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PURPOSE:

To provide instructions for creating and processing check requests.
OBJECTIVE:
· To provide the necessary direction to ensure that creating and processing check requests are correctly and accurately done,

· To ensure the consistent creation and processing of check requests over time.
EVENT DRIVER:

· There is a need for a manual check to be cut.
PROCEDURES: 
I. Creating Check Requests:
1. Open the file: F-ACC-1018: Check Request form.
2. Each unit is responsible for assigning a tracking number that is unique to their area. In the Tracking Number field, enter a unique tracking request number.  
3. Click on the applicable Account Type box to place an X next to it.
4. Enter all the appropriate information in the applicable fields:

A. Case Number

B. Payable to

C. Issue Amount

D. Deposit Date 

E. Receipt Number

F. Payment Type / Receipt Total

a. Refunds will be issued in the form of a manual check for all payment types except for full refunds to credit cards; please see PRO-ACC-1024: Creating Credit Card Refunds.
b. Electronic Fund Transfers (EFT’s) will also be refunded in the form of a manual check unless otherwise directed by a court order.
G. Reason for the refund.  

H. Service code 

I. Party Mailing Information

J. Requested by and date
5. E-mail completed requests to TrustResponse@mail.maricopa.gov for processing.
II. Processing Check Requests:
1. Open the Trust Response public e-mail folder.
A. Open the attachment to the e-mail and save the check request in the appropriate Account Type approved folder located: S:\Fin_Svc\Manual Checks.
a. Open the Cash Receipting System.  On the Receipt Inquiry screen, enter the receipt number into the appropriate field.  

b. Verify all fields on the check request are complete and the information entered is accurate.
c. Sign the Reviewed/Approved By space and date it.  
d. E-mail the Accountant or Manager to request final approval for processing.
POLICIES / RELATED DOCUMENTS:
· PRO-ACC-1008: Producing Manual Checks 
· PRO-ACC-1024: Creating Credit Card Refunds
OTHER PARTIES INVOLVED:
· Billing & Deferral 
· File Counter 
· Family Court Services
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
· MS Outlook e-mail
· Trust Response public e-mail folder
REPORTS / FORMS:
· F-ACC-1018: Check Request form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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