Effective Date Statewide: Draft ‘ Revision Date:

GARNISHMENTS

Description: - '

When a judgment is ordered and the debtor is not paying the debt as ordered, the
creditor may use the garnishment process to help recover the loss. This document
describes the different types of gamishment activities and how each should be

_processed.

Reference:

Utah State Court Rules of Civil Procedure Annotated 64
Utah Code Seclion 78-7-44

Utah State Court Forms www. utcourts.gov/resources/forms/

Overview:

A garnishment is a means to seize property or funds of a debtor in the possession or
under the control of a person other than the debtor. The person who controls the
debtor’s property is the garnishee.

A Writ of Garnishment is available after final judgment or after the claim has been filed
and prior to judgment. This is the directive served upon the garnishee by a sheriff or
constable instructing the garnishee of their responsibilities in the action. The writ
advises the gamishee of the amount owing on the judgment and orders the garnishee
to hold any property they may have belonging to the debtor

A Writ of Continuing Garnishment is used to collect the wages of a debtor. Whén
served upon the employer, the employer is required to gamish all paychecks of the
employee for the next 120 days.’

A Non-Wage Garnishment is used to collect a debtor’s funds held in a checking or
savings account, or a State Tax Refund of the debtor. A non-wage garnishment is

- served upon the financial institution where the funds are being held. This type of

garnishment orders the institution to hold the debtor’s funds until an order can be
obtained to get them released to the creditor.

Interrogatories are questions directed to the garnishee to get information about the

. debtor’s property. The garnishee must file answers to the interrogatories with the court

within seven business days after service. The garnishee must also serve a copy of the
answers upon the debtor and send a copy to the creditor within five business days.
Attached to the:interrogatories is an Affidavit of Garnishee. This document allows the
garnishee to affirm that they have answered the interrogatories to the best of their
ability and mailed the appropriate papers to the debtor. The Affidavit can be found
www.ufcourts. qov/resources/forms/
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GARNISHMENTS

. - Garnishee Order is an order directing gamishee to release the garhished funds if
- needed. ' ‘
Garnishee Order to Show Cause is an order directed to the garnishee to appearon &
certain date and provide an explanation to the court as to why they failed to answer
_interrogatories. _

If the debtor requests a hearing, the clerk shall calendar a hearing
and send notice as soon as possible.
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GARNISHMENTS

Writ of Continuing and Non-Wage Garnishments

Procedure/Computer Entry

1. Check the fol'low‘ing prior to issuing the Writ.

A.
B.
C.

Verify there is an active monetary judgment against this debtor.
Check the creditor/debtor to be sure they are correct.

Be certain the judgment is not older than eight years and that it has not
been stayed or satisfied.

2. Verify the following documents have been filed before Writ is issued.

A,

nmo o w

Ong:nal application for garnishment (filed by the creditor) if a copy is
attached date stamp and return with application. The application identifies
the garnishee, states if the property is sought for personal services
(wages) or not, and states the current balance owed on the ]udgment

Two original Writ of Garnishments.

Notice of Garnishment & Exemptions/Instructions.
Interrogatories

Request for Hearing {two copies)

Filing fee and correct garnishee fee.

3. | Two ways of Issuing the Writ: (A. Through Cashiering if recelptmg money, orB
through the Document screen if there are no filing fees.

A.

reflect both entry’s.

Receipt the appropriate fees that apply to the writ. One of the screens that
appear when the monies are being recelpted is a document screen.

When it appears, the S —
word “Garnishment”
wili display Select

m Civil Fee Dacuments

Enter. The words Document Tille

Garnishment (Gamishmert Application Fied
Application filed will _ : j
appear just below, .

Select Enter again and
the case history wili

123 Pvimt Barcod A
' CEee | R |
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G'o fo the document
screen

GARNISHMENTS

‘case >

Documents (F5)

1.

2.

Select the Issue radio
button

Select the appropriate
title (writ of
garnishment) from the
drop down box and
press the Tab key.

Add the words

- “Application Filed” to

the end of the

~ document title.

Select who issued the
Writ. (judge,

commissioner or clerk)

) ﬁll]ocumenls M=E

TFoolbex

Case 1856000119 izl 3 thanzon i

, : woe ] [ |
Last Hame[SIMPSON Date[(VZRT | {7 Contious Date/Time

Firat Hamo[HOMER T35 |i @AM CpM }

Y Partes [ciups0N, HOMER _ DEF =
istoty - —
T

[ T € Lo [ of G 5]

Tithe [Wiit of Bainishment Apphcation Fed . :J

Iudgs [FANSON, TINGTHT A, ?vl Loemirsi - ;i]
[ w9 s -1

gl | Sel Check |§npeansrbezeue| I3 Prink Baecode [g,m’ Tea §

Receipt the appropriate fees that apply to the writ '(See District
Court Clerical Training Resource-Cashiering). -

Sign and seal all copies of the writ provided.

Place the original application in the file. The remaining paperwork is
returned to requesting party or forwarded to a process server.

However, if it is documented in F5, it will show twice in the Case History.

. DCCTR Document Garnishments 4



GARNISHMENTS

| Interrogatories
Procedure/Computer Entry

1. Once the garnishee is served with the Interrogatories (questions that need to
be answered) and the Affidavit of Garnishee, the garnishee should file copies
of these documents with the court within seven business days after service.

Upon receipt of the answers to the interrogatories, the clerk should enter them as
follows: The Interrogatories and the Affidavit can be found

www. utcourts.gov/resources/forms/ .

A. Enter the garnishee as a party to the case.
B. Go to the Documents Screen. Case > Documents (F5)
C. Select the Answer radio button.
E D SeieCt the fmi)ocumcnls
' " proper party in [Tooson
the Parties: Cave [058080115 | [EDmats i v e Judge [thenven | e |
box. Last Name/SIMPSON | Date[4F472007 1| ' I Continus DatesTims
: First Hama[HOMER | Tme[I0:67 |7 & AM C PM |
E. Enter the . All Poties [51nPSON, HOMER  DEF i~
. amount being | s :

withheld in the
Garnishment
Amount box. -

F. Enter the date
the debtor was Title Pmawer to 17t
notified.

. Farties; |SIMPSON, HOMER DEF Bamithment Amount {1 600.00
G. Select Enter. : Hotification Date (0171977005 |

[ "Cioar |1 Spelt Chock ]gwwmu{ [ Piint Barcode | et I

2. A reply to the answers and a request for a hearing may be filed by the plaintiff or
defendant. The reply and request must be filed and mailed within 10 days after
service of the answers or amended answers, however the court may deem the
reply timely if filed before notice of sale of the property or before the property is
delivered to the plaintiff. See rule 64D(h)(1).
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GARNISHMENTS

Garnishee Order

Procedure/Computer Entry

1. Prior to issuing a Garnishee Order:

A. Make sure the answers to the interrogatories have been filed.

B. Verify the amount on the lnterrogatones is the same as the amount in the
garnishee order. :

- C. Be certain the 10 days the debtor is allowed to request a hearing has
passed.
2, Issuing the Garnishee Order.

A. Go into the document screen Case > Documents (F5).

B..  Select the Issue radio button.

C. Select the appropriate document title (Garnishee Order) from the drop
down box and press the Tab key. The title “Garnishee Order” will be
entered in the Title box.

