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PURPOSE:

The purpose of this procedure is to provide instructions for accepting various forms of payments.
OBJECTIVE:
· To provide the necessary direction to ensure proper acceptance of payment.  
· To ensure consistent handling of various forms of payment over time. 
EVENT DRIVER:

· A payment is received.
PROCEDURES: 
I. Accepting Payments
1. Non-Criminal Fines / Fees
a. Cash:

a. All single currency items of $10.00 and larger must be tested for counterfeit.  The cashier performs this test by marking the items with a detection pen.  Currency which tests positive as being counterfeit will not be accepted.  The customer will be informed and asked to provide alternative payment.  
b. Providing cash-back (change), except in all-cash or partial cash transaction, is prohibited.  Overpayments are refunded only in the form of a Clerk of Court check on a routine basis in amounts of $10.01 or greater, and only upon request if less than $10.00.  (Related policy: POL-CMS-1002: Accounting Policy)

b. Money Orders:

a. Current date is preferred on money orders presented at Clerk of Court locations; however, exceptions are allowable if date is less than 90 calendar days from current date.

b. When accepting a money order for payment, check to ensure it has not been altered in anyway.  If altered, do not accept it as payment.  Additional acceptance criteria required to be validated by the cashier are:
i. Imprinted/written numbered dollar amounts that agree, written in English; 

ii. Presenter’s current address must be legibly written on the remitter address line;
iii. Signature matching that of valid identification presented.
c. Money orders payable to other government agencies:

a. Money Orders payable to other government agencies which contain the minimum required information are generally acceptable only if the:

i. Money Order is payable to a Maricopa County Court related agency and a Maricopa Superior Court case number(s) is identified with the payment.
ii. Money Order is payable to the Department of Economic Security (DES) “Clearinghouse” and includes a case number in the Arizona Tracking and Locating Automated System (ATLAS).

bi. Money Orders payable to State, City, and non-court related County agencies (i.e., Assessor’s or Recorder’s Office) are not acceptable. 

d. Cashier Checks:
a. Current date is preferred on cashier checks presented at Clerk of Court locations; however, exceptions are allowable if date is less than 90 calendar days from current date.

b. When accepting a cashier check for payment, check to ensure it has not been altered in anyway.  If altered, do not accept it as payment.  Additional acceptance criteria required to be validated by the cashier are:
i. Imprinted/written numbered dollar amounts that agree, written in English; 
ii. Presenter’s current address must be entered in the Notes section of the Receipting System.
e. MasterCard/Visa/American Express:

a. Customer must sign the electronic signature pad or paper receipt. 
b. When a credit/debit card is taken over the telephone, the cashier must enter the account information in the Comments section of the Cash Receipting System.  Credit card holder’s name, address and telephone number are entered in the Notes section of the Receipting System. 

c. All credit/debit transactions must be ‘settled’ each business day; therefore, each cash drawer must be closed out (totaled or TTL’d) at the end-of-day.
d. If there is a system error, the cashier must contact the Accounting Department and provide the last 4-digits of the card and transaction dollar amount for verification.
f. Business Checks:

a. Clearly identified business checks will only be accepted from Law firms, Process Servers, Runner services and Certified Document Preparers as payment for fees; or,

b. As payment for a fee on filing where the business check presented matches the business name of a party to the case.
c. Current date is preferred on business checks presented at Clerk of Court locations; however, exceptions are allowable if date is less than 21 calendar days from current date. 
d. All checks must be made payable to the Clerk of the Superior Court.
**EXCEPTION excludes government issued checks and/or vendor issued checks.
II. Minimum Information Required to be on a Business Check

1. All business checks are to have the following minimum information on the face of the checks:

A. Commercially preprinted business name and address of the entity,
B. Commercially preprinted check number,

C. Commercially MICR-encoded American Bankers Association (ABA) routing number and account number printed along the bottom of the check,
D. The check date must be current (less than 21 days),
E. Written/printed numbered dollar amounts that agree, written in English,
F. The check must be signed for acceptance
III. Identification and Criteria Required for Payment Acceptance

1. Cashier’s receipting payments must request valid identification information (i.e., current driver’s license with picture; official numerically registered government issued picture identification card, such as a passport that matches the signature of the presenter.   Government employee badges are not an acceptable form of identification.  

2. The cashier should write down on the top center portion of the instrument the number from the identification (for example, a driver’s license number or passport number) and the expiration date.
3. The signature of the presenter should match the signature on the identification provided.  When the signature and identification are matched, the cashier should write PM (photo match) on the face of the payment.

4. The numerical amount for which the check is made out should match the written amount, in English.

5. The customer should provide a phone number to the Clerk to write on the payment so the customer can be contacted in the future if necessary.

