
Payment Clerk
enters payment
information into
FINET to process

payment

State Treasurer
sends out check to

Juror/Witness

Check is returned
to State Treasurer
as undeliverable

State Treasurer
sends check to
AOC Budget

AOC Budget
enters check into

statewide
"Returned Juror/
Witness Checks

Log"

AOC Budget mails
check to the court

Check is entered on
the court's Mail Log
by the  Preparer and

Witness and
forwarded to a

Custodian other than
the Payment Clerk

Custodian mails check
to a current address?

Custodian writes the forwarding
address on the original copy of the

Mail Log and contacts AOC
Budget Department so master
spreadsheet can be updated

Custodian writes Undeliverable
Juror/Witness Payment Log on

the original Mail Log and secures
check for one year.  Checks will
be stale dated after one year by

State Finance and the information
is forwarded by State Finance to

the Division of Unclaimed
Property.  The Custodian should
shred the undelivered check one

year from the issue date and
document on the log.

Yes No

Undeliverable Juror/Witness Payments

Juror/Witness Payment
Reconciler verifies the checks on

the log are still secured each
month until shredded.