; D. Select the judge -
. who signed the ey
' order from the drop | c. e | G ien Judge Fhanon e
down box. ) Im: Name[SINPSON | Date[$H47200F | 17 Continan Dale/Ties
: FustNaoe[HOMER | Te[1032 |[ G aM O pu ]
F. Click Enter. "‘:’;"'i";s;npsuu.uuum DEF =1
History
Title |Gamithas Drde
Judge [FANSOR TINGTIVETS)  Comipsioner[ ™~ 7]
ok T5]  HemingOote ] Tine ] 31
Cieor || Soeh Chock || indate/Dolete | 1T Pint Barcode e |
3. Endorse, seal and return the document for service.
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Procedure/Computer Entry

GARNISHMENTS

Garnishee Order to Show Cause

1. If a garnishee fails to respond to the interrogatories and a Motion, Affidavit and

Garnishee Order to Show Cause is submitted:

A. File a Motion, Affidavit and Ordér to Show Cause for the failure to respond -
to the mterrogatorles -

B. Check for a return of service of the interrogatories. _

C. Make certain that the time has passed for the garnishee to answer.

D. The Order to Show Cause should then be issued and served upon the
garnishee. (If the garnishee fails to appear or provide sufficient
explanation, the garnishee may be found in contempt by the court and a
judgment entered against the garnishee).

2. Issuing the Order to Show Cause.
A Go into the document screen Case > Documents (F5)
. B. Select the Issue radio button

C. Select the appropriate tltle (Order to Show Cause) from the drop down
box and press the
Tab key ;.chumentz i
“Garnishee” before |, yomowrzon ] o[ ] I Contise DotlTine
the iitle “Order to FustMome[BOMER ] Twno[I03Z ]| @ aM O PM |
Show Cause” “';T::"[smmun.uuuza DEF =
displayed in the Title % i
box.

E.  Select the judge who || E]  © trwve [Grderto Siow Coe =
signed the Order to o ' Covinus THis/Dats
Show Cause. Titie [Basrisher GrGer to Show Cour

F. Enter the hearing

date and time. (To
set the hearing see
Calendering.)
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Effective Date Statewide: Draft | Revision Date:

GUARDIANSHIP/CONSERVATORSHIP
Description:

A guardian is a person or institution appomted by a court to make decisions about the
care of another, who is called a “ward.” A conservator is a person or institution
appointed by the court to manage the property and financial affairs of a ward.
Sometimes the same person is appointed to both roles. If no conservator s appointed,
the guardian has the respons.-b.-hty of a conservator

Definitions:

Conservator - A guardian: protector: preserver, Appointed by court to manage affairs of
incompetent or to liquidate business. Person appointed by a court to manage the
~ estate of one who _is unable to mange property and business affairs effectively.

Guardian - A person lawfully invested with the power, and charged with the duty, of
taking care of the person, who, for deft of age, understanding, or self-control, is
considered incapable of administering his own affairs. One who legally has
~ responsibility for the care and management of the person, or the estate, or both of a
. child during its minority.

Reference:

Utah Uniform Probate Code 75-5-101 through 75-5-433 _
Rules of Judicial Administration 6-503, 504 and 505 are being revised, may
become CJA 06-501, effective Nov. 1, 2007.

Black’s Law Dictionary -

Overview:

A guardian has the responsibility of a parent for a minor or incompetent person, except
that the guardian does not have to use his or her own money for the ward’s care and
support. A conservator is the trustee of the ward’s estate which includes all of his or
her properly, i.e. income, such as wages, certificates of deposit, stocks, bonds,
retirement benefits, motor vehicles, and valuables such as jewelry, furs, and arf. A
conservator must use reasonable care, skill and caution to manage and invest the
estate as a prudent investor would.
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If the ward'needs help in some but not all areas of decision making, the court may order
. a limited guardianship. The court may also limit the conservator’s authority.

In an emergency, the court may appoint a temporary guardian, who serves for no more
than 30 days, until a hearing to decide whether the ward needs a permanent guardian.
A temporary guardian has the responsibility of a permanent guardian either limited or
full, depending on the circumstances.

Forms for appointment of a guardian for a minor are located on the court’s website,
www. utcourts.gov/OCAP .

‘Before entering the order appointing a guardian or conservator, the court shall require
the guardian or conservator, other than a professional guardian or conservator, fo file a
statement or certificate that he/she has read the Basic Guidelines for Court-Appointed
Guardians and Conservators. The instructor shall also file a certificate showing
satisfactory completion of at least one hour of training in the authority and
responsibilities of guardians and conservators.

Once the appointment has been made, the guardian must file an annual report with the
court (with a copy to go to any interested persons) on the condition of the ward and any
changes made to the ward'’s circumstances. This is due within 60 days after the
anniversary of the appointment. A conservator must file an inventory of the estate
property within 80 days of the appointment and also an annual accounting which is due
. within 14 days after the anniversary of the appointment. :

NOTE: No annual reporting is necessary if the following applies: the appointment is a
parent, the minor child is not incapacitated, or there is a court-blocked account where
the court is maintaining control over the ward’s account.
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Procedure/Computer Entry

1. From the Primary Menu select Case > Case Filing > Probate > Case
Type > Conservatorship OR
Guardianship.

First Name

Birth Date Paty . R .
[ | |u % wge[ (EjComshine| G GdCwsNowe[ |

— - e [TX THE MATTER OF THE CONGERVATORGHIP OF
Commigsianer  Fifing Date - ]

Pate  Lashome o SocSor
] I [
ptrens pddiens 7 '
| | |
@ Siste  ZwCods Couw  Jiie Dissbiod Sofeouarded
| [ | — =] o

|- Attach allorney{s] tn paity

Bar No E::] Bar State

Lest Hame |

fustName [ |

2. Tab to the Name line and
enter the name of the Ward
(the person the appointment is

. for).

3. Tab to Party and select the appropriate party type for the Ward (ICP
Incomp/Incap Person, MIN Minor, PTP Protected Person) and enter the
appropriate information. Select the Next Party button and select PET
from the drop down box, enter address and any information available.
Attach attorney(s) to party (See Attach an Attorney Document) if the
petitioner has representation.

4, Tab to Accept Fee button. This brings up the probate case number and
the judge assignment for the case before the Cashiering Screen
displays. (See the Cashiering document.)

5. The Civil Fee Document screen comes up with the wording Complaint
No Amount Probate. Delete that wording and type the name of the
document. Enter.

6. Calendar the hearing. (See Calendar Document).
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. After the appointment has been made, go to the Name/Address screen with the
petitioner's name selected (or the party whom the court has appointed). Check the box
- Retain Date for new party and select Add Party button. Now choose the appropriate
party type for the guardian/conservator (GUA Guardian, GCN Guardian Conservator,
CON Conservator,) and enter them as the new party. If no annual reporting is required,
select the appropriate reason from the drop down box under No annual reporting.

Case{ﬂ_ﬂ}ﬂwﬂl Ki:ummumhlp

] " Drivars License Seaich
Lozt Name [IDSEPH | Paly  |Guardian ~
Finst Nome {BHOWH % T Disshity

s e R sy
| i Fan | ]

CiyrsuZp [SALTLARECTITY  Jlyr vjeinon | Social Secuiity Numbes

BithDate [ | - emdes ——— inmate Nusber [___|

Couy  [SALTLAKE | ‘: Make Driver License State

Emplayer Information - Fenale N S

Nowe | | Phane nusber

L s R v |
1 Dismissed Mo annual f@!!!ﬂ {7 Saleguarded [} Relain Data for new pary

P ddeess | Delte Py} (17 gicged mcoouen [22] (500 Atonens| [ Ewer |1 st |
Mo ik incapacikoted] —

Once the court has made a ruling,' the case can be disposed. From the Primary Menu

> Case > Civil Case Disposition, enter the date of the case was disposed, the status

of the disposition and the judge/commissioner making the order.
i Dacuments

P N

Last Hawa| | bat=[3/3372007 ‘ [ Continuo Dato/Timu

Document Entry

There are four probate document s Wome] ] ra F0ETAl [ Cam & P |

types that can be selected from the [ oo
drop down box which will aid in.
tracking future reports required by 5
Haw. - o [Bme 3] O
wmmm@nm.’ =

™ 15 Eonlinue Titla/D ata
¢

JAnswer
Certificate of fleadiness
Flan )

1. Accounting and Status - Probate

- 2. Annual Accounting - Probate

3. Final Accou'nting - Probate

4. \nventory - Probate
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After selecting one of the above options the Filed by box will display. All parties that
have been attached to the case will be displayed in this box. When the appropriate

party that filed the document is selected it will make a case history note showing what

has been filed and by whom.
Example: 7
(Filed: Inventory - Probate

T Dacuments

Filed By: It will list the person

T FIEAEY [ 44 0

selected in the drop down box.)

