Forms — Accounting
Court’s Accounting Manual - Section 16-01.00
Last Revised: 11/9/2020

FORM PDF VERSION | EXCEL INTERNET LINK
OR WORD
Adjustments Vs Credits PDF
chart
AOC Deposit Coversheet PDF EXCEL
(When checks need to be
sent to AOC For
conferences, etc)
Payables - Authorized
Signatures Form PDF
Daily Mail Log PDF
Cash Bail over 10K (form IRS Website
8300) Example
CORIS Trust Deposits
Instructions related to PDF
adjustments
Court Fees: District PDF
Court Fees: Juvenile PDF
Court Fees: Appellate PDF
Credit Card Heartland
Report Instructions PDF
Refer to 03-04.03 Forms
and Instructions for others
Deposit Log PDF WORD
Deposit Review Form PDF
Deposit slip
Validation review PDF
instructions
Deposit Slip Review form PDF
Disputed Credit Card letter WORD
Disputed card letter for PDF
eFiler

Electronic Transfer Request
(Request AOC to move
money for Revenue/Trust)

Google Process
Request access from
AOC Finance

Electronic Funds (EFT)
Transmission form
(Requested by a vendor to PDF
wire large sums to the trust
account)

Federal W-9 form
Example of fields to

complete

IRS Website



http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-13%20Adjustments/02-13%2002%20Forms%20and%20Instructions/Credits%20vs%20Adjustments.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-18%20AOC%20Payment%20Receipting/02-18%2002%20Forms%20and%20Instructions/AOC%20Deposit%20Coversheet.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-18%20AOC%20Payment%20Receipting/02-18%2002%20Forms%20and%20Instructions/AOC%20Deposit%20Coversheet.xls
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/08%20Accounts%20Payable/08-02%20Forms%20and%20Instructions/Payables%20Authorized%20Signatures.PDF
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-03%20Mail%20Payments/02-03%2002%20Forms%20and%20Instructions/daily%20mail%20log%20pdf.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-17%20Cash%20Bail%20Over%2010k/02-17%2000%20Forms%20and%20Instructions/Form%208300%20example%20CashBail2f.pdf
http://www.irs.gov/pub/irs-pdf/f8300.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-04%20Trust%20Reconciliation/06-04%2005%20Forms%20and%20Instructions/CORIS%20deposit%20processing.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-10%20Revenue%20Classifications/02-10%2011%20Forms%20and%20Instructions/District%20FeeChart.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-10%20Revenue%20Classifications/02-10%2011%20Forms%20and%20Instructions/Juvenile%20FeeCharts.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-10%20Revenue%20Classifications/02-10%2011%20Forms%20and%20Instructions/Appellate%20FeeChart.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-04%20Credit%20Cards/03-04%2003%20Forms%20and%20Instructions/Heartland%20Pay%20by%20Date%20Report%20instructions.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-02%20Deposit%20Preparation/03-02%2005%20Forms%20and%20Instructions/deposit%20log.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-02%20Deposit%20Preparation/03-02%2005%20Forms%20and%20Instructions/Deposit%20log%20DISTRICT%20AND%20JUVENILE%20COURT.doc
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-02%20Deposit%20Preparation/03-02%2005%20Forms%20and%20Instructions/Deposit%20Review%20Form.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-02%20Deposit%20Preparation/03-02%2005%20Forms%20and%20Instructions/Validated%20Revenue%20Deposit%20Slips%20reviews.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-02%20Deposit%20Preparation/03-02%2005%20Forms%20and%20Instructions/Deposit%20Review%20Form.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-04%20Credit%20Cards/03-04%2003%20Forms%20and%20Instructions/Notification%20of%20Dishonored%20Payment.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-04%20Credit%20Cards/03-04%2003%20Forms%20and%20Instructions/Juv%20Credit%20Card%20Dispute%20letter.doc
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-01%20Trust%20Check%20Writing/06-01%2003%20Forms%20and%20Instructions/Electronic%20Funds%20Wire%20Transfer%20Request.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/10%20Jury%20and%20Witness/10-05%20Forms%20and%20Instructions/example%20W-9%20fields.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/10%20Jury%20and%20Witness/10-05%20Forms%20and%20Instructions/example%20W-9%20fields.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf

FORM PDF VERSION | EXCEL INTERNET LINK
OR WORD

Flow Chart for when a PDF

voided check clears

Flow of Collected Funds PDF

(District)

Flow of Collected Funds PDF

(Juvenile)

Flow of Collected Funds PDF

(Appellate)

Hand Receipt Log PDF EXCEL

Interest Bearing Trust On intranet

Agreement Form (IBA

Agreement Form)

Interest Calculation PDF of EXCEL

Template mstructions

Lost Check Replacement PDF State Forms

State form FI12

Journal Review Checklist- PDF WORD

dist

Journal Review Checklist- PDF WORD

Juv

Key Log Examples PDF

Key Log Dual PDF

NSF Letters PDF for WORD
(CORIS/CARE)

