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PURPOSE:

To provide instructions for processing checks returned by the U.S. Postal Service (USPS).
OBJECTIVE:
· To provide the necessary direction to ensure that the processing of checks returned by the USPS is correctly and accurately done.
· To ensure consistent handling and processing of returned checks returned by the USPS over time.  
EVENT DRIVER:

· A check is returned by the USPS.
PROCEDURES: 
I. Trust Checks
1. If the U.S. Postal label provides a new address:
A. Open the Trust system.
B. Click the Maintenance radio button to open the Maintenance screen.

C. Enter the Case Number/Booking Number in the appropriate field and click Search.

D. Click the Transactions radio button.

E. From the pop-up window, click the Disbursements tab.

F. In the comment field enter the following: “[current date] Check returned re-mailed [today’s date] to [address shown on the yellow USPS label] per USPS-(initials).

G. Click the Update button.  A message box appears: Are You Sure You Would Like to Update?.  Click Yes.
H. Place the check in a new envelope with the updated address and place the check in the mail room to be re-mailed to the recipient.  

2. If the Bond poster submitted an Affidavit of Address Change:

A. Refer to procedure PRO-ACC-1033: Processing Address Change or Name Corrections on Jail Bond Receipts.  Follow Section I. Address Change Form. 
3. If the U.S. Postal label does not provide a new address:

A. Open the Trust system.

B. Click the Maintenance radio button to open the Maintenance screen.

C. Enter the Case Number/Booking Number in the appropriate field and click Search.
D. Click the Transactions radio button.

E. From the pop-up window, click the Disbursements tab.

F. In the comment field enter the following: “[current date] Check returned in vault [reason shown on the yellow USPS label] - (initials).

G. Click the Update button.  A message box appears: Are You Sure You Would Like to Update?.  Click Yes.

H. Place the check in the returned checks box located in the vault.

II. Fee Checks
1. If the U.S. Postal label provides a new address:

A. Open the Fee Checks Returned in Mail spreadsheet located at: S:\Fin_Svc\AccountingCheckRequests\Returned Checks Returned in Mail.xls.  Select the current year tab.
B. Add the check information into the “REMAILED” portion of the spreadsheet along with the updated address listed on the yellow USPS label.  
C. Place the check in a new envelope with the updated address and place the check in the mail room to be re-mailed to the recipient.  
2. If the U.S. Postal label does not provide a new address:

A. Look into iCIS or Revenue Results to see if an updated address can be found. 
B. If an updated address is found, completed steps II.1.A through C. 
C. If an updated address is not found, add the check information into the “NOT REMAILED” portion of the spreadsheet.
D. Place the check in the returned checks box located in the vault.
III. CFO Checks
1. If the U.S. Postal label provides a new address:

A. Open the RFR Checks Returned in Mail spreadsheet located at: S:\Fin_Svc\AccountingCheckRequests\RFR Checks Returned in Mail.xls.  Select the current year tab.
B. Add the check information into the “REMAILED” portion of the spreadsheet along with the updated address listed on the yellow USPS label.  
C. Place the check in a new envelope with the updated address and place the check in the mail room to be re-mailed to the recipient.  
2. If the U.S. Postal label does not provide a new address:

A. Look into iCIS or Revenue Results to see if an updated address can be found. 
B. If an updated address is found, completed steps II.1.A through C. 
C. If an updated address is not found, add the check information into the “NOT REMAILED” portion of the spreadsheet.
D. Place the check in the returned checks box located in the vault.
POLICIES / RELATED DOCUMENTS:
· PRO-ACC-1033: Processing Address Change or Name Corrections on Jail Bond Receipts
OTHER PARTIES INVOLVED:
· CMS Accounting
· The Customer

TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· The Trust Database application
REPORTS / FORMS:
· S:\Fin_Svc\AccountingCheckRequests\Returned Checks Returned in Mail.xls 
· S:\Fin_Svc\AccountingCheckRequests\RFR Checks Returned in Mail.xls
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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