~]

TP

By adding the party that filed the

document this will allow for accurate
record keeping when you have a

separate guardian and conservators,
or when there are two parties of the .

old type GRM, where one is the
current legal guardian and the other
has been removed from that duty.

Titly [Final Accounting - Probate [
. Sl
Filod by | =l
G |1 spettheck | Undste/motetn | L3 Privd Barcoe © | ke | i Em l

Tracking Accounting and Annual Reports

The dates which the required reports are due
should be entered into CORIS once the
appointment has been made. This will help
to maintain accurate and current records and
monitor if reports are filed and filed timely.
This screen can be accessed from three
different places.

1. Primary > Case > Management >
Guardian Conservator Reporting

.
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"JERT . Sak Loke Towt

LasiName

FirstName i

Hirth Data

:E[Wa“"—km—m"ﬁ“——‘—]
y

Commissianer Filing Dole
—




- N e S5 S S S 3 e VR g e 5

{fﬁlndividuais Prezent
. Hexing/¥rio¥ Cestificate of Notiication! Print Indesd W ‘oolbor : 2 Primary >Case b Incourt -
R M .
Con 7000 [[conapriarstp ] Comoipel g, . New Minutes. Guardian
Lo MomefllY 1 Casbigerie Conservator Reporting.
P4 Documents (1] o
Fiod Wame [HRGWN | = :
Cate Nawe i THE WATTER UF THE CONGERVATGRSHIP OF LYWW Jydgnents
- Name Addents
0322/2007 il
o R
dudge| HANSON, TINOTHY R, iv] EonmmE ]
 T7: Telephone Conderence £ Vids _
Coples of Ninukes . AT -
[ Ho Paties Prossnt  Tyoe of Signature Line =0 ¢ 5 Home :
o] [ | | = T—
e _— ; Allach Allornay k2 Judga ‘lhannn HE
[ Inteqpretens T Pint Baicode ] Aoy for Canee AboF1 Lt |
Z e prani AneFg  [tofif80FZ07 | [ Contiooc Dute/Time
Civil Caze Dispoaition = e
P ol [F o & |
Judguent 3
dudgwemt Lovkup F3

3.  Case > Documents (F5) > Toolbox | messe F

Notice lo Submat Repmi

> Guardian Conservator Reporting. | s S

Tile rnulh::mﬂiu-ﬁnbdl F]

Filad by RADIL. (ASHAD A v

{Dear |1 Spei Cheek F ipdote/etete | T [ e | Dew
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After selecting one of the above Ways to get to the Guardian - Conservator Reporting
Dates ' : : ' _
the following screen will appear.

{iit Guardian - Conservator Document Reporting Dates

WBDI]U[I[M | |L‘unservat0lship
|MAFIY, BROWN

Final Accounting filed by BAAR, LOIS A on 03/20/2007.

Report Type to be filed by. due on

@ frvenieis  [sosePn.sRown 5] peravaer_|

[~ Combined Accounting | ‘ ' %’ﬂ] | |
and Report on Status — =

¥ Accounting [MARY, BROWN =] [pa/2072008 |

[ Report on Status | JOSEPH. BROWN 1] 0372072008 |

Enter. i : Exit I

Under Report Type, select the type of report to be filed. Select Inventory with
Combined Accounting and Report on Status or Inventory with the Accounting, Report
on Status separate. This is designed so that it will handle a Conservator and a
Guardian, or just a Guardian. Under to be filed by, select the party that is responsible
to file the report, then enter the date the report is due under due on.

The Inventory due date should be 90 days from the date the order appointing the
guardian or conservator is signed. The other due dates should be one year from the
date of appointment. When the report is filed and is clear for the year simply go into
this screen and change the date. This will trigger the Notice and OTSC when they are
due the next time. '
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GUARDIANSHIP/CONSERVATORSHIP

If a clerk were to try to go in and set a report due date on a case that does not require a
report or does not have a party type of Guardian or Conservator this warning will display
first.

#ARNING

@ Ne Guardian or Conservator parties on case, or they are not required to
report.

If there IS an attempt to add a date m}l’iuard;an Conservator Document Reporting Dates

‘on this screen but the party type of :

Guardian or Conservator has not (673000005 | Eﬁmm |

been added, then the party will [SMITH. JODECI |

have to be entered or the party

type changed in the Name/Address | Reret Tree to be fled by _ dueon

screen Il inventary| | =11 |

' " Combined Accounting ] i I

. If No annual reporting was . I accominn — 1| |

entered on the Nam.eIA.ddress- T Report on Statas I 5| ]

screen, then a warning in red Will | ¢,....cd om reporting: _

display. The drop down box will JONES, LILA= Parent.

be empty so you will not be able to

fill in the party to be filed by. o : e R

When this screen is used, it will
- keep track of when the reports are due and will help in preparing reminder letters as
well as setting up the order to show cause and sending out notice.
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. GUARDIANSHIP/CONSERVATORSHIP

Guardian - Conservator Notices

b H Exitl | Cage | Wk Print indexl Lock Haip
Case > Management > Guardian (£ P ribo Wnlismmen 1o
= . Cal Chages AR+FZ
Conservator Notices , [ | Colori , LostName Firet Moo
@ Incourt »  [ERETH [FOEES
1% Documents 5 ~
1 Tacking £ Hirth Data : P
”: Wenon! . v r : IncompsIneng Potsss Hed
i FTAFIC + Commigsioner Filing Data
I_E Sty ShilteFd r’mT?l
; Exhibt »
;  Auchive .
" Expunge Cara
S¥ Forms v
g Hotiens v
Wainknn 3
¢ Detouk Rojection _——
v B Y " Ciivind Gt o T @ ]'
¢+ Civil Ease Disposition i CROTSC d .
oot Judgments | DYSC Auto Dismizeal
| CazaDalets ! Criminal Caze Trantder
bz, Dbt Codloction ! Cirll Carem Transfor
L Lk i Cais Chesivn
¢ Drwy Cownt ! Cuta Closing Boport
T TH Cias Clased
{  Discovery Plan
i i Piststsd Case Account Totak
v e e e e R! Cove Appestad i
3 T Guardisn - Conssevator Heporting
Luarcian  Cnantervatos Helices

The Conservator/Guardianship screen wili display. Enter the Start Date,

End Date,

select the Type of document to be prepared and select the Search button.

. This will pull the cases that match the selected Type.

T Canzorvator/Gamdanship
) R U— - v |
i.)u- Dates:  Stant Date o & Resinter Hob inmll |
End Date | ; £ oTsc Closs |
{Chde Hum | Pasty Tiue Date {Last Heporied _[Decument i
{ SclectpB || Clowafl | § Cisats Hotice/0TSC | B |
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GUARDIANSHIP/CONSERVATORSHIP
A list of cases that meet the criteria of the search will dispiay. Selecting the box next to

the case number and selecting the Create Notice/OTSC button, the appropriate notice
will be prepared and sent to the print index.

