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PURPOSE:

To provide instructions for receipting e-Filing transfer payments for the Clerk of Court.
OBJECTIVE:
· To ensure that all transfer payments received by the Court are entered into and applied appropriately to the respective case in the COSC Cash Receipting System in a timely manner.
EVENT DRIVER:

· This procedure is followed upon receipt of a transfer payment notification.   
PROCEDURES:
1. Upon receipt of the transfer payment notification and supporting documentation, proceed with the Creating, and Receipting from, an Unapplied Balance work instruction, PRO-BILL-1012: Creating, and Receipting from, an Unapplied Balance.

2. Done.  Proceed to next assigned task.  

POLICIES / RELATED DOCUMENTS:
· PRO-BILL-1012: Creating, and Receipting from, an Unapplied Balance


OTHER PARTIES INVOLVED:
· CMS Accounting

· Billing & Deferral Unit
TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:

· Cash Receipting System
REPORTS / FORMS:
· Support Documentation:     
· Balance and Transaction Detail
· E-Filing Financial Report

DEFINITIONS:
· None

APPLICABILITY:
This procedure applies to Accounting and the Billing & Deferral Unit employees of the Clerk of the Court.
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