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PURPOSE:

To provide instructions on how to process the Department of Corrections inmate billing for State reimbursement  
OBJECTIVE:
· To provide the necessary direction to ensure that the processing of County departmental charges are received, processed, and submitted accurately to the Presiding Judge for signature 
· To ensure consistent handling and processing of these departmental charges for services rendered for full State reimbursement 
EVENT DRIVER:

· A DOC Inmate Billing worksheet is received by Billing and Deferral from the Maricopa County Attorney’s Office.  
PROCEDURES: 
I. Inmate Worksheet:

1. Modifications, any procedural requirements and/or process changes to the DOC Inmate Worksheet will be shared with the collaborating departments via email.

2. Prior to the start of this procedure an email is sent to the collaborating departments with the standardized F-BILL-1001: Maricopa DOC Inmate Worksheet.  The standardized worksheet contains formulas and labeled tabs for each department.
II. Summary Billing Spreadsheet:

1. Billing and Deferral receives a summary billing spreadsheet from MCAO titled DOC Inmate Worksheet – [MMDDYYYY through MMDDYYYY] in the cocbillingdeferrals@mail.maricopa.gov public email folder. 
2. Open the Billing and Deferral public email folder.
3. Save spreadsheet as [MMDDYYYY] Billing Due Date to folder: S:\Fin_Svc\BILLING & DEFERRAL UNIT\Inmate Billing (DOC)\Billing Due Dates.
MCAO completed the section highlighted in brown (columns A through K).  See Figure 1.  On Tab 2, MCAO attaches their rate letter complete with current charges. 
Figure 1
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5. The remainder of the worksheet is color coded for respective agencies to complete the sections pertaining to their divisions. 
A. Maricopa County Attorney’s Office – Brown

B. Office of Public Defender Services – Blue

C. Court Administration – Green 

D. Adult Probation Department – Purple 

E. Clerk of Superior Court – Blue 

F. Maricopa County Sherriff’s Office – Aqua 

6. The Billing and Deferral supervisor creates a new folder to save back-up documentation for inmate billing at S:\Fin_Svc\Billing & Deferral Unit\Inmate Billing (DOC)\[MMDDYYYY] Billing Due Date.  The date of the folder is determined by adding two weeks from the date the F-BILL-1001: Maricopa DOC Inmate Worksheet is received and forwarded via email to the relevant agencies listed in step II.5.

7. An email is sent to the relevant agencies in step II.5 with the spreadsheet attached.  Each agency is required to enter their fees into the spreadsheet and attach supporting documentation on departmental letterhead which includes rates and charges.
8. Each agency is to return the completed file by the close of business on the due date, which is the date determined by adding two weeks from the date the worksheet is received.
9. As the completed worksheets are returned from each division they are reviewed by the Billing and Deferral Supervisor for correct calculations and completeness of backup documentation. 

10. Worksheets that are modified or contain incomplete information are to be rejected and returned to the sender.  This includes a rate sheet or cover letter on departmental letterhead inserted into the proper tab in the worksheet.  The stated total amount on the summary tab must balance to the documentation provided.  If your department uses a rate sheet it must be reviewed annually.  The amount charged must reflect the year on the summary billing tab.
11. Approved worksheets and supporting documentation is saved in the S:\Fin_Svc\Billing & Deferral Unit\Inmate Billing (DOC)\[MMDDYYYY] Billing Due Date folder.   

12. The Billing and Deferral Supervisor combines the data supplied from each agency into one worksheet.  The worksheet is alphabetized by last name of each inmate; shown as first letter capitalized and the remainder in lower case in Arial 11pt font in black.  Amounts shown in red will have a detailed description in the rate sheet contained on the departmental tabs, and printable one sheet. 
13. Once the spreadsheet is complete the Billing and Deferral Supervisor will forward it, along with F-BILL-1004: Costs Cover Letter (PJ Approval) and F-BILL-1002: Costs Billing Letter (FinSvs Approval) via email to the Criminal Financial Obligations Manager for audit and approval.
14. The Criminal Financial Obligations Manager will forward the completed spreadsheet along with the two Costs letters to the Deputy Director via email for review and approval.
15. The Deputy Director will forward all documentation via email to the Judicial Assistant of the Presiding Judge for signature.
16. Once the Presiding Judge signs and returns the documents to the Billing and Deferral Supervisor; he or she will forward all documentation via email to the Chief Financial Officer at the Arizona Department of Corrections for reimbursement. 
POLICIES / RELATED DOCUMENTS:
· N/A

OTHER PARTIES INVOLVED:
· Billing and Deferral 
· Accounting
· Maricopa County Attorney’s Office  
· Office of Public Defender Services   
· Court Administration  
· Adult Probation Department  
· Clerk of Superior Court Deputy Director
· Maricopa County Sherriff’s Office
· Presiding Judge

· Arizona Department of Corrections     
TIME / VOLUME:
· Varied 
FREQUENCY:
· As requested by Maricopa County Attorney’s Office 
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Fin_Svc\BILLING & DEFERRAL UNIT\Inmate Billing (DOC)\Billing Due Dates
· Billing and Deferral public e-mail folder
· MS Excel
REPORTS / FORMS:
· F-BILL-1001: Maricopa DOC Inmate Worksheet - TEMPLATE
· F-BILL-1002: Costs Billing Letter (FinSvs Approval)
· F-BILL-1003: Clerk DOC Billing Cost Determination Sheet
· F-BILL-1004: Costs Cover Letter (PJ Approval)

DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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