F:?:'} Contetvata FGnadiancship

Type
& Resminder Notica Search
DS Tom

Dus Date JLast Roparted 1Document,

033000005 GCN GUARDCUONS, TEST 312807 Accounting and Stalys Frobate
I3 033000005 GCN GUARDCONS, TEST ANrxe7 trventony « Probale
[ 073000001 [CGON THUSTEES BARK Elglilr:i i EITANT fnvertory - Probale
[ 073000002 COM TEST kipirsing Accounting and Status -Probate
12 073000002 COW TEST Nz007 inventoy - Probate

[Tioats Noesi0 ot || Eg¢ |

. If the OTSGC Type is selected, an OTSC hearing will have to be calendared and the
notice screen will display to set up notices.

Tt Conservator/Guardianzhip

BoeDeter StatDeto [1706 | L r— " Seweh |
EndDats 107 | & BisE Clea
are How | Party foueDals  liot Heposied [Dociment
{3 CH000005 GCH GUARDEONS, TEST nrmr Aoccinting and Statuz Probate
&CN GUARIDEONS, TEST a0 Inventoey - Probata
[ 073000001 TON TAUSTEES BANK WRNOT | N7 inventorp - Probats
{2 07000052 CAM TEST A2 * Acrounling atd Stalus Probiate
LN TEST N 12007 Inventory - Probate

1 Caendx : -;maenmmrsnr B |
Event | i*] on |
& M
[ Joees o[ F
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GUARDIANSHIP/CONSERVATORSHIP

Applies To

Form Filed By Deadline Mailed To
Affidavit of Guardian Before | Guardianships Filed, but not
reading the Conservator | Order/ietters Conservatorship | mailed
manual issue
Report on Guardian 30 days after | Guardianships Ward, ward’s
Conditions of anniversary of conservator,
the Ward appointment.” heirs, anyone
under Utah
Code Section
, | 75-5-406
Inventory Conservator* | 90 days from | Conservatorship | Ditto
appointment : '
Accounting Conservator * | 14 days after Consei'vatorship Ditto
anniversary of
‘| appointment
Guardian’s Guardian Arranged Conservatorship Guardian
Accounting to | Submits to between the submits to
the conservator guardian & conservator but
Conservator | but does not | conservator. . does not file with
file with the the court.
court.
Auditor's Conservator* | With | Conservatorship | Accompanies
Affidavit accounting the accounting
Notice of Guardian With report on | Report on A_ccompaniés
Right to Conservator | conditions, conditions, the report on
Object inventory and | inventory and conditions,
accounting. accounting inventory and
' : accounting
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GUARDIANSHIP/CONSERVATORSHIP

Notice of

Clerk Ultimate If someone Clerk posts in 3
Hearing notice has to | objects to the public places
be a least 10 report on and mails to
days before conditions, people who have
the hearing inventory and requested notice-
clerk should accounting Clerk mails to
distribute 17 guardian or
days before conservator who
the hearing | in turn mails to
ward ward’s
guardian or
conservator, and
_ ward’s heirs.
Certificate of | Clerk Upon Whenever there | Filed but not
Posting ' distribution of | is a hearing served.
Notice of the notice
Hearing _ _ ‘
Certificate of | Guardian Upon mailing | Report on Filed but not
Mailing Conservator conditions, served
Inventory,
accounting
motion 1o
terminate, notice
| of hearing and
orders approving
same
Order Judge | 60 days after | Report on Filed but not
Approving submission conditions, served.
- inventory
-| accounting
motion to

terminate, notice
of hearing and
orders approving
same '

. DCCTR Guardianship/Conservatorship 05/07 12




GUARDIANSHIPICONSERVATORSHIP_

Motion to Ward None Guardian Ward, Guardian,
Terminate Guardian, Conservator Conservator,
conservator, Interested
or interested Persons
person
Order to Judge 60 days after | Guardian Guardian
Terminate submission Conservatorship | Conservator
Ward Interested
Persons

*Filed by guardian as conservator unless there is a separate conservator.

._ DCCTR Guardianship/Conservatorship 05/07 13




Effective Date Statewide: Draft - | Revision Date

| JOINT AND SEVERAL ACCOUNTS

Description:

Joint and several liability means if two or more persons are ordered to pay restitution on
an obligation together to the same victim, the victim can recover the whole
indebtedness from any one of the persons The persons are then left to sort out their
respective contributions between themselves Also, See Utah Code 78-27-38
Comparative neghgence

Reference:
Accounting Manual
Utah Code

Overview:

A joint and several account is estabhshed when there is more than one defendant and
the cases have the same victims. The joint and several function in the case
managerment system allows multiple cases to get credit for payments made by multiple
defendants. The cases must be linked for this to work.

Three things are required to set up a joint and several account.

1. The same dollar amounts must be owed to each victim on each case (.-ncludmg
restitution interest accounts)

2. The same victim name must be on each case.

' 3.. The cases must be linked together. -



JOINT AND SEVERAL ACCOUNTS

Procedure/Computer Entry

NG OTN APPEAR TY DATE: . G1/20/2005

OH TRACRING

1.  The cases must be linked to set

up a Joint and Several account.

Enter the defendant’'s name on

the primary menu and select

- Find.
. Change 1o Party
- TN A
7 Use 'Soonds Like’ Search
Vession Dale: BR/Y/2005

2. From the Primary Menu > Case > Links > Link Co

Primary Mesy

ALBERT - Sal Lake Test

~-defendants.

Last Name

_ F;fst Name

Commissioner

Filin ] ﬂuier Vinintlon Date

DN TRACKING

This will display the Link Co-Defendants Screen

ND DTN APPEAR BY DATE: 1 2262005




JOINT AND SEVERAL ACCOUNTS

Titink Co-Defendants -

3. Type in the case
number for the first
case to be linked by

- co-defendant and
press the Tab key.

f Case Number  Type Co-defendant name Judge name

4, Another line will
appear for the next
case number to be
linked. This step will
need {o be repeated
until all cases/co-
defendants are linked.

5.  Select Enter.

The following message will display.

6. Select OK

7. Select Exit from the Link Co-Defendants screern.

The trust accounts on ail cases that are being linked and set up with a joint and
several account must match. [If one defendant is sentenced prior to the others, then
the interest on all of the cases must be adjusted to match the defendant that was
sentenced first. '




JOINT AND SEVERAL ACCOUNTS

The clerk must then go to Accbunting.

8. From the Primary Menu select: (F11) or Accounting > Accounts Receivable
: > Trust Receivable.
The User Verification ‘ ' '
Screen. Enter Password: > Continue Login Name: mauriem
Password: |i |
Continue Exit
Num Lock

9. Select Jointly and Severally.

The Manage Joint and Several (J/S) Accounts screen will show.
This screen will display all of the Individual's Trust Accounts for the case. These
are the individual's who are owed money by the defendant.

Manage Joint and Several (3/5) Accou

Recipient Amount Due Balance Due J/5 Add J/S
JOHN PARAS $2.500.00 $2.500.00 O |

4

‘ ~Joint and Several Accounts

Jand§ AmountDue S| ]

Amount Due Balance Due Remove J75

Case Numbes

IDefendant Name




. JOINT AND SEVERAL ACCOUNTS

10. Choose the Trust
Account/Recipient that
should be set up as a joint
and several account and - indiv 2 :
check the Add J/S box. ~ | — g s

Hi™anage toit and Several () 5) &t

11.  Select the Add to J and
S Accounts button.

Amount Bue  Balance Due Remova d/5
$2.500.,00 $2.500.00 7

This will bring the Trust
Account down to the bottom
window on the screen.

