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PURPOSE:

To provide instructions for reconciling the Trust database.
OBJECTIVE:
To verify that the Trust database balance.

EVENT DRIVER:

· Customer funds are deposited and released out of the Trust Database on a daily basis.
PROCEDURES:
1. Open the Cash / Trust Systems Reconciliation spreadsheet S:\Fin_Svc\Trust System\Daily Reconciliation\[current year]\[last business date saved].
2. Update the date field to the prior business day date.  
3. Click: File>Save As> S:\Fin_Svc\Trust System\Daily Reconciliation\[current year]\[prior business date].  See existing files for examples of the format.

4. Enter the Current Trust Balance into the Prior Business Day Trust System Balance field.
5. Open the Cash Receipting System.
6. Click: Reports>Report Selection.  Change the Items Per Page to 100.
7. Select COSCX-D&CMS-031: Service Code Activity Detail.
8. Change both the Start Date and the End Date to the prior business date.    
9. Using the pull-down menu in the Service Code field, de-select All.  Select 790 and 795.  
10. Click View Report.
11. Enter the total on the 790 and 795 reports in the Deposit 790 and the 795 fields on the Trust/Cash Systems Reconciliation spreadsheet. 
12. Open the Trust Database application.  The Trust Database Application window will open.

13. Click on Reports in the toolbar.  The Reports pop-up window will open.  
14. Click Trust DB Totals from the list of reports.  
15. Change the Date field to the prior business date.  Click Preview.
16. The Trust Database Total Report will open.

17. Enter the Total Deposit Balance into the Current Trust Balance field of the Trust / Cash Systems Reconciliation spreadsheet.
18. Open the prior business day Manual Check Trust file S:\Fin_Svc\MANUAL CHECKS\TRUST\CHECKS\[prior business day]. 

19. Open the CK REG. Enter the Checks Total on the Trust/Cash System Reconciliation spreadsheet. 
20. If the two systems don’t balance, the Difference field will display the discrepancy. If in Red, the Cash System will have funds that have not yet been entered into Trust.  Review the 790 and 795 reports for the discrepancy.  If the Difference is in Black, there are funds in Trust database that have not been entered into the Cash System yet, or may not have yet been disbursed from the Trust database.

a. Enter the discrepancy into the appropriate field(s) in the Trust / Cash Systems Reconciliation spreadsheet.

21. Once the Trust / Cash Systems Reconciliation spreadsheet balances, save the spreadsheet file. Notify the other Accounting Specialist that the Trust / Cash Systems are in balance for the report date.

22. Close all applications.

POLICIES / RELATED DOCUMENTS:

· N/A
OTHER PARTIES INVOLVED:
· Filing counter
TIME / VOLUME:

· Varied
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Access to Trust Database
· Cash Receipting System 

· S:\Fin_Svc\Trust System\Daily Reconciliation folder
REPORTS / FORMS:
· The Trust / Cash Systems Reconciliation spreadsheet 
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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