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PURPOSE:

To provide instruction for Ordering Change for Vault.
OBJECTIVE:
· To direct and manage staff in the process of Ordering Change for Vault.
GENERAL INFORMATION:
Pursuant to Arizona Supreme Court Administrative Order 2006-121 paragraph F, and Clerk of the Court POL-CMS-1004: Cashiering Policy, it is the responsibility of the Public Records Supervisor to verify the proper disbursement of ordered change.  
EVENT DRIVER:

· Ordering Change for Vault is required.
PROCEDURES: 
1. Obtain the money that will be used for a change order deposit.

2. Obtain a coin and currency order guide located in the manila folder.  Use whole dollar amounts when completing change requirements.

3. Call the J.P. Morgan Chase Bank at 1-866-218-2858.

4. Enter personal access number (see supervisor to obtain personal access number) and press “#”.

5. Enter personal access number again, and press “#”.
6. Enter four digit delivery date (mmdd).  Press “#” to accept the delivery date.

7. Press “1” to continue. 

a. Enter transaction total in dollars, press “#”; then press “1” to continue.
b. Enter product code and press “#”.

c. Enter dollar amount and press “#”.

d. Press “1” to enter additional items.
e. Continue to enter product code and dollar value as indicated above until your order is complete.

8. After all orders have been placed, press “2” to accept the order; then press **91 to place order.  An automated confirmation number will then be heard.

9. Annotate the confirmation number on the order guide, which can be used for research/tracking purposes.

10. Prepare a deposit slip and deposit bag.

11. Place the cash to be deposited, along with the white copy of the deposit slip into the cash portion of the deposit bag and seal the bag.

12. Ensure the check section of the bag is empty and seal the section.

13. Complete the information on the front of the bag.

14. Remove the top tear strip and staple this to the yellow and pink copy of the deposit slip.
a. Include the deposit bag with the next day’s deposit.

15. Upon receipt of change from Dunbar (usually the next business day), verify the amount and sign their delivery sheet.

16. Place the change into the change drawer and verify the total change fund.

17. Place the tear strip, yellow copy of the deposit slip, and change receipt from the bank inside an interoffice envelope and send to mail code CCB-AC. 

POLICIES / RELATED DOCUMENTS:
· Arizona Supreme Court Administrative Order 2006-121: Arizona Code of Judicial Administration § 1-401: Minimum Accounting Standards (Replacing AO 97-62)
· POL-CMS-1004: Cashiering Policy
OTHER PARTIES INVOLVED:
· J.P. Morgan-Chase Bank
· Dunbar
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Deposit Slip
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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