12.  Select the Clear bution at the top of the screen, type in the next case number,
select Find.

This brings up the
next case and lists all

. of the Trust Accounts on |l s
this case. Bl ionn panas $2.500.00 32,500 06

13. Mark the Add J/S box for

the trust that has the o
same recipient and (amMTsWuA v

Recipiont 3 and 5§ Amoint Dus
amount due that was Numbel Amcuni Due  Balance Due Rm.l

%dmﬁmﬂun

selected on the previous | {ose. perenpant - 051000672 $2.500.00 $2.500.60
Twi. DEFENDANT 031008673 $2,500.00 $2,500.00

B—
case. ' é | i

14. Select the Add to J and
S Accounts button. It
moves the bottom
window also.

fftManage Joint and Several Accounts - Seet,

15.  Select the Select ; Lost Hame BOUIIEAN
Recipient button. This
Manage Joint and
Several Accounts
- Select Recipient
screen will appear.

® | | S

FPhone |




17.

18.

-19.

16.

~ Select Enter.

- the box labeled

JOINT AND SEVERAL ACCOUNTS

Verify that the recipient is correct

| fitfManage Joint and Seveval {375) Accounts

Caze

Fill in the total

amount due to ||z
the recipient in

Jand S

Amount Due.

Select Enter.

Joint and Several A t -
Pamspm TR AT 3 and's Amount Dus S0
[Defendant Hame Care Humber  Amount Due. Balance Due Aamove 475
ONE, DEFENDANT 651000672 $2.500.00 $2,500.00 O
(| TWe, DEFENDANT 651000673 $2.500.06 $2.500.00 O

Select Exit from the Manage Joint and Séveral (J/S) Accounts screen.

The Joint and Several account is now set up.

To verify that the joiht and

-several account has been set
up properly, open the Trust
Receivables screen. The
amount you previously
entered in the J and S
Amount due field should

appear in the field entitled
Severally.




JOINT AND SEVERAL ACCOUNTS

Exit out of the Joint and Several screen betweeh each Receivable. This will complete
the update.

if a third case needs to be added, go back into the Joint and Severally screen, with
one of the original two cases on the screen. Highlight the row in the upper section, then
click on Display J and S Accounts button. This will display the existing J and S
Account on the bottom part of the screen. Go back to the top of the screen, Clear it,
bring up the third case, and add it's account using the previous procedure. After
selecting Add to J and S Accounts, the third case’s account will be brought in at the
bottom. This is the same process you used to do the first two cases. '

Select Enter and the third case’s account is added to the window at the bottom. To
verify, display the Trust Receivables screen, and be sure the field entitled Severally
has the correct amount in it.

CASE NUMBXR G3LC00672 Ocher Hisdakesnor

Joint and several account activity is
reflected in the case histories as follows.

Pafendancs DEFXHDANT OHE, DIFINDANT IW0, acw linked.

Trust Acveounts are jeincly and savsrally linked with accombts
on caras: G510006%3

Cases 051000672 and 051000673 are cuanors

Chazge L - 76—-6-402(1} = POISASSIOH OF STOLEM PROFPIRTY

linked jointly and severally. They sharea |~ Class & Hirdenesnor
trust account that shows a Total Due:of | =~
$2500-00- JUDITH 3. ATHERIGH

A payment was made on case Detendars - DEFTONS 05
051 000672, Fraintiff ~ XLTA CETY

ALANTIC CITY, BY 1Z343

[DEFIODANT INFORMATION

The case history for case 051000672 N
shows the $100 payment received. - Bane of Birek: kugust 1o, 1380

Lay Inforcamdnt Agency: ALTA POLICR
Prosecuring Agancy: ALTA CITY
Wiolation Pace: Jannary 12, Z00S

PROCEZEPINGS
0L-14-05 Cags filad by waryb

10~-14-05 Judgs OOTDIN arviyned.
10424~05 Trust Accoumt Srdatad Tatal Dus: 2500.00

10-14+D§ Judge ATHIRTLH assignad.
10~14-05 Raxtiturtion Fayuant Received: 100.60
Rocae: Joint /desreral Paysent




JOINT AND SEVERAL ACCOUNTS

The case history for case 051000673 shows no payments received, but reflects a credit
- of $100 because of the payment made on the case it is linked to jointly and severally.

ALTA CITY]l ws. DEFINDANT TWO

CASE BUMBER 051000672 Other HMisdemeanor

Defandants DEFENDANT ONR, DEFENDANT IWO, are linked.

Trust Xccounts are jointly and severally linked with accounts
on cazes: 0510006872 ’

CHARGES

Charge 1 =~ 76=-6-402{1) = POESESSION OF STOLEN PROPERTY
Class A Mizdémeanox

CURRENT ASSYGNED JUDGE

JUDITH S_ ATHERTON
PARTIES

De¢fendant = DEFENDANT TWE

Plaintit? - ALTA CITYL
ALANTIC CITY, HJ L2345

DRFINDANT INFORHATION
Detandant Hame: DEFERNDANT TR0
Law Enforcement Agency: ALTA POLICE
Prosesuting Agency: ALTA CITY
Viclation Date: Jamusry 12, 2005

PROCEEDINGS

01-14~DE Case filed by naryk
10-14-05 Judge MCCLEVE assigned.

10-14=-05 Trust Account craeated Total Dua: 2500, 00
10-14-805 Judge ATHERTON assiguned.
10-14-06 Restivucion Payment Recaeived: 0.60

Credit Receivad: 100,00
Hote: JointsSetraral Payment :




. _ Effective Date Statewide: Draft ' Revision Date

Notice to Surety/Bail Bondsman of Non-Appearance
Description: | |
How to print the Notice to Surety for a defendant’é non-appearance.
| Reference:
Utah Code Ann. 77-20b-101
Overview:
If a defendant posts bail through a surety and then fails to appear which results in an

‘issuance of a bench warrant, the clerk is required to send a notice to the surety
company. '

. DCCTR Notice of Surety 05/07 1



-. Procedure/Computer Entry

~ If a surety bond has been posted in a case and a bench warrant is issued for non-
appearance or the Court directs that the surety be given notice of a non-appearance,
the clerk shall mail notice of nonappearance by certified mail to the address on the
bond, return receipt requested within 30 days to the surety who posted the bond.

Creating the Notice:

1. Select case that needs the notice on the Primary Menu.

From the Primary
Menu > Caghiering.

- Select Dispose
Bail/Bond the
following screen will
display.

Select Forfeit
the following
screen will
display

i1 Trust
LT Uopaid Feee  $[
' % FineMFordeiture

u‘,ﬁ | Cash Bond Bond: Open
1: Cash Badl

Bail Open

I frust sithoul 2 Case

I} MaR Payment
Aunvuet to be Pad $]25 5000

[ 57 Cleat Caze Alter Transaction

5 Tiws Pay
' Tendor O - - - .
| Cash s} T AddNote - [ Send Receiptio Pricter T View Recaipt | -
e s L s B s
Lredit Card s[:[ Number | ] Tepe | =1

ey o L me— e m—

T Bail/Bond Disposition

% Bail

Humber of item

D Posted Date: [12/2772004:

. DCCTR Notice of Surety 05/07



Select Balil
Forfeiture
Notice. And
the following
case will
display

Select the
hearing the
defendant
failed to
appear for
and Select.

Amoum § [{00000 ]

& Forfeit to Fine

4> Forfeit 1o State

{7 Fodfeit to Plaintiff
&% Fofelt 1o Alterney

i Case Hearings

For Which calendar event is the failure to appear?.

