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PURPOSE:

To provide instructions for managing receipt printer paper tapes for the Office of the Clerk of the Court.
OBJECTIVE:
· To prescribe the practice of the Clerk of the Superior Court regarding the disposition of internal paper tapes generated with the receipt printers utilized with the Clerk of the Superior Court’s cash receipting system.
EVENT DRIVER:

· Discovery of a system discrepancy or concern.
PROCEDURES: 
1. Cashiers, deputized by the Clerk, receipt all monies paid into the Clerk of the Superior Court’s automated Cash Receipting System.  The receipt printers that are used have an internal paper tape that records each transaction created.  This tape contains a duplicate copy of each receipt that is issued by the Cash Receipting System.  Therefore, since these paper tapes are actually duplicate copies of the receipts which are contained in the Cash Receipting System, the practice is to maintain them in the designated file for 30 days from the last date recorded on the tape.  Once 30 days has passed, these duplicate receipts need not be retained and are to be properly destroyed.
2. These internal tapes have had to be accessed to determine a cashier’s activity due to a system error or malfunction.  Fortunately, these tapes have only had to have been accessed in a few rare occasions and always within a short period of time after the transactions were recorded.  
3. Any deviations from the above must be approved by a supervisor, who has discussed the matter with Quality Assurance or Accounting Operations Management.
POLICIES / RELATED DOCUMENTS:
· Cashier Procedures
OTHER PARTIES INVOLVED:
· Cashiers
· Quality Assurance
· Accounting Operations Management
TIME / VOLUME:
· None
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· None
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
REPORTS / FORMS:
· Printer Cash Receipts
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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