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PURPOSE:

To provide instructions for receiving payment checks from the Department of Revenue (DOR) of the State of Arizona, via the AOC, for debtor interceptions that have occurred with the TIP Program on behalf of the Clerk of Court, Billing and Deferral Unit. (Note: Funds flow from the DOR to the AOC then the AOC distributes the funds) 
OBJECTIVE:
· To ensure that all payments received by the Court are entered into and applied appropriately to the respective debtor number(s) in the COSC Cash Receipting System in a timely manner.
EVENT DRIVER:

· This procedure is followed upon receipt of a check from the Department of Revenue of the State of Arizona from debtor interceptions that have occurred with the TIP Program.   
PROCEDURES:
1. Upon receipt of the check and supporting documentation, do the following:
A. Sub-Total of the Amount to Send to Court column on each page will be done by Accounting.  Accounting will manually sub-total the Amount to Send to Court column on each page and write it at the bottom of that column on each page.  The sum of all page sub-totals should equal the amount of the check.
2. Open Revenue Results and verify the amount owed is still the same (no other payments have been received since finalization)  by doing the following:

A. Search each payment by SSN by entering the Social Security Number in the following format:
· In the SS# field WITH dashes
B. Verify that the Claim Amount equals the total amount for the debtor that has any accounts in PCOLL (Account Status = PCOLL).  (The total SHOULD NOT include amounts in SUSPENSE, nor should it include CURRENT amounts… i.e., 30+ or 60+ account status.  Accounts in OCA status will have already been entered in TIP and the TIP field marked YES.)

C. Note on the support documentation any overpayments next to each appropriate debtor number (i.e.: $51.00 OP).
D. Print the debtor information by right clicking on the debtor screen, select Print Debtor Information, and select Print (Only 1st page). Write down O/P and the amount overpaid. This printout will be given to person checking for other court’s TIP owed fees or Accounting Department.
3. Proceed with work instruction PRO-BILL-1012: Creating, and Receipting from, an Unapplied Balance.

4. Ensure all Payment ID’s are written on the supporting documentation; scan and save all documents to the following file: S:\Fin_Svc\Billing & Deferral Unit\TIP Payment\[Current Year] TIP Payments. 
POLICIES / RELATED DOCUMENTS:

· PRO-BILL-1012: Creating, and Receipting from, an Unapplied Balance
· ARS 42-1122: Setoff for debts to state agencies, political subdivisions and courts; revolving fund; definitions
OTHER PARTIES INVOLVED:

· CMS Accounting
TIME / VOLUME:

· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:

· Revenue Results 
· VPN
· TIP application
· Cash Receipting System
· S:\Fin_Svc\Billing & Deferral Unit\TIP Payment\[Current Year] TIP Payments
REPORTS / FORMS:

· Support Documentation:
· Check page

· Set-Off Statement

DEFINITIONS:
· TIP: Tax Intercept Program
· DOR: Department of Revenue 
· AOC: Administrative Office of the Court
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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