§

Heasing Date

171872006

127772005
1173072005
11/23/2005
17472005
1271672004

Hearing Code " Hearing Time

SNT 89:00:00
‘LMH £8:30-60
LMH 10:00:00
LMH og:3a0-00
PTC 13:30:00
LMH 0g:30:08
ARA 08:30:00

Room - Juidge .
307 Mdavis
301 Idavis

361 Mdaviz

301 idavis

203 shanzen
401 aschofie
491  aschofie '

| 972772004

~ The following notice will display -

7.

NOTICE CREATED

Once the notice is created go to your Print Index to print out the notice.

Once the notice is created, it will appear in the case history.

. DCCTR Notice of Surety 05/07




10.

11.

12.

Prepare a mailing certificate including the prosecutor and the surety.

Mail a copy of the notice by certified mail, return receipt requested to the surety
company.

Deliver a copy of the notice 1o the prosecutor.

Place the original notice in the file with the Certified Mail Receipt stapled to the
notice (small receipt with the posta] tracklng number on it).

Set the case on tracking using the code Surety Bond Forfeiture. Set it out for six
months from the date of failure to appear. (See Tracking Document)

. Tracking Code |Surety Bond Forf

' i‘-lev;vien Date ::'

. DCCTR Notice of Surety 05/07 4



| Example of Letter

4TH DISTRICT COURT - PROVO COURT
UTAH COUNTY, STATE OF UTAH

STATE OF UTAH, . NOTICE OF DEFENDANT'S FAILURE
Plaintiff, . TO APPEAR AND ORDER TO COMMENCE
' . BOND FORFEITURE PROCEEDINGS
vs. ' . Case No: 041403271 MO
LUTERU JUNIOR FUIAVA, . : Judge: LYNN W. DAVIS
Defendant. : Date: December 28, 2005
NOTICE

TO THE BAIL BOND SURETY COMPANY AND THE PROSECUTING AGENCY:

This is to advise you that, pursuant to Section 77-20b-101,
et.seq. Utah Code Annotated 1953, as amended, that the above-named
defendant, after having been given notice, failed to appear for

his/her regularly scheduled court proceeding on January 18 2006.

The posting bond company is LIBERTAD Bail Bond for the amount
of $1000.00. The bonding company has six months from the date of -
non-appearance to bring the defendant before the Court. At the end
of that time the prosecuting attorney shall begin forfeiture in
accordance with Section 77-20b-101 et.seq. Utah Code Annotated 1953
as amended.

The prosecuting agency on this case is UTAH COUNTY, 100 E CENTER ST
#2100, PROVO, UT 84606. Phone: (801) 370-8026, Fax: (801)370-8051.

Dated this day of ' .

Judge

. DCCTR Notice of Surety 05/07 5



Effective Date Statewide: Draft Revision Date

Non-Sufficient Funds (NSF) Checks
Description:

When a.check is presentéd to the court and there is not sufficient funds or credit for a
payment in full of the check, the check is con3|dered an NSF or non-sufficient funds
check. _

Reference:

Accounting Manual
Utah Code Section 7-15-1

Overview: ' . -
1. Local courts are responsible to account for and collect any checks not
honored by banks.
2. Per the state court bank contract, checks returned on the revenue

account are automatically presented for payment a second time before
they are returned to the AQC. If a focal court does not want local Trust
Account returned checks presented a second time automatically, a written
request to that effect from the court executive should be filed with the
AOC finance director. Appropriate arrangements will be made with the
bank.

3. All checks returned to the court for Non-Sufficient Funds (NSF) should be
photocopied front and back. These should be maintained with the daily
accounting records on the day the NSF check is reversed/canceled. The
original check should be retained in a separate file until the funds are
collected. When a check amount and fees have been collected and
posted to the account, the NSF check may be returned to the payor. A
copy of the NSF letter needs to be maintained by the court.

4, A $20.00 service fee is charged for each returned check. If the returned
check was applied to multiple cases, apply the $20.00 service fee to one
case only. The fee should be satisfied prior to other fees/fi ines. The fee
may be waived by applying a credit/suspend if:

a. the bank provides a letter stating that the returned check was due
to a bank error (the letter will be retained with the accounting
records on the day the credit was issued.) OR

b. by written authorization of the judge or judicial order, court
executive or appointee.



5. An additional $20.00 collection cost will be charged to the issuer if
payment is not received within15 days of mailing the NSF check notice.
The fee should be satisfied prior to other fees/fines. These costs may also
-be waived by applying a credit/suspend if: :

a. The payment was mailed by the issuer before the 15 day period
has ended. |
b. The check or the entire case has been forwarded to the Office of
State Debt Collection.
c. By written authorization of the judge or judicial order, court
executive or appointee.
6. The actual NSF check from a person not named as a party on a case

should go to OSDC on day 31 unless firm arrangements have been made
with the payor to make a good faith payment within 10 additional days.

7. All courts will mail the written NSF check notice to the payor within five

' business days of receiving the NSF check. If the NSF check was applied
to multiple cases, send one NSF check notice to the payor for the total
amount of the NSF check plus any fees due.

8. Collection efforts on court civil cases may continue for an additional 30
days from the mailing of the NSF notice and should be manually sent to
OSDC if further collection efforts are required. Criminal cases becoming
90 days delinquent, shall be sent electronically to OSDC for collections.
All fees and charges accrued to date should be included with the primary
balance forwarded.

9. Once a check has been returned by a payor, further payments on that
case by the same payor should be made with cash, cashier’s check,
money order, or credit card.

10. Local management may choose to publish a list of NSF payors
Procedures should be written to support these practices.

Checks returned through the trust account will be returned directly to the court. Checks
returned through the revenue account will be returned to the AOC finance department.
The AOC finance department will distribute returned revenue checks to the courts with
the bank charge notice. Determine whether the check was returned through the
revenue or trust account by rev.'ewmg the bank account number on the bank charge
notice.



Non-Sufficient Funds (NSF)

Procedure/Computer Entry

1. From the anary menu select Cashlerlng|> Journal> Transaction Reversal
. T Tl'&l‘,d' [hﬂlRﬂW- ; N 1
a. Use the “Transaction *-mw-'@ﬁmw S

LastMame |BEAR 1”"‘"“"’“ Doy

Reversal” screen to
locate the transaction to

Jogrnal Number Biitnass

Racaipt Transaction Transectan " Transaction

Tendur
Amapnt Dt Time Payar Dexcription i
be reversed' 20040030026 F50.00 40/07/04 314 F BEAR, TEDOY Trust Payment mutiphe
20058810160 4000 §3709/05 1207 BEAR.TEDDY Fine Paymenst ensh
. 20056090222 2000 62/20/068:25 A BEAR TEDOY Fou Cradit givan  cradit
On th[s screen, you may 20050080373 00 02/23/05 %26 A BEAR, TEDBY ) Fine Croditghvan  crodit
“ 20088050483 1 10/24/05 1221 MOUSE, MARKY Farleit Bail " now-casl
search by Case 20060050216 A0 00T 1046 UEAR, LEDUY Trust Poymeni & cre auityibe
o " 20969050217 6080 03/0107 10:47 BEARTEDDY Fea Payman card
Number’ ’ LaSt Name ' zoosanso18 193008 0308407 10:48  AEAR. TEDIY “Trust Paymont 8 cre multipts
[ 11 . .
Journal Number “ or

“Transaction Number”. et
Once you have found the
transaction, you may use the Transaction Detall button to review the
transaction before reversing.

