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PURPOSE:

It is the purpose of this procedure to provide processing payment instruments from an attorney or law firm returned for any reason, unpaid by the servicing bank.
OBJECTIVE:
· To collect on all attorney or law firm returned instruments  
EVENT DRIVER:

· A payment instrument from an attorney or law firm was returned by the servicing bank as unpaid 
PROCEDURES: 
1. Retrieve bank statements from servicing bank 
A. Review statements for returned items
2. Forward returned item to Billing and Deferral Department via email to request a billing account be established for the returned item.
3. The Billing and Deferral Department will establish a billing account in Revenue Results for the principal amount of the check plus a $25.00 returned check charge.

4. The account will be established with the account type of NSF-ATTY.  This account type is used as a measure of documenting and tracking returned items from attorneys and law firms.

A. Billing statements will not be generated, therefore no billing cycle is necessary

B. The account will follow the normal account status change in that if no payment is received after 25 business days the account will be transferred to an outside collection agency. 
C. A Work List named, “Attorney NSFs”, within Revenue Results will capture outstanding accounts with the account type of NSF-ATTY for tracking and follow-up.

a. Once the item is paid, or is transferred to an outside collections agency, the account will be automatically removed from the Work List.

5. Billing and Deferral will forward the account number assigned to the billing account via email to the Accounting Department.

6. Accounting will notify the attorney or law firm of the returned payment instrument and request payment be made with the following terms:
A. It must be received within three business days

B. It must be paid with cash or money order
C. It must be referenced with the billing account number assigned

D. If payment is not received, it will be forwarded to the Deputy Director of Cash Management Services for further action.

7. Accounting will add detailed notes in the Revenue Results billing account.
Non-Payment

1. If payment is not received within three business days, Accounting will notify the Deputy Director of Cash Management Services via email containing:
A. The name and contact information of the attorney or law firm

B. A brief summary outlining the details of the returned item
C. A copy of the returned item
2. The Deputy Director will contact the attorney or law firm and request payment be made by the close of business the next business day.
3. If payment is not made, the Accounting Manager will report the matter to the Arizona State Bar Association by calling (602) 252-4804.  This will trigger a return call by a litigation attorney for the Bar Association who will require details be provided in email format.
4. The Accountant will:
A. Provide all details of the transaction and attempts to collect to the litigation attorney

B. Notify the Court Division of the returned item
C. Add the attorney or law firm to the DO NOT ACCEPT Court Orders list
POLICIES / RELATED DOCUMENTS:
· ADDENDUM-ODIR-1001: DO NOT ACCEPT Court Orders
OTHER PARTIES INVOLVED:
· Accounting Department
· Billing and Deferral Department
· Cash Management Services Deputy Director
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Internet Explorer
· MS Outlook
· Servicing Bank Web Application
· Revenue Results
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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