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PURPOSE:

To provide instructions for processing Arbitration Bond transfers.
OBJECTIVE:
· To process End of Month Arbitration Bond transfers accurately and consistently over time.
EVENT DRIVER:

· Order of Dismissal is filed on an Arbitration case
· Satisfaction of Judgment is filed on an Arbitration case

· Arbitration case is lacking an order from the Court for disposition of funds 
PROCEDURES:
I. Receipt of Notification of Arbitration Report:

1. Open report in S:\Fins_Svc\Trust System\Arbitration Bond\Arbitration Reports\[current year]. The report will be the most recent date. 
2. Review the report entries in BLACK text without BLUE fill. 
A. Open iCIS.
B. Enter the Case Number.  Click Search.

C. Click Entry>Docket.  The Docket window will open.

D. Verify that one of the following conditions apply:

a. A FULL Satisfaction of Judgment has been filed, or

b. A FULL Order of Dismissal has been filed.
E. If neither of the above conditions a. or b. apply the Case is lacking and Order from the Court for the disposition of funds and no action is needed at this time.
F. If one of the above conditions apply a. or b. enter in the coinciding Cell under the Account Review column either Dismissal or Satisfaction.

G. Enter the date of the Satisfaction or Dismissal in the Cell coinciding under the Date of Action column.

H. Enter the formula =F[date of action cell number]+90 the coinciding cell under the Date Eligible for Release.

I. Add the BLUE fill to the row. 

3. Review the report entries in RED text.
A. Open iCIS.

B. Enter the Case Number.  Click Search.

C. Click Entry>Docket.  The Docket window will open.

D. Verify that one of the following conditions apply:

a. A FULL Satisfaction of Judgment has been filed, or

b. A FULL Order of Dismissal has been filed.

E. If neither of the above conditions a. or b. apply the Case is lacking and Order from the Court for the disposition of funds. Change the RED bolded text to BLACK text. 

F. If one of the above conditions apply a. or b. enter in the coinciding Cell under the Account Review column either Dismissal or Satisfaction.

G. Enter the date of the Satisfaction or Dismissal in the Cell coinciding under the Date of Action column.

H. Enter the formula =F[date of action cell number]+90 in the coinciding cell under the Date Eligible for Release.

I. Add the BLUE fill to the row. 

J. Repeat steps I. 3. A. through H. until all of the bolded RED entries are updated.

4. Updating report in preparation for Forfeiture.

A. Review the report for all bonds with a Date Eligible for Release in the current month.

B. Change the bolded BLACK text to bolded RED text.

C. Open the Trust System program.

D. Click the Maintenance icon. The Account Maintenance pop-up window will be displayed.
E. Enter the Case Number in the Search by field.  Click Search.  
F. The search results will be displayed in the Search Results viewing pane.
G. Click Transactions.  The Maintenance pop-up window will be displayed.
H. In the Deposit Type drop-down menu, change it to Y-Arbitration Transfer.  Click Update.
I. The Update Record pop-up window will be displayed asking: Are you sure you want to update?  Click Yes.
J. The Maintenance window is displayed, click Exit.
K. Repeat steps I.4 A. through J. until all of the bolded RED entries are updated.
II. Forfeiting the Arbitration Bonds:

1. After all Criminal Bond Forfeitures are transferred or on the second business day of the month.

2. In the Trust Database, click: Process>Add Bond Forfeiture.  

3. The Specify Case Number pop-up window will display.  Enter the Case Number from the next available bolded RED entry of the Notification of Arbitration Report and click Enter.  The Entry of Bond Forfeiture pop-up window will be displayed.  

4. In the column titled Selected, double-click on the No to change it to Yes. Tab to the Forfeiture Date field and enter the current date.  Click Save.  The Changes Have Been Saved dialog box will open.  
5. Click Yes if there are more to process, and repeat steps 2 thru 4 until all entries have been processed, otherwise click No.

III. Preview the Bond Forfeiture Transfer Report:

1. Open the Trust application.  
A. Click on Process>Transfer Bond Forfeitures.  The Transfer Bond Forfeitures pop-up window will open.
B. From the list of transfer functions, select Transfer Report.
C. In the Criteria pane, enter the Current Date as the beginning and ending dates.
D. Select Preview.
E. The Bond Forfeitures Transferrable to County Treasurer report will open.

F. Count the number of cases listed on the report.  Note this quantity, and the total dollar amount, to be used later. Compare the dollar amount and total number to the entries on the report in RED see S:\Fins_Svc\Trust System\Arbitration Bond\Arbitration Reports\[current year]. 
IV. Creating Invoice and Manual Check:

1. Follow Work Instruction PRO-ACC-1008: Producing Manual Checks, section I Trust. The check is to be made payable to: Maricopa County Treasurer; Vendor ID TMCT. Enter in the description field the number of bond forfeitures i.e. 100 Arbitration Bond Forfeitures. Enter the month and year of the date range of the Bond Forfeitures Transferrable to Maricopa County Treasurer report in the Document Number field i.e. January 2019.
V. Process the Transfer of Bonds in Trust:
1. The transfer should be completed once the payment ID number is available but before the check batch is submitted for approval.

2. In the Trust application, click on Process>Transfer Bond Forfeitures.  The Transfer Bond Forfeitures pop-up window will open.

3. From the list of transfer functions, select Process Transfer.

4. In the Criteria pane, enter the Current Date as the beginning and ending dates.
5. In the Payment ID field, enter the Payment number from the GP attachment 
6. Verify the “Paid To” field reads as Maricopa County Treasurer.
7. In the Transfer Bond Forfeitures window, click Transfer.  A pop-up window will be displayed indicating: You are about to transfer [x] number of deposits.  Are you sure you want to continue?  Click Yes.
8. Another pop-up window will appear asking: Would you like to print a transfer report.  Click Yes.  The report will open.  Click on the Print icon in the toolbar.  The Print pop-up window will be displayed.  Select the Adobe PDF Printer Click Print. Save the report in S:\Fin_Svc\Manual Checks\Trust\Checks\ [current date]. 

9. After saving the report Click Print again and print a hardcopy of the report. Close report. 

10. Another pop-up window will be displayed asking: Print/Preview; e-file Now; or Save to File.  Click e-file Now to e-file all the Notice of Release.  
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11. The Transfer Report and the check are forwarded to the Accountant for processing.
12. In the Notification of Arbitration Report with column heading Date Transferred, enter the Current Date for each of the bolded RED entries that were updated.
POLICIES / RELATED DOCUMENTS:

· SB 1225: Arbitration
· PRO-ACC-1008: Producing Manual Checks
OTHER PARTIES INVOLVED:

· CMS Accounting
· The Courts
· County Treasurer’s Office

TIME / VOLUME:

· Varied
FREQUENCY:

· Monthly, every second work day of the month
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· The Trust application
· Microsoft Dynamics GP-PROD

· iCIS 

· Check stock in the Cash Vault

· S:\Fins_Svc\Trust System\Arbitration Bond\Arbitration Reports
DEFINITIONS:
· Arbitration: Process of resolving a dispute or a grievance outside a court system by presenting it for decision to an impartial third party.
REPORTS / FORMS:

· Notification of Arbitration Report located at S:\Fins_Svc\Trust System\Arbitration Bond\Arbitration Reports
· Order of Dismissal
· Satisfaction of Judgment
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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