Emnescion el

b i Th e T rans acti on D_etai I T T o Rewed | Raoces

. . Caae Humber [TT00CS5 | {S1oim Felany 5|
screen will display the type e iLEm : =} Fint Name FEBBF "]
of the transaction, the doumat Nuter [ 7T
amount, the payor, the . St
payee (if there is one), the e o e e oo rara— -
type of payment any e — 2000 02)2B{0G 9:25 A BEAR TEDDV - Fou Craditgives  orodit
. e ? - . 20050090223 2009 02/z3ith ;26 A BEAR, TEDDY Fine Credit given  cratiit

existing notes, and the e U 10/24/05 1221 MOUSE MARKY FornBal _nomrcas

. . . a0 M ¥ 21046 BEAH TLUDY tust Pavensnt & e muthpls
distribution of the Btz eLln /007 1037 BEAR TEDDY Feepamam o
transaction 20060050218 ) 1932.1% 0301707 10:48 SEAR TEDDY Trust Paymant & erc muttiple

ml::nsar!mn ‘Detaiistibution

Tromaaotion wunmmm Dota[EH0EFZ007 | Castin feclat |nmwm

Supervism
Paymert Typex 17 Fimo I3 Fee T | I Bond  I5Teum
c. - Once you have made the P Y S !
determination that the correct | s s :::mﬂml_“—l L
. - . . Cand Amtare O l
transaction is highlighted, Noo-Cash Amoces R Cament
click the Reverse Cradi Amoumt
Transaction button. ' Y
Aevonta Distibation . Truast Dighribation
Amount Destiiption AWD.:;! m = o Amciat Priorky D wacrption Humbe:
11;:!:-#4&::: Trall : ;’.75009555
19.44 Surchmge 35X o OrSO0asas s
10.08 TRAFFIC SURCH: 0 0Y5008595 5




| . . " Non-Sufficient Funds (NSF)

mn‘ansaction Reversal Detall
| Teansoction 1D EO0GDIGIEIRIY
i Tansaciion 'ﬂg&mﬁgﬂéﬁygg Reversal will post to Journal

| Revarcel Type [NSF Check Revatsal 5 EHRHus ]

d. -On the Transaction
Reversal Detail screen,
verify that NSF Check
Reversal is selected as the
“Reversal Type®. Selecta
“Reason” for the reversal.
Make sure that the “Print
NSF Notice” and "Apply
NSF Fee” boxes are

“checked. This will create a
$20.00 fee on this case.

Raasoh INSF raturned throngh revenue bank account _@

NSF rammad.ﬂlruugh revanue bank account

¥ Reversa Crodits
| & Print NSF Nolice NSF Nofica Signatura line name
| # Apply NSF Fee | ‘ i

rVerification Required

ls.,pw-sm Password == | [Anbioved|

e. Finally, have a supervisor
approve the transaction to
be reversed. They will enter their information in the “Verification Required”

- section..

After the supervisor has approved the transaction and all information is entered, select
Enter.

WENGE Information for case_numiber 0410006357

f. This screen will | oneck Detaits
appear. Moo FEDO7BERR ' I
Address [520 SOUTH 400 EAST ]
City [SALT LAKE CITY | steta jut — | #pfam |
Enter the date the - Dota [ ] Number (5458 i Amnunelﬁﬁ“.ﬁ?]“”_“]

check was written in
the “Date” box.

Originating Institution | |

—Return Ink i

Retum Roasen [NSF rswmed threugh trust bank account |

Enter the name of the Distonorad 8y i |
bank that originated T—

the check in the
“‘Originating
Institution” box. .

Case Number [4T( Trans Number |2

Comart [USER1TEST

Phone

Enter the name of the
bank the check was
dishonored by in “Dishonored By”.

Select Enter to conﬁnue.

The case should be set on tracking.
(See the tracking document)

° —,




| . | 'Noh-Sufficient Funds (NS.F)

~ This screen will appear. Select OK.

NOTE: Clerks follow the same procedure
on an NSF check regardless if it is
returned from a trust or a revenue
account. '

Select OK.

OVERDUE RECEIVABLES OWED TO THE STATE OF UTAH IN CIVIL CASES

District court can manually refer the accounts receivable collection to the Office of State
Debt Collection (OSDC) on overdue receivables related to civil cases. To provide
consistent information and procedure state wide the following steps have been

’ suggested:

1. Send the following information to Office of State Debt Coliection, 51 10
State Office Building, SLC UT, 84114: '

If overdue receivable is related to NSF check, send:
Copy of NSF check,
Copy of Collection Letter(s) and ‘ ‘
A cover letter for referral (see “OSDC Civil Referral Form”)

For other overdue receivables (i.e. surety bonds, contempt of court
fees), send: ‘

Copy of Case History,

Copy of Payment History and :

A cover letter for referral (see “OSDC Civil Referral Form”)

2. On CORIS: ' _
Adjust the account receivable amount due being sent to 0OSDC
(see "Returned Checks” Section — Procedure 8d.)
Enter a reason of “Account sent to the Office of State Debt
Collection” '
Enter a Case History note (F4)

® | 5



‘ . Effective Date Statewide: Draft : Revision Date

SENTENCING

Description:

In a criminal case, after a verdict of guilty or a plea of guilly is entered, the defendant is
sentenced. Sentencing is the imposition of fines and penalties. The defendant has the
right to be sentenced in no fewer than two or more than 45 days following conviction or
entry of a plea. If the defendant chooses, the time may be waived and the defendant
may be sentenced on the day of conviction or after 45 days. '

Reference:
Rules of Criminal Procedure: Rule 22 Sentence, Judgment and Commitment

Overview: _ _

The Sentencing screen is used in court during a sentencing to record information about

a sentence. It will create a minute entry that can serve as a Judgment and

Commitment, and create accounts receivable for fines and restitution. It will also detail
. Conditions of Probation and act as the referral for those agencies referred to as part of

the probation.

The judge may refer to a Pre-sentence Investigation (PSl) report, Diagnostic
Evaluation, or other agericy report for recommendations during sentencing. The victim
can also give input by filing a victim :mpact statement or testifying at the sentencing
heanng

The judge can impose a combination of the following: prison or jail time, probat.'on
home confinement, treatment programs, community service, fine, restitution, efc.

The judge may accept a motion for a 402 reduction or enhancement. A 402 motion is a
“motion to reduce or enhance a charge upon completion of certain conditions. (See
sentencing guidelines) :

Statute requires certain minimum and maximum penalties.

The defendant has 30 days from the date of entry of the sentencing judgment and
commitment to file a Notice of Appeal.