Non-Judicial agreement Example A

form

OSDC Additional Monies to PDF

be Collected

OSDC Referral Form PDF

OSDC Dist. Civil PDF

instructions

OSDC Code Reference PDF

sheet

OSDC District case transfer PDF

qualification list

OSDC Surety Bond PDF

Judgment form

Public Request to Reissue
Trust Check for Several
options Refer to Section 06-
03.01 Forms and
Instructions



http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-03%20Void%20and%20Lost%20Checks/06-03%2001%20Forms%20and%20Instructions/voided%20check%20flow%20chart.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/05%20Cash%20Funds/05-03%20Forms%20and%20Instructions/Flow%20chart%20of%20Dist%20collected%20funds.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/05%20Cash%20Funds/05-03%20Forms%20and%20Instructions/Flow%20chart%20of%20Juv%20collected%20funds.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/05%20Cash%20Funds/05-03%20Forms%20and%20Instructions/Flow%20chart%20of%20Appell%20collected%20funds.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-02%20Hand%20Receipts/02-02%2002%20Forms%20and%20Instructions/HandRecLog%202.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/02%20Receipting/02-02%20Hand%20Receipts/02-02%2002%20Forms%20and%20Instructions/HandRecLog%202.XLS
http://www.utcourts.gov/intranet/committees/accountingmanual/TRUST-IBA_Agreement.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/excelinstructionsinteresttemplate.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/excelinstructionsinteresttemplate.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/interesttemplate.xls
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/10%20Jury%20and%20Witness/10-05%20Forms%20and%20Instructions/FI%2012%20Lost%20check%20Replacement%20Form.pdf
https://finance.utah.gov/forms-2-2-2-2/
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-03%20Journal%20Closing/03-03%2002%20Forms%20and%20Instructions/Journal%20Review%20checklist%20Dist.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-03%20Journal%20Closing/03-03%2002%20Forms%20and%20Instructions/Journal%20Review%20checklist%20Dist.doc
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-03%20Journal%20Closing/03-03%2002%20Forms%20and%20Instructions/Journal%20Review%20checklist%20juv.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-03%20Journal%20Closing/03-03%2002%20Forms%20and%20Instructions/Journal%20Review%20checklist%20juv.doc
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/01%20General%20Information/01-03%20Safeguarding%20of%20Assets/01-03%20Forms%20and%20Instructions/Key%20Log%20example.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/01%20General%20Information/01-03%20Safeguarding%20of%20Assets/01-03%20Forms%20and%20Instructions/Dual%20Key%20Log.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-07%20Returned%20Checks/03-07%2001%20Forms%20and%20Instructions/NSFLetters.PDF
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-07%20Returned%20Checks/03-07%2001%20Forms%20and%20Instructions/NSFLetters.PDF
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-07%20Returned%20Checks/03-07%2001%20Forms%20and%20Instructions/NSFLetters.doc
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/11%20Special%20Funds/11-03%20NJA/11-03%2001%20Forms%20and%20Instructions/Non-Judicial%20Agreement%20Modification%20Form.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/OSDC%20Additional%20Monies%20to%20be%20collected.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/OSDC%20Referral%20form.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/OSDC%20District%20Civil%20Instructions.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/OSDC%20Code%20Reference%20Sheet.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/OSDC%20Dist%20eligible%20check%20list.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/04%20Collections/04-03%20Forms%20and%20Instructions/Sending%20Surety%20Bonds%20to%20OSDC%20Form.PDF

FORM

PDF VERSION

EXCEL
OR WORD

INTERNET LINK

Revenue Reconciliation
forms and instructions.
Refer to Section 03-06.02

Forms and Instructions

Separation of Duties Model

PDF
WORD

Also available On
Intranet

TAX Exemption Certificate
specific for COURTS

PDF

TAX W9 Tax Holder Form

PDF

Trust CARE Recon
Instructions

PDF

Trust CARE Recon form

EXCEL

Trust Check Signer form

Example A, B,
C

Trust CORIS Recon
Instructions

PDF

Trust CORIS Recon form

EXCEL

Unclaimed Property
(Process to submit
Unclaimed Property)
Refer to Section 06-11.01
Forms

Submit electronically:
http:/new.mycash.utah.g
ov/

Request for Holder

Reimbursement (when needing to
get the money back from Unclaimed)

PDF

Records Retention chart.
Section 01-01.00 contains
pdf version by court level
and excel doc

Validated Revenue Deposit
Slip Instructions

PDF



http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/01%20General%20Information/01-06%20Separation%20of%20Duties/01-06%2001%20Forms%20and%20Instructions/Separation%20of%20Duties%20Form.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/01%20General%20Information/01-06%20Separation%20of%20Duties/01-06%2001%20Forms%20and%20Instructions/Word%20Separation%20of%20critical%20duties%20in%20transaction%20cycles.doc
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/07%20Purchasing/07-09%20Forms%20and%20Instructions/Tax%20Exempt.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/07%20Purchasing/07-09%20Forms%20and%20Instructions/w-9.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-04%20Trust%20Reconciliation/06-04%2005%20Forms%20and%20Instructions/CARE%20Trust%20Reconciliation%20instruc.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-04%20Trust%20Reconciliation/06-04%2005%20Forms%20and%20Instructions/Juvenile%20Trust%20Reconciliation.xls
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-01%20Trust%20Check%20Writing/06-01%2003%20Forms%20and%20Instructions/checksigner%20example%20form.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-01%20Trust%20Check%20Writing/06-01%2003%20Forms%20and%20Instructions/check%20signers.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-01%20Trust%20Check%20Writing/06-01%2003%20Forms%20and%20Instructions/trust%20check%20signer.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-04%20Trust%20Reconciliation/06-04%2005%20Forms%20and%20Instructions/CORIS%20Trust%20Recon%20Instruc.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-04%20Trust%20Reconciliation/06-04%2005%20Forms%20and%20Instructions/District%20Trust%20Reconciliation.xls
http://new.mycash.utah.gov/
http://new.mycash.utah.gov/
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/06%20Trust/06-11%20Unclaimed%20Property/06-11%2001%20Forms%20and%20Instructions/holderreimbursement.pdf
http://www.utcourts.gov/nxt/gateway.dll/New%20Manual/03%20Daily%20Balancing/03-02%20Deposit%20Preparation/03-02%2005%20Forms%20and%20Instructions/Validated%20Revenue%20Deposit%20Slips%20reviews.pdf

