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PURPOSE:

To provide instructions to manage occasions when the cashier cannot receipt payments directly into the Cash Receipting System, at which time it is necessary to write manual receipts for Customers and to post the receipts later to the Cash Receipting System.
OBJECTIVE:
· To control Receipt Book security.
· To accommodate Customers with manual receipts when the Cash Receipting System is not available.

· To create a manual bank deposit when the system is down for 48 hours.
· To post to the Cash Receipting System manual receipts that have been issued.
· To account for each manual receipt issued by the cashier.
EVENT DRIVER:

· The Cash Receipting System is not available;
· The Cash Receipting System is down for at least 48 hours (to prepare a manual deposit).
PROCEDURES: 
1. Controlling Receipt Books:

A. The cashiering supervisors obtain receipt books that are pre-numbered from Document and Cash Management Services for assignment to each cashier.  
B. The supervisor/lead is responsible for distributing the manual receipt books as needed.

C. The supervisor/lead maintains a Receipt Book Issue Record Log of each manual receipt book assignment.  
D. The employee signs and dates the Receipt Book Issue Record Log to indicate they have received and are responsible for the Receipt Book assigned to them.  
E. When not in use the receipt books are secured in a secure, lockable container.
F. Ensure that REFDOC-ODIR-1002: Manual Receipt Book Quick Reference Guide is attached to the inside front cover of the Receipt Book.  
2. Issuing Manual Receipts:

A. Each receipt must be filled out with complete information:
a. Date of Transaction.
b. Name of customer paying fee.
c. Amount paid.
d. Case number (if applicable), name of party for whom the fee is being paid (if different than customer paying the fee).
e. The Service Code(s) used.
f. Payment method (check appropriate box).
g. Check number (if applicable).
h. Name of person who issued the receipt.
i. The reason for using the manual receipt: 1) System unavailable; 2) Other (please explain).
B. The receipt has an original and two copies:
a. The original (white) copy will be given to the customer.
b. The second (yellow) copy will be used by the cashier to post the payment to the system when it becomes available.
c. The third (pink) copy will remain in the receipt book.
d. If a mistake is made when writing a receipt, write VOID on the receipt and issue a new one.  DO NOT ALTER THE RECEIPT.  The original and all copies of a voided receipt must remain in the book.  An explanation of the void should be noted.

C. Posting to the Cash Receipting System:
a. Each manual receipt that is issued must be subsequently recorded in the Cash Receipting System.

b. The Cash Receipting System receipt number is referenced on the pink copy in the receipt book or the automated receipt is stapled to the pink copy.

c. The manual receipt number is input in the Cash Receipting System in the Comments field on the receipt screen.

d. The yellow copy of the receipt is used to post the information and can be shredded after the drawer is balanced.
3. Creating a Manual Bank Deposit if the Cash Receipting System is down for 48 hours:
A. The yellow copy of the manual receipts will be used to manually make deposit tapes. Using a printer calculator, total the manual receipts.  On the tape write Manual Receipts, the date, and the cash drawer number.

B. Remove all cash but the beginning change.  Create another tape of the remaining cash which is to be deposited.  Add the individual checks/money orders, and total them.  On the calculator, enter the total cash amount and the total checks/money orders amounts and total them. 
C. Remove the tape from the calculator and on it write Cash next to the cash amount and Checks next to the check/money order amount.  
D. The second tape created in step 3.A. represents what is being sent to the bank and must equal the total of the manual receipts in step 3.B.  If it is equal write the date, drawer number, and the manual receipt sequence. (Example: HR #’s 3854-3877). Sign the tape.
E. Make copies of both tapes.
F. Create a bank deposit slip with the same date as the tapes and sign.

G. The deposit clerk will verify this deposit and sign the deposit slip.  The deposit will be bagged as usual and copies of the tapes and deposit slips will be sent to Accounting Operations.
4. Posting Manual Receipts to the Cash Receipting System:
A. Manual receipts are to be entered before other transactions are performed:

a. If the Receipting System is unavailable and then becomes available in the same day, all manual receipts are entered and a sub-balance must be completed.  Cashiers can take payments as normal and TTL at the end of the business day.
b. If the Receipting System has been unavailable for a period of time and a manual deposit was made, cashiers must enter all manual receipts using the receipt system current date; perform a sub-balance to verify the tape total created for the bank deposit matches, and then TTL.  Cashiers can then open a new drawer to receipt payments as normal and TTL at the end of the business day.

5. Accounting for Each Manual Receipt Issued by the Cashier: 

A. At the end of the day, the cashier will return the manual Receipt Book to the supervisor/lead.  The return of the Receipt Book is noted in the Receipt Book Issue Record Log.
B. The supervisor/lead reviews all receipts to ensure none are missing, every receipt has been used, signed, and there is a system receipt number referenced on each one (once the manual receipts are entered in the Cash Receipting System). The supervisor/lead will indicate their review by initialing each manual receipt. 
C. The Receipt Book is then secured in lockable storage.  When a manual receipt book is fully used, it is to be forwarded to Cash Management Services for storage in accordance with AO 3-402: Arizona Superior Court Records Retention and Disposition Schedule.
D. AT LEAST QUARTERLY, THE SUPERVISOR/LEAD WILL ACCOUNT FOR ALL UNISSUED MANUAL RECEIPTS.  THE SUPERVISOR/LEAD WILL REVIEW EACH MANUAL RECEIPT BOOK TO DETERMINE THAT NO UNAUTHORIZED MANUAL RECEIPTS WERE ISSUED DURING THE PERIOD, AND RECORD THEIR FINDINGS IN THE LOG IN THE RESPECTIVE RECEIPT BOOK.

POLICIES / RELATED DOCUMENTS:
· AJCA 1-401: Arizona Code of Judicial Administration: Minimum Accounting Standards (MAS)
· Cashier procedures
· AO 3-402: Arizona Superior Court Records Retention and Disposition Schedule
· REFDOC-ODIR-1002: Manual Receipt Book Quick Reference Guide
OTHER PARTIES INVOLVED:
· Administrative Office of the Court (AOC)
· Accounting Operations
· Document and Cash Management Services
TIME / VOLUME:
· Varied
FREQUENCY:
· Occasionally
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
REPORTS / FORMS:
· Receipt Book Issue Record Log
· Manual Receipt Book
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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