**EXCEPTION:  Payments received by US mail will be accepted if the above forms of identification are not available for presentation.  Instruments dated more than 21 days prior to receipt date will be returned to the sender.

IV. Restitution and other Criminal Court Ordered Financial Obligation Payments 
1. Cash:

a. All single currency items of $10.00 and larger must be tested for counterfeit.  The cashier performs this test by marking the items with a detection pen.  Currency which tests positive as being counterfeit will not be accepted.  The customer will be informed and asked to provide alternative payment.  
2. Check:
a. Payer account will be credited, and payee disbursement completed, only after the bank has paid the presented item (personal check within 11 business days of receipt).  Delay in delivering payment to victims is avoidable by not accepting personal checks as payment.  However, a policy of total non-acceptance of checks may deny payment to the victim entirely; therefore, payment by check is strongly discouraged.
3. Money Orders:

a. Current date is preferred on money orders presented at Clerk of Court locations; however, exceptions are allowable if date is less than 90 calendar days from current date.
b. When accepting a money order for payment, check to ensure it has not been altered in anyway.  If altered, do not accept it as payment.  
Additional acceptance criteria required to be validated by the cashier are:
i. Imprinted/written numbered dollar amounts that agree, written in English; 

ii. Presenter’s current address must be legibly written on the remitter address line;
iii. Signature matching that of valid identification presented.

4. Cashier Checks:
a. Current date is preferred on cashier checks presented at Clerk of Court locations; however, exceptions are allowable if date is less than 90 calendar days from current date.
b. When accepting a cashier check for payment, check to ensure it has not been altered in anyway.  If altered, do not accept it as payment.  Additional acceptance criteria required to be validated by the cashier are:

i. Imprinted/written numbered dollar amounts that agree, written in English; 
ii. Presenter’s current address must be entered in the Notes section of the Receipting System.
5. Credit Card:
a. MasterCard/Visa/American Express:

i. Customer must sign the electronic signature pad or paper receipt.  
ii. Payments must be made in-person and limited to $500.00 per day.  Over-the-phone debit/credit payments are not allowed.
iii. All credit/debit transactions must be ‘settled’ each business day; therefore, each cash drawer must be closed out (totaled or TTL’d) at the end-of-day.
V. Custodial Trust Funds

1. Cash:
a. All single currency items of $10.00 and larger must be tested for counterfeit.  The cashier performs this test by marking the items with a detection pen.  Currency which tests positive as being counterfeit will not be accepted.  The customer will be informed and asked to provide alternative payment.  
2. Cashier Checks:
a. Current date is preferred on cashier checks presented at Clerk of Court locations; however, exceptions are allowable if date is less than 90 calendar days from current date.
b. When accepting a cashier check for payment, check to ensure it has not been altered in anyway.  If altered, do not accept it as payment.  Additional acceptance criteria required to be validated by the cashier are:

i. Imprinted/written numbered dollar amounts that agree, written in English; 
ii. Presenter’s current address must be entered in the Notes section of the Receipting System.

3. Government Issued Checks:

a. Checks must be payable to Clerk of Superior Court

b. A Maricopa County Superior Court case number(s) is clearly identifiable.
VI. Supervisory Authorization


Supervisors may accept payment instruments when the above requirements/guidelines are not met if it is in the best interest of the Clerk’s Office and the parties concerned.  If a supervisor needs assistance relative to a payment instrument, they should contact their Manager.
VII. Unacceptable Forms of Payment
1. Third Party Checks
2. Business Checks by an entity other than attorney, runner or document preparer services agency, or a business name matching a party to the case. 
3. Personal Checks 
4. Western Union Quick Collect
5. Traveler’s Checks
6. Pre-dated Money Orders/Business Checks
7. Post-dated Money Orders/Business Checks
8. Foreign Items
POLICIES / RELATED DOCUMENTS:
· POL-CMS-1001: Acceptable Forms of Payment policy
· POL-CMS-1002: Accounting Policy
· TABLE-CMS-1001: Payment Acceptance Quick Glance Table
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· The Receipting System
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Cash / Trust Bond: Money ordered by the Court to be deposited in trust through the Clerk of Court.

· Criminal Bail Bond: Money ordered by the Court for an individual’s release from custody.

· Foreign Checks
: Those checks, including foreign traveler’s checks, drawn on financial institutions that are not members of the American Bankers Association and/or do not use the United States Bank Clearing House (ACH) Automated System.
· Third Party Checks: A check or negotiable item made payable to someone other than to the Clerk of the Court and presented by that individual to the Clerk’s office for payment of an obligation or service.

· Purge Payment: Those payments ordered by the court in a specific amount for
 an individual to be released from custody following a child support arrest warrant having been issued, purging a contempt of court charge.

APPLICABILITY:
This procedure applies to all areas of the Clerk of the Court.
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