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PURPOSE:

It is the purpose of this procedure to set the dollar threshold for printing and mailing checks issued by the Clerk’s Office to payees.

OBJECTIVE:
· To provide the necessary direction to ensure that restitution checks, overpayment checks, and Trust checks are issued appropriately.
EVENT DRIVER:

· A request for check issuance is received.
· A court order for release of Trust funds is received.

PROCEDURES: 
I. Check Issue:
1. Restitution checks will be issued on a routine basis when the total check amount is $15.00 or greater.  Twice annually (during March and September), all system accumulated restitution amounts between $1.01 and $14.99 will be disbursed to the payee.  

2. Overpayment disbursements will be issued for amounts $10.01 and greater.  At the end of each month unclaimed overpayments up to and including $10.00 will be sent to the county treasurer for placement into the county general fund.  Customers must request overpayment refunds of $10.00 and less in writing before a check will be issued.
3. Trust checks will be issued for any amount of available case specific funds per order of the court.
POLICIES / RELATED DOCUMENTS:
· POL-CMS-1002: Accounting Policy: Issuing Small Denomination Checks Policy
OTHER PARTIES INVOLVED:
· Accounting
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Sun Box
· The Cash Receipting System
· Create-A-Check

· MS Outlook e-mail   
REPORTS / FORMS:
· N/A
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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