
 Accounts Receivable Set up by Clerk From a Citation, Judgment, etc.

Daily Payments  (Over-the-Counter and Mail)

Cashier Clerk Receipts Payments

 The Verifier Performs a Second Count in the Cashier's Presence

Cashier Accounts for All Coin, Currency, Checks, and Credit Cards from Cash Drawer on a Cash Count Form

The Verifier May Prepare and Print the Cashier Totals Report Using the Cashier's Initials to Use in the Second Count

The Cashier Transfers Custody of the
Payments and Cash Change Fund to the
Verifier  (Optional: Include a Copy of

the Cash Count Form)

Deposit Clerk
Performs a Count in

the Verifier's
Presence

Cashier Gives the Original Cash Count
Form to the Accounting Clerk for

Reconciliation

Is the Verifier Also the
Deposit Clerk?

Verifier Stores Funds
in a Secured Device*

Until Delivered to
Deposit Clerk

*Accessible Only to
Verifier

Deposit Clerk Stores
Funds in a Secured
Device* Until the

Deposit is Prepared

*Accessible Only to
Deposit Clerk

YesNo

Using the Transaction
Summary Report, the

Deposit Clerk Prepares
Deposit and Places in a
Sealed or Secured Bank

Bag

Deposit Clerk or Another
Employee Delivers
Deposit to Bank or

Loomis

Accounting or Deposit Clerk Prints the
Transaction Summary Report for the
Deposit Clerk's Use in Preparing the

Deposit

Accounting Clerk Prints Transaction
Summary, Transaction Detail, and
Cashier Totals Report.  Accounting
Clerk Reconciles the Cash Count

Forms to the Cashier Totals Reports,
to the Validated Deposit Slips* or

Tear- off Record from Plastic Sealing
Bags;  Reconciles Original Mail Log
to the CORIS Mail Log Report; and

Reviews Credits Issued, A/R
Adjustments, and Reversals to Ensure

These Transactions are Valid

*Enter Trust Deposit Amount into
Manual Check Register

Accounting Clerk Maintains Deposit
Slips, and Tear-off Record from
Plastic Sealing Bag with Daily

Accounting RecordsGives Deposit Slips to Accounting Clerk
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Flow of Collected Funds in the District Courts

Deposit Clerk Informs Accounting Clerk of Adjustments Needed,

i.e., Over/Short, Transaction Reversal; Gives Tear-off Record

from Plastic Sealing Bag (Loomis Pick/up)
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