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PURPOSE:

It is the purpose of this procedure to provide instructions for conducting a cash exchange.
OBJECTIVE:
· To provide a cashier with an efficient and accountable process to exchange cash or make change for their assigned cash drawer at any time throughout the day, complying with Minimum Accounting Standards (MAS).  
EVENT DRIVER:

· A Cashier needs to exchange cash or make change for their assigned cash drawer. 
PROCEDURES: 
Use the following procedure to exchange funds:
1. Determine the amount and denomination(s) of change needed for the exchange.

2. Remove the exact amount of currency necessary to make the exchange from the cash drawer. 

· Fill out an “Exchange Form” in duplicate, noting the denominations being requested and exchanged. (Downtown locations)

3. Secure the drawer.

4. Proceed to another cashier or the vault to request the exchange.
5. If making the exchange with another cashier, the transaction must be performed in a secured and video monitored location. Both cashiers must count and verify the cash amount exchanged each way.
· Each Employee will retain a copy of the Exchange Slip until the/their cash drawer is balanced out (TTL); When vault cash is balanced out then the Exchange Slips can be destroyed. (Downtown locations)
6. If accessing a vault or safe for the exchange, both the cashier and a member of management or their designee must stay until the transaction has been completed and the vault or safe has been secured.
· When a cashier requests a cash exchange from the vault for their cash drawer, a Change Fund Request form is used to record the transaction. The Change Fund Request form reflects the location, date, denominations exchanged, and totals.  A new form is used as needed.

· The cashier and a member of management or designee will verify the total amount of cash and coin exchanged, noting the amount and that of each denomination on the form. Both verifying parties will then initial the form in the designated area.

· The form is then stored in a secured location designated by each facility.

· Each completed form is to be given to the designated member of management for record keeping.
  
· Never commingle personal monies with court monies. Employees shall not cash personal checks or make personal change for the public or employees from the change fund or cash receipts. Never make change with personal monies. 
· Cashiers are subject to individual audits being conducted periodically by their supervisor and/or a designee of the Clerk’s Office.
· Vault change is to be secured at all times and maintained at one amount; never less than that amount. They are not to be used to cash personal checks, purchase supplies, or make loans.
POLICIES / RELATED DOCUMENTS:
· ACJA 1-401: Arizona Code of Judicial Administration: Minimum Accounting Standards (MAS)

OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· N/A
FREQUENCY:
· As Needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· F-FC-1002-2: Change Fund Request form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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