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PURPOSE:

To provide instructions for processing stop payment affidavits.
OBJECTIVE:
· To efficiently process stop payment affidavits so that the Clerk's Office can resend the Customer's bond release check to the posting party.
EVENT DRIVER:

· Customer advises file counter staff that the check releasing bond monies, issued by the Clerk's office, was never delivered to their address and requests a stop payment of the check. 
PROCEDURES: 
1. Call the Clerk's Office Accounting Department to make sure the check has not cleared the bank before proceeding to fill out the Stop Payment Affidavit form.
NOTE: Stop payments will not be placed on checks until ten (10) business days after the original issue date of the check. 
· If the check has cleared the bank, the Customer can obtain a copy of the back of the check from the accounting department and a fraud packet from the CR File Counter to contact the bank about the issue.  
· If the check has not cleared the bank, then proceed to fill out the Stop Payment Affidavit form.
2. Access the F-ODIR-1008: Stop Payment Affidavit form through the Controlled Document Index.
3. Ask the Customer to sign the form and then verify their signature by checking their driver’s license or state ID.
4. Run the completed form through the Cash System with code 495 for a non-refundable fee of $15.00 and collect the fee.  See Figure 1. (The “running” of the form through the Cash System means to insert the document into the cash receipt printer for the filing and receipt information to print on the actual document. When using the fee code 495, the cash system will alert the clerk of when this is required.) 
Figure 1. 
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5. Scan the completed form to TrustResponse@mail.maricopa.gov and then mail it via interoffice envelope to the Clerk’s Office Accounting Department (mail code: WCB/AC).
POLICIES / RELATED DOCUMENTS:
· ADDENDUM-ACC-1001: Trust Tutorial 
OTHER PARTIES INVOLVED:
· Customer/Defendant
· The Clerk’s Office Accounting Department (Trust/Finance) 
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Microsoft Outlook
· BizHub
REPORTS / FORMS:
· F-ODIR-1008: Stop Payment Affidavit form
DEFINITIONS:
· Stop Payment: A request made by a Customer to cancel a check that was never received and has not yet been deposited or cashed.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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