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PURPOSE:

To provide instructions for the receipt and verification of cashier deposits and the secure daily transfer of deposits to the Clerk of Court servicing bank.  

OBJECTIVE:
To ensure the maintenance of accurate deposit records and the secure transfer of cashier deposits to the Clerk of the Court servicing bank. 

EVENT DRIVER:

The receipt of funds from a customer.

PROCEDURES: 
It is the responsibility of the cashiers to create a daily bank deposit of their receipted funds.  The deposit should be created at the end of the cashier’s workday and turned into the Vault Cashier for verification the following morning.

1. Cashiers will obtain a book of deposit slips from Cash Management Services.  The deposit slips are micro-encoded with the cashier’s drawer number and are not to be used by any other cashier unless specifically authorized by management.

2. Cashiers will perform their automated close-of-day (TTL) routine in the Cash Receipting System and create a deposit slip via these steps.

A. Total all currency and coin and list the amount in the Dollars/Cents column.

B. Write the word Checks on line #5 of the deposit slip and the total amount of all checks/money orders is written in the Dollars/Cents column.

C. Physically count the number of checks for deposit and verify the total to the Cash Receipting System TTL tape.
D. Write the number of checks/money orders in the Total Items box on the deposit slip.
E. Initial the deposit slip to indicate verification.
3. Items for deposit are brought to the Vault Cashier or other designated employee for verification.  Deposits are only accepted from the Cashier to whom the cash drawer is assigned.  In the absence of the assigned cashier, a manager, supervisor or lead may make the deposit on behalf of the cashier.  

A. Two individuals (manager, supervisor or lead) must be present when accessing the absent cashier’s cash drawer and making the deposit.
B. When retrieving the deposit the remaining cash in the drawer will be counted to verify it equals the initial cash assigned to that drawer. 
4. The Vault Cashier will perform the following steps in the presence of the cashier.
A. Verify that the cashier used the correct deposit slip (has the correct drawer number).
B. Verify the date on the deposit slip reflects the date payments were receipted.

C. Verify the total deposit agrees to the Deposit Statistics report from the Cash Receipting System.

D. Verify that the total amount of currency and coin agrees with the deposit slip amount.

E. Physically count the number of checks presented, verify the number matches the number of checks indicated on the deposit slip.

F. Initial or sign the deposit slip to indicate verification.  
Note: If the deposit is a result of a cash draw down, write Draw Down on the deposit slip to identify it as such. Since a draw down deposit represents only a portion of a cashier’s deposit for the day, the draw down deposit will be held until the cashier has completed their final TTL and will then be sent to the bank along with the cashier’s TTL deposit.
G. Write the plastic deposit bag number on the deposit slip.

H. Attach the original TTL tape of the checks to the actual checks (paper clip or rubber band).

I. Attach the original TTL tape of the currency to the actual currency. 

J. Before the deposit is placed into the plastic bag, the current date and bank account number should be stamped or written on the bag.

K. Remove the top plastic strip of the deposit bag that contains the bag number.

L. Secure the original deposit slip to the checks and place in the bottom pouch of the deposit bag.  
M. Attach the TTL tape to the cash and place in the top pouch of the deposit bag.
N. Retain a copy of the deposit slip.

O. Staple the plastic strip of the deposit bag (from step K) and the TTL slip to the deposit slip.  Attach the credit card slips to the deposit slip and forward to Accounting Operations within two business days.
P. Place the sealed deposit bag in the designated lockable containment unit until it is picked up by the Bank Courier.
5. After the last cashier deposit has been made, the Vault Cashier will log each deposit bag on the Cash and Checks Bank Deposit Log.  The log should contain:  the drawer ID, total cash, total checks, deposit total and bank bag serial ID number. The Cash and Checks Bank Deposit Log is retained by the Vault Cashier.
6. The Vault Cashier will prepare and seal the courier bank bag which will contain all of the cashier deposit bags for the day.
7. The Vault Cashier will complete the Armored Car Deposit Log via the following steps. 
A. Peel the barcode label from the corresponding line and apply to the bag.

B. Enter the bag number (if applicable).

C. Enter a description of the shipment.

D. Enter the dollar figure of the deposit (this will be the total of all individual cashier deposits.

8. Upon the appearance of the Bank Courier, the Vault Cashier will retrieve the courier bank bag and the Armored Car Deposit Log from the lockable containment.

9. The Bank Courier will then sign, date and record the time where indicated on the Armored Car Deposit Log and return to the Vault Cashier.  The Armored Car Deposit Log is retained by the Vault Cashier.  The Bank Courier will have the Vault Cashier sign their electronic log indicating that the deposit has been picked up.
10. All deposit bags can then be released to the Bank Courier for delivery to the Clerk of Court’s servicing bank. 
POLICIES / RELATED DOCUMENTS:
· ACJA 1-401: Arizona Code of Judicial Administration-Minimum Accounting Standards (MAS)
· ACJA 3-402: Arizona Code of Judicial Administration: Superior Court Records Retention and Disposition
OTHER PARTIES INVOLVED:
· Administrative Office of the Court (AOC)
· Accounting Operations

· Document and Cash Management Services
· Armored car service
· Vault Cashier
· Bank Courier
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Cash Receipting System
REPORTS / FORMS: 
· Deposit Statistics Report
· Cash and Checks Bank Deposit Log 
· Armored Car Deposit Log
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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