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PURPOSE:

To provide instructions for processing unidentified payments.
OBJECTIVE:
· To provide the necessary direction to ensure that unidentified payments are correctly and accurately applied,

· To ensure consistent handling of unidentified payments over time.
EVENT DRIVER:

· An unidentified payment is received:
· From COC Mailroom
· Via e-mail from another department
PROCEDURES: 
I. From COC Mailroom

1. The mailroom delivers a payment with a REJECTED written on it signifying that the payment has insufficient information as to the intention of the payment.
2. Search iCIS, OnBase, White pages, Accurint, USPS, or other valid websites to validate the address.
3. Search Public Access Case Look-up; Arizona Department of Corrections Inmate Database, Accurint, or other valid websites by the name and/or address on the payment to see if any information is available that would lead to finding a case number. 
A. 00If the payment belongs to COC, continue to step 4.
B. If it belongs to another Court/Entity, skip to section II.
4. Log the payment into the Unidentified Check Spreadsheet: S:\Fin_Svc\ UnidentifiedItems\[Current Spreadsheet].
5. Once a case number is found, write the case number on the payment and forward it to the Billing & Deferral Unit to receipt.
6. If the case number cannot be found, complete a RETURNED CK LTR located S:\Fin_Svc\UnidentifiedItems\Letters to return the payment to the sender.
7. Scan a copy of the RETURNED CK LTR and payment to S:\Fin_Svc\UnidentifiedItems\Letters\[Year].
II. Rejected - Payment intended for another Court/Entity.

1. Contact the court or entity to which the payment is suspected of belonging.
2. Verify payment is needed with the court or entity

A. If payment is needed, scan a copy of the payment to S:\Fin_Svc\UnidentifiedItems\Letters\[Year}.  Note the action taken in the file and forward the payment to the corresponding court.
B. If payment is not needed, complete a RETURNED CK LTR located S:\Fin_Svc\UnidentifiedItems\Letters to return the payment to the sender.  Scan a copy of the RETURNED CK LTR and payment to S:\Fin_Svc\UnidentifiedItems\Letters\[Year].
III. Via e-mail from Criminal Financial Obligations (CFO):
If an unidentified payment is received from CFO, it is receipted in the Cash Receipting System under service code 999 as suspense or fee. 
1. If Suspense 999: Open the Unidentified Check Spreadsheet SUSP tab of S:\Fin_Svc\ UnidentifiedItems\ [Current Spreadsheet].  Log the payment into the appropriate current month section of the spreadsheet (Case Number, Name, Amount, Amount In, Amount Out, Resolution Status, and Receipt Number).
A. Search iCIS, OnBase, White pages, Accurint, USPS, or other valid websites to validate the address.
B. Search Public Access Case Look-up; Arizona Department of Corrections Inmate Database, Accurint, or other valid websites by the name and/or address on the payment to see if any information is available that would lead to finding a case number. 
C. If a case number is found, note the action to be taken in the comment column on the SUSP tab if the Unidentified Check Spreadsheet.

D. Open the Cash System.  Click on Payment Processing>Suspense Resolution. Enter the Receipt Number designated on the copy of the payment in the e-mail and press Enter.  
E. The Suspense Resolution Detail tab will open.  Click Edit.  The screen is now editable.
F. Remove the check mark from the Suspense box.

G. Enter the service code from the research conducted in the step III.1.A. above (most often 700 or 999).

H. Enter the case number if it is not already entered.

I. Confirm the Amount.  Click Add.

J. The Receipt Item Detail window will open.  In the Payer Lookup below, all payers listed associated with the case will be listed.

K. Select the appropriate payer and click Select.

L. From the pull down menu in the Resolve Reason section, select the appropriate reason (usually, 24-Other).  Enter the payer’s Name.  Click Save.

M. The Suspense Resolution window will be displayed.  Click Save at the bottom of the page.  The Detail tab will display Suspense Resolve page saved successfully for Receipt # XXXXXXXX.  The batch must now be closed.
N. To close the batch, click on Payment Processing>Batch Close.  The Batch Close window will open.  Enter the receipt number and click Search. Click Close.  The message Batch successfully closed will be displayed.  
2. If 999: Open the Unidentified Check Spreadsheet UNIDENTIFIED tab of S:\Fin_Svc\ UnidentifiedItems\ [Current Spreadsheet].  Log the payment into the appropriate current month section of the spreadsheet (Case Number, Name, Amount, Amount In, Amount Out, Resolution Status, and Receipt Number).

A. Search iCIS, OnBase, White pages, Accurint, USPS, or other valid websites to validate the address.
B. Search Public Access Case Look-up; Arizona Department of Corrections Inmate Database, Accurint, or other valid websites by the name and/or address on the payment to see if any information is available that would lead to finding a case number. 
C. If a case number is found, note the action to be taken in the Resolution Status column of the UNIDENTIFIED tab.  Save and close file.
a. Follow PRO-ACC-1018: Creating and Processing Check Requests to request a manual check.
POLICIES / RELATED DOCUMENTS:
· PRO-ACC-1018: Creating and Processing Check Requests
OTHER PARTIES INVOLVED:
· Billing & Deferral 
TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Revenue Results
· OnBase
· iCIS
· The Cash Receipting System
· Sunbox
· MSOutlook
· Internet Explorer
REPORTS / FORMS:
· S:\Fin_Svc\UnidentifiedItems\[Current Spreadsheet]
· S:\Fin_Svc\UnidentifiedItems\Letters\Returned Ck Ltr
DEFINITIONS:
· Unidentified Funds: Funds remitted to the Clerk of Court will be deemed as “unidentified” if accompanying information is insufficient for the Clerk to make a positive application to any of the accounts established to receive funds.  
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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