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PURPOSE:

It is the purpose of this procedure to provide instructions governing the actions to be taken anytime a monetary receipting, handling or posting error is made.
OBJECTIVE:
· To provide the necessary direction to ensure proper accounting when Clerk processing errors occur. 
EVENT DRIVER:

· A processing error has occurred and reimbursement is needed for correction.  
PROCEDURES: 
I. Processing Error:
1. When an apparent mistake has been made in the processing of payments within any division of the Clerk of Superior Court, it is essential that the employee making the discovery immediately notify their supervisor.  
2. Upon substantiating the error, it is the area supervisor’s responsibility to document what occurred via e-Mail to their manager, administrator, and Deputy Director. The Internal Auditor and Deputy Director for Cash Management Services (CMS) shall also be copied on all e-Mails. 
3. The Deputy Director of the division where the error occurred must indicate what action they recommend to the Internal Auditor and the Deputy Director of CMS.  
4. In instances where recovery of funds cannot be made timely through an adjusting entry, the Deputy Director of CMS may direct that a temporary transfer of funds be made from the Clerk of Court’s Imprest account while collection efforts are ensued. 
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Accounting
· The Court Clerks
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· The Cash Receipting System
· MS Outlook e-mail  
· Internet 
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Imprest Account: Monies designated by the Board of Supervisors and specifically dedicated in a credit account for the purpose of reversing a financial deficiency caused by a Clerk of Court clerical processing error or omission.  

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