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PURPOSE:

To provide instructions for daily Verification of Deposits.
OBJECTIVE:
· To direct staff on the proper daily Verification of Deposits.
GENERAL INFORMATION:
Pursuant to Supreme Court Administrative Order 97-62, Minimum Accounting Standards for Arizona Courts, and PRO-ODIR-1005: Receipt and Verification of Cashier Deposits, it is the responsibility of the accounting deposit clerk, or assigned backup, to receive and verify deposits prepared by the Clerk of the Court cashiers.
EVENT DRIVER:

· Daily Verification of Deposits is required.
PROCEDURES: 
1. The deposit clerk, in the presence of the cashier, will count the currency presented and verify the amount on the deposit slip prepared by the cashier.
2. Verify the total number of checks with the figure indicated on the deposit slip.
3. Both the deposit clerk and cashier must initial the deposit slip.  This signifies that the information contained on the deposit clip has been verified and is accurate.
4. If the amounts do not match, the deposit is rejected.  The cashier must then make the necessary correction and have it verified by their supervisor.  Both the supervisor and cashier must initial the deposit slip.
5. Once the deposit verification has been completed, the deposit is then placed into a plastic deposit bag and the bag is placed into a dual control lockable container in the cash vault.
6. The cashier must remain in the cash counting area until their individual deposit is placed into the cash vault.
A. The process must be completed in its entirety with one cashier before verifying another cashier's deposit.
B. The deposit clerk must only accept a deposit from the cashier that prepared the deposit or in an unusual circumstance, from the cashier's supervisor.
7. After the last scheduled cashier has made their deposit, the deposit clerk must seal the daily deposit bag in their presence.
8. If the cashier does not appear by close of business (COB), the deposit clerk and another member of the accounting section must seal the deposit bag.  Start a new deposit bag for any cashier that presents a deposit after COB.
9. Under no circumstance is an unsealed deposit bag left under one individual's control.
POLICIES / RELATED DOCUMENTS:
· 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)
· ACJA 1-401: Arizona Code of Judicial Administration-Minimum Accounting Standards (MAS)

· PRO-ODIR-1005: Receipt and Verification of Cashier Deposits
OTHER PARTIES INVOLVED:
· N/A
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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