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PURPOSE:

To provide instructions for daily Vault Deposits for both CSC Public Records and Support Services sections.
OBJECTIVE:
· To direct staff on the proper daily Vault Deposits.
GENERAL INFORMATION:
Pursuant to ARS §12-284 the Clerk of the Superior Court shall collect fees for services provided.  Pursuant to Supreme Court Administrative Order 97-62, and PRO-ODIR-1005: Receipt and Verification of Cashier Deposits, fees collected will be deposited every day.  The deposit for the vault must be completed by 9:30 a.m.  Brinks pickup will arrive between 10:00 a.m. - 1:30 p.m.
EVENT DRIVER:

· Daily Vault Deposit is required.
PROCEDURES: 
1. Obtain all cashiers deposit bags from the previous day’s work.
2. Ensure each of these deposits have been previously verified by a deposit clerk and/or supervisor.
3. Make two separate stacks: one for individual deposit bags and one for yellow deposit slip/receipt tapes.
4. Complete the following:
A. Cash total - Verify each separate monetary value against what's listed on the TTL receipt tape.
B. Checks total - Verify each separate check amount against what is listed on the cashier's receipt tape.
C. After verification, initial the white, yellow and pink deposit slips (near the lower right corner of the slip).
D. Once verification is completed, place the cash and checks into the designated slots of the deposit bag (one slot for cash and one slot for checks).
E. Verify the amounts listed on the deposit bag match what's annotated on the deposit slip.
F. The deposit slip and TTL receipts need initials from the clerk and supervisor/lead.

G. Tear the top strip from the deposit bag and staple to the yellow and pink deposit slips and TTL receipts, along with any credit card transaction slips.
H. Seal the deposit bag.
I. Send the yellow and pink deposit slips and TTL receipts to Accounting-FS/AC via interoffice envelope.
5. Prepare large (black) deposit bag and place all cashiers’ deposit bags into the large bag.

6. Add customer name, account number, number of bags, signature of who prepared bag, date, amount of cash, amount of checks and total amount enclosed.

7. Enter each deposit bag information into the deposit log book:
A. Deposit bag number

B. Description of bag contents (usually will be “cash and Checks”) 
C. Enter total amount of deposit
8. Place completed deposit bags and deposit log book(s) into safe (lower drawer of safe) and lock the drawer.
9. Upon arrival of Brinks personnel, remove bags from the lower drawer and hand to Brinks guard.  The Brinks guard will sign and date the deposit log book(s) indicating pickup.
10. Return the deposit log book(s) to the drawer and lock the drawer.
POLICIES / RELATED DOCUMENTS:
· ARS 12-284: Fees
· Supreme Court Administrative Order 97-62: Revising Minimum Accounting Standards for Arizona Courts (Replaces 94-68) (Replaced by Administrative Order No. 2006-121 effective 12-20-06)
· PRO-ODIR-1005: Receipt and Verification of Cashier Deposits
OTHER PARTIES INVOLVED:
· Dunbar
· J.P. Morgan Chase Bank
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Deposit Log book
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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