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PURPOSE:

To provide instructions for receipting electronic bonds or bonds with a physical check.
OBJECTIVE:
· To ensure that all bonds received by the Court are entered into and applied appropriately to the respective case and fee code in the COSC Cash Receipting System in a timely manner.
EVENT DRIVER:

· This procedure is followed upon receipt of electronic bonds from the County Department of Finance.   
· Receipt of bonds with an attached physical check.
PROCEDURES:
1. Upon receipt of the electronic bonds and supporting documentation, proceed with the Creating, and Receipting from, an Unapplied Balance work instruction, PRO-BILL-1012   EXCEPT: 

A. The Service Codes (a.k.a.: Fee Codes) are 795 for Criminal case numbers and 790 for all others cast types.
B. Input the Amount of Deposit from the support documentation into the Amount field.  Note: Make sure to use the EFT number shown on the document provided with the amount of the deposit as the reference number within the cash receipting system. Also enter the case number exactly as shown on the Notice of Deposit.
C. In the Comments section, the following is noted:

· The name and address of the person paying shown in the Paid By section of the support documentation.
· Click Add Note, and select Accounting from the Note Type pull-down menu.                           
· In the Note field, enter the Defendant’s name from the support documentation for whom the payment has been made.
D. Remember to Save after each payment is receipted.  Repeat steps A thru C until all payments have been entered.
E. Place the check face down and endorsement end first into the receipt printer to endorse the back of the check. Click Next or hit Enter.  The check will feed into the receipt printer and the endorsement will be printed on it.  The check will then be automatically ejected from the printer.  
F. After the physical check is endorsed, hit Enter once and the Slip LED indicator on the receipt printer will begin blinking.   Insert the Notice of Deposit with the Court into the receipt printer top first, face up to imprint the top front right corner of the document.  Hit Enter twice and the receipt will print.  Remove the receipted Notice of Deposit from receipt printer and attached to the accompanying documentation to be returned to the employee that provided it.
G. Repeat steps 1A. through 1F. until all bond trust receipts are processed.
2. Complete the process for running a Sub-Balance as defined in PRO-BILL-1012.  
3. Return the support documentation to the employee who provided it.  Retain checks for end-of-day balancing and deposit per procedures. 

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
· Notice of Deposit with the Court
· Bail receipt

DEFINITIONS:
· N/A

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