13.  Select Save.  
14.  Select Next.  
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15.  On the Form Submit tab, add other Form ID associated with the 
bond. 

 
 
 

 

16.  To associate a form that already exsits in the WellSTAR system to 
this form: 
Select + Add Form button. 

 

17.  Select the form to be associated.  
18.  Select Save.  
19.  Click on Preview Submission Summary to review before submittal. 

 
Click on the acknowledgement box for certification. 
Click “Next”. 
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1.3 Modify a Bond 
Key Points 

• Occurs when: 
o Operator name change 
o Change in well designation on individual Bond 
o Increase monetary liability associated with bond 
o Replacement bond or other type of rider 

 

20.  Confirmation Tab – WellSTAR will confirm that Bond Form has 
been successfully submitted.   Click Close.

 
 

 

Step Action Required 
Fields 

1.  Select “Explore data” and then select “Bonds”.  
2.  Search for bond using  bond number. 
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3.  Click bond number to open “Bond Details” and click Edit Details.

 

 

4.  Enter reason for change in Description and click Save. 

  

Description 

5.  WellSTAR will assign a Form ID number and click Next. 
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6.  Review the Operator Information.  Click Action to Add additional 
contact person and click Next. 
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7.  Modify Bond Information if required and click Next. 

 

 

8.  Modify Instrument Information if required and click Next. 
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9.  Add Wells or Facility to Associated Bond and click Next. 

 

 

10.  Upload supporting document and click Next. 
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1.4 Release Bond 
Key Points 

• Initiated by Operator or Agency user submission of “Bond Release Request” form 

11.  Click on Preview Submission Summary to review, click Acknowledgement 
box, and click Submit. 

 

Check box 
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• Reviewed by District Bond Coordinator and then finalized by HQ Bond Administrator 
• A bond release is requested when: 

o A field or well has been abandoned 
o An operator has sold the asset and no longer is liable for bonding 

Step Action Required 
Fields 

1.  Select “Explore data” and then select “Bonds”.  
2.  Search for bond using operator name or bond number.  
3.  Click bond number to open, Click Actions, click Bond Detail, and click 

Bond Release Request. 

 

 

4.  Enter a short description and Click Save & Continue. 

 

Description 

5.  District review Form Navigation Section 1 to 3, upload document and 
submit Bond Release Request form. 
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2 GENERATE “RELEASE BOND CORRESPONDENCE” TO OPERATORS  
 
2.1 Generate “Bond Release Correspondence”  
Key Points 

• Generated by WellSTAR during “Release a Bond” workflow after Operator or Agency 
user submits a “Bond Release Request”. 

 

3 MONITOR BOND DATA 
 
3.1 Monitor Bond Data 
 

 

Step Action  Required 
Fields 

1.  Agency user completes “Bond Release Request”.  
2.  Enter fillable fields with pertinent data to correspondence.   
3.  Once the HQ Bond Release Correspondence review task is completed, 

WellSTAR will generate an Oil and Gas Supervisor Final Review task. 
 

 

 

4.  WellSTAR will email the correspondence to the operator. 
If the operator has selected to receive correspondences through standard 
mail, a task is created indicating the PDF document must be printed and 
mailed. 
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Step Action  Required Fields 
1. Navigate to Bond management page and view a summary of Bond 

Data and Statuses. 
 

3. Click “Actions” button.  
4. Select Export to Excel. 
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