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PURPOSE:

To provide instructions for the receipt and verification of a Wired Amount / multiple cashier deposits and the secure daily transfer of deposits to the Clerk of Court servicing bank.  

OBJECTIVE:
To ensure the maintenance of accurate deposit records and the secure transfer of cashier deposits to the Clerk of the Court servicing bank. 

EVENT DRIVER:

A large Wire (i.e. tax intercept payment) is received from a Government agency and is processed by multiple cashiers.

PROCEDURES: 
It is the responsibility of the cashiers to balance at the end of the receipting process.  A Wired payment is received from a Government Agency (usually from the AOC for intercepted taxes) in which multiple cashiers will process the payment. 
1. Accounting notifies Billing Supervisor of Wired payment and distributes to staff for processing.

2. Receipt payments; see PRO-BILL-1013: TIP Check Receipting.
3. Cashiers will perform their automated close-of-day (TTL) routine in the Cash Receipting System.  The TTL receipts including credit card slips and related back-up will be given to the check processor for the day. 
4. The designated cashier will perform their automated close-of-day (TTL) routine in the Cash Receipting System. Enter Zero (0) on the Cash/Coin field

POLICIES / RELATED DOCUMENTS:
· ACJA 1-401: Arizona Code of Judicial Administration-Minimum Accounting Standards (MAS)
· ACJA 3-402: Arizona Code of Judicial Administration: Superior Court Records Retention and Disposition
· PRO-BILL-1013: TIP Check Receipting
OTHER PARTIES INVOLVED:
· Accounting Operations

· Document and Cash Management Services
· Vault Cashier
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
REPORTS / FORMS: 
· Deposit Slips
DEFINITIONS:
· TIP: Tax Intercept Program
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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