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PURPOSE:

The purpose of this procedure is to provide direction governing the action to be taken when court orders have an unnamed restitution payee. 

OBJECTIVE:
· To ensure consistent handling of court ordered restitution when the payee is unnamed in the Court’s order.  
EVENT DRIVER:

· Court order for restitution issued where payee is unnamed 
PROCEDURES: 
I. OnBase Workflow:
1. Open the following programs: OnBase, RFR, and iCIS and do the following:

A. In OnBase, click on Document to open the pull-down menu.
B. Click on Workflow.  The Workflow window will open.
C. Click on the + icon to the left of COSC CFO Lifecycle to open the workflow.
D. Click on CFO Workflow Queue to access the court orders. 
Note: this work is not docket code specific 
2. If the court has ordered restitution and the payee has not been named:
A. Email the case prosecutor, the Victim Services Unit through the Maricopa County Attorney’s Office and/or the Arizona State Attorney General’s Office, and Adult Probation. This email needs to include case number, defendant’s name, and restitution amount ordered and remind them the Clerk’s Office requires a court order to distribute restitution to victims. Build an email string leaving all responses and subsequent emails within the email string.  
B. If no agency provides the court order within 5 business days of the initial email, forward the email to the CFO Supervisor who will send it to the Accounting Manager, Manager of Adult Probation, Maricopa County Attorney Office, and the prosecutor’s Victim Services agency.
C. If no response is received within 3 business days from the second email the CFO Supervisor will notify the Deputy Director and take the following actions: 
a. Load the payee as a business type with the name “Payee Not Named”. 

b. Assign a new party ID# for each unknown party. 

c. Maintain a case log of unknown parties. 

d. Log will be located on the Share Drive.

Note: When payments are received, and the payee is not named in a restitution order, payments will be remitted to the Arizona Department of Revenue pursuant to statute. 

II. Victim comes forward to claim funds
1. The Clerk’s Office will require a court order naming the victim as payee and specifying the amount of restitution ordered for that victim. 
2. Refer the victim to the prosecutor’s Victim Services Unit to assist them with obtaining a court order, or directed to the blank motion form for self-filing.
3. On receipt of a specific restitution order CFO will file a claim form with the Department of Revenue to retrieve the funds escheated to the State while the payee was unnamed.
POLICIES / RELATED DOCUMENTS:
· None
OTHER PARTIES INVOLVED:
· State of Arizona Attorney General’s Office: Associated agency’s Victim Services Unit

· Maricopa County Attorney’s Office
· Adult Probation Department 
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
· iCIS
· RFR
· MSOutlook e-mail  
· S:\Fin_Svc\Accounting CFO\Restitution Ledgers  
REPORTS / FORMS:
· Department of Revenue claim forms 
DEFINITIONS:
· None 
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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