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PURPOSE:

To provide instructions for the completion of Internal Revenue Service Form 8300: Report of Cash Payments over $10,000.00
OBJECTIVE:
· To complete IRS Form 8300 accurately and consistently over time.
EVENT DRIVER:

· A cashier receives more than $10,000.00 cash in a single transaction or in a combination of two or more related transactions within a 24-hour period from the same individual and the charges on the case are for drugs, racketeering, or money laundering (fraudulent schemes).
PROCEDURES: 
1. The cashier will have the customer complete Parts I and II of IRS Form 8300.

A. Required fields for Part I: Individual paying the funds
a. Full name (lines 3, 4 and 5)

b. Social security number (line 6)

c. Address (lines 7, 9, 10 and 11)

d. Date of birth (line 8)

e. Valid identification number (i.e. current driver’s license with picture; official numerically registered government issued picture identification card, such as a passport) (line 14, a, b and c)
B. Required fields for Part II: Individual the funds are being paid for
a. Full name (lines 16, 17 and 18)

b. Social security number (line 19)

c. Address (lines 21, 23, 24 and 25)

2. The cashier will complete Part III of the form.
A. Required fields for Part III: Method of Payment

a. Receipt date (line 28)

b. Total cash received (line 29)

c. U.S. currency (line 32a)

d. Amount in $100 bills or higher (line 32a)

e. Type of transaction (line33; check letter i)
3. The cashier is to ensure Parts I, II and III of the form are complete and legible and email the form to the Accounting Department at trustresponse@mail.maricopa.gov. 

4. Accounting will take the information received the filing counter to complete a new IRS Form 8300: Report of Cash Payments  
5. Accounting will complete Part IV of the form
A. Required fields for Part IV: Business that Received Cash

a. Name of business that received cash (line 35)
b. Employer Identification number (line 36)

c. Address (number, street) (line 37)

d. City (line 38)

e. State (line 39)

f. ZIP code (line 40)

g. Nature of business (line 41)

h. Title (line 42)

i. Date of signature (line 43)

j. Contact telephone number (line 45)

6. Accounting will prepare an 8300 Letter to the individual that paid the funds.  
7. The completed IRS 8300 Form and the 8300 Letter will be taken to the Accounting Manager for signature.  
8. Save a copy of the letter and 8300 Form, save the file at: S:\Fin_Svc\8300 Forms\ [Current Year]\ [Case Number, Defendant Name, Date].pdf.
9. Mail the original 8300 Form to: Internal Revenue Service, Detroit Computing Center, P.O. Box 3261, Detroit, MI 48232.

10. Mail a copy of the 8300 form and letter to the individual that paid the funds.  
POLICIES / RELATED DOCUMENTS:
· F-ACC-1001: Cover Letter for IRS Form 8300
OTHER PARTIES INVOLVED:
· Criminal Filing Counter
· Accounting Manager
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· MS Outlook
· MS Word
· Adobe Acrobat X Pro
· E-Mail
· S:\Fin_Svc\8300 Forms\
REPORTS / FORMS:
· F-IRS-8300: IRS Form 8300 (COSC Edited Version)
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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