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PURPOSE:

To provide instructions for depositing and disbursing trust funds held in interest bearing accounts.
OBJECTIVE:
· To deposit funds to or disburse funds from interest bearing accounts accurately and consistently over time.
EVENT DRIVER:

· Deposited funds are ordered to be held in an interest bearing account, or
· An order is received to disburse funds from an interest bearing account. 
PROCEDURES:
I. Funds are Received:
1. Follow Work Instruction PRO-ACC-1011: Entering bonds in the Trust System, section II. All Other Case Types 2. All Other Deposit of Funds to enter the funds into the Trust database. The Type of Deposit for all Probate cases is Probate. 
Note: Some funds are received from the Arizona Attorney General’s Office which will include the case information and the instructions relating to the seizure of funds to be held in Trust. 

2. E-Mail the Accountant to request funds be deposited to an interest bearing account.  The e-Mail must contain the case number, amount to be invested, date the funds were receipted and receipt number:

A. Please have the following funds transferred to a new IBA.

B. Case PB2016-091505

C. Amount $4,168.76

D. Receipt 25854312

E. Dated 02/12/2019

3. The Accountant will contact the bank to request a new interest bearing account to be established.  It takes about three business days.
4. If the funds are to be deposited in an already existing IBA send the Accountant the current account number. Change the request to:

A. Please transfer the following funds to account [current account number].
B. Follow above B thru E.
5. It only takes one business day for the funds to be transferred for existing accounts.

6. The Accountant will e-Mail confirmation once notification is received from the bank and the new account number assigned.
A. Request completed, account number assigned: 825532976 [unless already existing], Please update Trust.

7. Open the Trust database.

A. On the toolbar, click on the Disbursement icon.  The Specify Case Number and/or Booking Number pop-up window will be displayed.  Enter the case number.  Click OK.  The Entry of Disbursements window will open.

B. Enter the dollar amount to be disbursed in the Disburse Amt field.

C. Tab to or click the Disbursement Date field.  Enter the current date.

D. Tab to or click on the Check Number field.  Enter BT for bank transfer.
E. Click on Paid To.  The Paid To pop-up window will be displayed.

F. Click on the Business radio button, and enter the COSC servicing bank name. [JPMorgan Chase] and the IBA Account number. Click Save.

G. In the Entry of Disbursements window, Comment field.  Enter the IBA Account number.  If there are multiple IBA accounts for one case note the party’s name in the Comment field. Click Add.

H. The Add a Disbursement window will open asking Are you sure you would like to create a Disbursement Record?  Click Yes.
I. The Disbursement Record Posted window will open advising that A Disbursement was Successfully Posted.  Click OK.
J. The Generate Notice of Release window will open asking to Preview/Print, eFile Now, Save to File, or Close. Click Close.  The window will close.
K. Click Close on the Generate Notice of Release window. The window will close.

L. The Create Another Disbursement window will open asking Do you want to create another Disbursement?  Click Yes, unless all funds have been disbursed from the Trust database.
M. After all funds have been disbursed click the “e” on the Trust toolbar. The eFiling Control Center window will open.  Click the Search button.

N. Click the Select All button.

O. Click the Preview/Print radio button.

P. A Notice of Release of Deposit will appear for each disbursement made. Click Print on the tool bar to print the Notice of Release of Deposit.
Q. After printing select Discard in the e-Filing Control Center.
R. File stamp each Notice of Release of Deposit.
S. Once file stamped, forward them to the respective staging location to be filed.
II. Disbursing Funds from an Interest Bearing Account:

1. An Order to Disburse Funds Held in an IBA is received.
A. Open Trust System.
B. Click on the Inquire icon on the toolbar. The Inquire pop-up window will display.
C. Enter the case number in the Case Number field.
D. Click Search.  The Search Results will be shown in the viewing pane below.
E. Click the Disbursement tab.  Note the account number and name if applicable in the Comment field.
F. Notify the accountant by email that an order has been received to disburse funds from an interest bearing account.  Include the case number, the account number, and original amount of the deposit.  If the disbursement is for less than the entire amount on deposit, include the exact amount and indicate it is a partial disbursement. 
A. Please request the following funds for disbursement.

B. Case PB2012-000419

C. Account 86554312

D. Principal $7,765.35 Plus interest [or partial release $2,500]

Note: Some of the older disbursements may show a sub account number and a group number instead of an account number.
G. The Accountant will contact the bank to request the funds. It takes about three business days for the funds to be returned.
2. Funds are received from an interest bearing account to disburse.
A. When the funds are available for disbursement, the Accountant will provide a copy of the bank statement and a Balance & Transaction Detail for each account being released.
B. Follow PRO-ACC-1011: Entering Bonds in the Trust System, 2. All Other Deposit of Funds, C. Entering deposit of funds in the Trust System  to re-deposit the funds in the Trust System. 
Note: The Principal and Interest are entered into Trust separately.

C. Enter the information on the IBA spreadsheet: S:\Fin_Svc\Trust System\IBA\Completed W9 Forms\ [Current Year]\ [Current Year] IBA Funds.xls.  If the interest is $600 or more, a W9 form must be completed by the individual receiving the funds before the interest can be released. This applies to individuals only not businesses or government agencies.  
D. Forward the Notice of Deposits and the copy of the bank statement to Billing and Deferral to be entered into the Cash Receipting system per PRO-BILL-1016: Bond Receipting.  
E. Once receipted, the Billing and Deferral Unit will return the paperwork to Accounting.  Verify the case number and dollar amount on the Notice of 
Deposit matches the cash receipt stamp in the upper right hand corner of the document.  Verify the service code used on the receipt stamp reads: TRUST OTHER.

3. Follow PRO-ACC-1008: Producing Manual Checks I. Trust to disburse the funds from Trust to the party.
POLICIES / RELATED DOCUMENTS:

· PRO-ACC-1008: Producing Manual Checks 

· PRO-ACC-1011: Entering bonds in the Trust System
· PRO-BILL-1016: Bond Receipting
OTHER PARTIES INVOLVED:

· CMS Accounting
· Attorney General’s Office
· Billing & Deferral Department
· The Courts

· COSC Servicing Bank

TIME / VOLUME:

· Varied
FREQUENCY:

· Varied
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Trust System
· iCIS
· Trust Response Public e-Mail folder
· Microsoft Dynamics GP-PROD
· Share Drive
REPORTS / FORMS:

· S:\Fin_Svc\Trust System\IBA\Completed W9 Forms\ [Current Year]\ [Current Year] IBA Funds.xls
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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