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PURPOSE:

To provide instructions for processing affidavits for address changes and name corrections received for funds held in the Trust system.
OBJECTIVE:
· To provide the necessary direction to ensure that the processing of affidavits of address change and name corrections received are correctly and accurately done

· To ensure consistent handling and processing of affidavits for address changes and name corrections received over time
EVENT DRIVER:

· An affidavit of address change or an affidavit of name correction is received by the Accounting Unit
PROCEDURES: 
I. Address Change Form
1. Open the Trust database application.
2. Open the Maintenance screen.

3. Enter case number or booking number in the appropriate field.
4. Click Transaction radio button.

5. The deposit tab will open.
6. Before updating the address verify the Affidavit of Address Change for Bond Release form is:
A. Filled out in its entirety.
B. Signed and notarized by the bond poster.
C. The address change affidavit must be rejected if the criteria in step I.6. A & B are missing.

7. In the Comments field of the Maintenance screen, enter the date, and the phrase “Per Affidavit of Address Change form updated from [enter the current address shown in the Paid By address field]”, and your initials.  
8. Click Paid By.  Enter the new address as shown in the Affidavit of Address Change for Bond Release.  Click Save.  The Paid By window will close.
9. Save the Affidavit of Address Change for Bond Release form: Click File>Save As.  Save the file to: S:\Fin_Svc\Trust System\Address-Name Changes\Address Change\Affidavits\Processed\[case number or booking number].
10. In Trust, click the Disbursement tab to display the disbursement screen.  Check comment field to see if the check was returned by the Post Office.
11. If check returned, retrieve check from vault and re-mail to updated address according to PRO-ACC-1034: Processing Returned Mail.
12. In the Comments field of the Disbursement tab, enter the date, and the phrase “Check re-mailed to updated address”, and your initials.  

13. Click Update.  The Update Record dialog box asking: “Are You Sure You Would Like To Update?” will appear.  Click Yes.
14. Click Exit.

15. If check hasn’t been returned, in the Comments field of the Disbursement tab, enter the date, and the phrase “Address updated after check was mailed”, and your initials.  

16. Click Update.  The Update Record dialog box asking: “Are You Sure You Would Like To Update?” will appear.  Click Yes.
17. Click Exit.

II. Name Correction Form
1. Open the Trust database application.

2. Open the Maintenance screen.

3. Enter case number or booking number in the appropriate field.

4. Click Transaction radio button.

5. The deposit tab will open.

6. Before updating the name verify the Affidavit for Name Correction form is:

A. The form can ONLY be used to correct the spelling of the bond poster’s name.  IF the name is completely different, the bond poster will need to obtain a court order for the change of name.

B. Filled out in its entirety.

C. Signed and notarized by the bond poster.

D. The name correction affidavit must be rejected if the criteria in steps II.6. A, B & C are missing.

7. In the Comments field of the Maintenance screen, enter the date, and the phrase “Per Affidavit of Name Correction form updated from [enter the current name shown in the Paid By name field]", and your initials.  

8. Click Paid By.  Enter the name as shown in the Affidavit of Name Correction.  Click Save.  The Paid By window will close.

9. Save the Affidavit of Name Correction form: Click File>Save As.  Save the file to: S:\Fin_Svc\Trust System\Address-Name Changes\Name Corrections\Processed\[case number or booking number].
10. In Trust, click the Disbursement tab to display the disbursement screen.  Check comment field to see if the check was returned by the Post Office.

11. Previously disbursed checks are handled on a case by case basis depending on the check status. See PRO-ACC-1015: Stale Dating, Stopping Payment, and Voiding Checks for further instructions.
III. Rejecting Documents
1. Address Change Form:
A. Enter note in comments section “[current date] Affidavit of Address Change Rejected [state reason].
B. Save document in the following folder S:\Fin_Svc\Trust System\Address-Name Changes\Address Changes\Rejected.
C. Attempt to contact customer to obtain new corrected form.

2. Name Correction Form:
A. Enter note in comments section “[current date] Name Correction Form Rejected [state reason].

B. Save document in the following folder S:\Fin_Svc\Trust System\Address-Name Changes\Name Corrections\Rejected.

C. Attempt to contact customer to obtain new corrected form.

POLICIES / RELATED DOCUMENTS:
· PRO-ACC-1015: Stale Dating, Stopping Payment, and Voiding Checks
· PRO-ACC-1034: Processing Returned Mail
OTHER PARTIES INVOLVED:
· CMS Accounting

· Criminal Filing Counter

· Bond poster
TIME / VOLUME:
· Varied 
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Trust Response public e-mail folder
· Trust database application
· S:\Fin_Svc\Trust System\Change of Address\Affidavits\Processed\[case number or booking number]
· S:\Fin_Svc\Trust System\Change of Address\Affidavits\Rejected\[case number or booking number]
REPORTS / FORMS:
· N/A
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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