. DCCTR Sentencing.wpd 5/07



Pi'ocedtjreIComguter Entry

1. From Primary
Menu > Case > In
Court > New
Minutes, this will
display the
Individuals
Present screen
{see Individual

- Present Screen to

populate). '

2. From Individuals
' Present >
Sentence

SENTENCING

Efﬁ!ndwiduuls Present
- Atiswgunert]  Changs of pleal  Homing? Tiish

Semence Post Sentoncel  Tookbox

- Cata (061001367 | | State Fetory

[=] Care Assigned Judge{MCCLEVE, SHERAK. ~ V]

JLost Name [EAT ] { Find Cate i
J Fiust Hame [EGHL ] i T
Date [§3/02/2607 | Judge/Come [MCOLEVE, SHEILAK. ]| Reporter] =
Tope|t2 1 Count [10:52 | S| f ‘

wl ...'..I } interpretoss i

Dofendam ———— I7 Telephone Conferencs oy

& Present Copins of Minotes & Video

© Hot P Tovm s Srwtas [T | o carme

[; PioSe - ’ # None

Pigreculor [BRASS, EDWARD K {+]| Defendant’s Altamey

{If mors than one att onp of dalendant, use pres:
{Ao-arsigndudge | | Attomeps Provent | | Coar | | How | | Enter | | Est |
' I7; Print Barcode

[Tt Sentence
Trstl Toolbos Notes

c...!nmumasr 15t¢te Felony

Namo/TAT, LOOL ] [em=] @
€ Includa succharge L Add T Appiiet to wi charges] Chaigss (not dississed)3 |
Seq _Desuiplion Sev PisonSent Susp  JalSemt Unts  JaSup  Unts 14
[T s (B 1Ol R IO I
Fine Sent Fines Susp Swichage  Fne Gvesride.  Total Due 402 Enhanced .-
L MRS O o o &
Length of probation | Il i} Regport ta Jail iv]
Sopervized by [ iv] Repoil Date by | | Can
Home Confinoment || P Complete Datn ] Immodiate O P
Total Fine: _uu By Totat Jail {] | @ Honz
F] Privon lnmodiste Commitment L Credit for time sarved [ H i |
[ Cipete Fina to Cout Pay line 1o agency | R |
] Stay imposition of sentence fon {+] Fee Amaunt | ]
{7 Pronl of commurity service ~| Community Service
] dail Suspended if fine paid v | In bew of 3 fine
[ Create Timapay Account 1 Infeaof dogs in jol
Com. Seryice Repot Lo | v Crodit Rate ipﬂ bout
Repot On] . | Complete Date

The Sentence Screen is divided into three sections.

Section one includes the case information as well as radio buttons that will apply to the
fine section of this screen. The Enter and Exit buttons are also inciuded in this section.

T Sentence
Trust! Toolbox Hotes

Case [D61001367 E‘State Felony

=i

Name CAT, CODL

I Entes
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SENTENCING

Add surcharge

Select this radio button if the amount the judge orders is
for the fine only. This will automatically add the surcharge
increasing the fotal.

Applies to all charges

If the case has more than one charge and the judge
orders a total amount for the case and does not sentence
the defendant for each charge check this box.

Charges (not dismissed)

This box displays the number of charges that are stili
active on the case. If a charge is dismissed, it will not be
included in this total. '

Enter & Exit

Select the Enter button to save changed information. Use
the Exit button to leave the screen.

Include surcharge

Select this radio button if the amount the judge orders is
the amount to be paid. . The surcharge will be included.

Section two includes Prison or Jail information as well as fine information. The 402
motion information will begin in this area.

Seq De;miptiun Gey PrsonSent Susp  JallSent  Units _ JalSusp  Units i)

o O ]| -
Fine Sent Fine Susp Surcharge  Fine Ovenide  Total Due 402 Enhanced <

| '1nnn.aq| u.uq i O 0O O - ‘

Enhanced

When this box is selected the Sentencing Enhancement Note screen
will appear. Any enhancements that pertain to the case must be
entered here, such as gang, weapon, school enhancements etc.

Fine Overﬁde

When the Fine Sent amount is entered and the total due is less,
select fine override prior to entering the Total Due amount. The Fine
Susp box will then populate.

Fine Sent Enter the amount the court orders the defendant to pay.
| Fine Susp Enter the amount of the fine that the court suspended.
Jail Sent Fill this box in if the defendant is ordered to serve jail time. The time
may be entered in days, months or years.
Jail Susp Fill in the amount of jail time that is suspended on the case. The

same units should be used for Sent and Susp.
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SENTENCING

Prison Sent

When this box is selected a drop down box will appear to give
several options to choose from such as 0-5 years, 1-15 years efc.
This box may also be filled in freeform with a (3 to 15) that format -
must be used.

Surcharge

This field will auto populate dependlng on what is selected in section
one of this screen. If Include surcharge is selected it will lower the
fine amount and put the surcharge in this field. If Add surcharge is

selected, it will add the surcharge to the fine.

Susp

suspended.

When this box is selected it will put a note in the Sentence
Judgement and Commitment form that the prison time was

Total Due

This will show the total due on the charge that is dlsplayed

Units

Select if the jail time is day(s), Month(s) or year(s).

402

When this box is selected, the Sentence 402 screen will appear. On
this screen all the information regarding the 402 motion is entered.

Section three includes the detail of the information entered in section two.

[ Prison Immediate Commitment
Create Fine to Court

[] Stay imposition of zentence Fee
[ 1 Proof of community service

[ Jail Suspended i fine paid

] Create Timepay Account

ivi

Length of probation |_|| | Report to Jai

Supervized by r Z:j Report Date by | - | O AM
Home Confinement [__I Complete Date | [] Immediate OPM
Total Fine: Pue By I:| Total J_aill J I E;' @ None

[ Credit for time served | |

Pay fine to agency

@ Community Service

] In lieu of $ : fine

Com. Service Beport to [

Report On I : | Complete Date I l

In fieu of | days in jail
Credit Hale |per hour

Com. Service Report to

'From this drop down menu select the party that will be
monitoring the community service, such as the court,
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SENTENCING

Community Service

If the court orders the 'defendant to complete community
service enter the amount that must be completed. It can
be entered in hour(s), day(s), month(s) or year(s).

| Complete Date (Jail)

Enter the date the jail time will be served by. It needs to be.
in the same format as above.

Complete Date
(Community Service)

Enter the date the community service is .ordered {o be
completed.

Create Fine to Court

When this box is selected it will create the accounts .

receivable. When a defendant is placed on AP & P
probation it will not allow this box to be checked because
the fine needs to be collected by AP & P.

| *Create Timepay
Account

*When this box is selected, the Payment Schedule screen
will not appear until after the minute entry is completed.
See Payment Schedule document. If this box is used do
not fill in the Due By box. '

Credit for time served

Select this box if the judge' orders credit for time served. If
a specific number of days to be credited is ordered, the
number must be filled in as day(s), month(s) or year(s).

Credit Rate Per hour

If the court specifies how much per hour the defendant will
get credit for, it is entered in this box:

*Due By This is the final date that the fine is due. This box may
also be used for the fee amount. If Timepay is ordered
do not fill in this box. ‘

Fee Select the type of fee that is ordered from the drop down
box, such as court costs, plea in abeyance etc.

Fee amount Enter the amount to be paid

Home Confinement

In the first box place the number of day(s), week(s),

| years(s). In the second box from the drop down menu

select the frequency.

Immediate

When this box is selected, it will place the following
statement just under the jail sentence: “Commitment is to
begin immediately.”
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SENTENCING

In lieu of days in jail

If the court orders the defendant to compléte a specific
number of community service hours in lieu of jail, enter the

~appropriate amounts in all three boxes.

Inlieuof$ fine

If the court orders the defendant to compléte a specific
number of community service hours in lieu of fine, enter the
appropriate amounts in all three boxes. '

Jail Suspended if fine

paid-

When this box is selected it will place the following
statement just under the jail sentence: “The jail term is
suspended if the fine is paid in full.”

‘Length of probation

in the first box place the number. In the second box, from
the drop down menu, select day(s), month(s), year(s).

Pay fine to agency

If the court orders the defendant to pay the fine to another
agency, select the appropriate agency from the drop down
box.

Prison Immediate
Commitment

When this box is selected, it will place the following
statement directly under the Prison sentence:
“Commitment is to begin immediately”.

Proof of community
service

‘| When this box is selected it will place the following

statement directly below the fine: “Defendant is to deliver
proof.of completion of community service to the court.”

Report Date & by

Enter the date the defendant is to report to jail in the
following format MM/DD/YY. In the by box enter the time in
the following format HH:MM and then select AM or PM.

Report on Enter the date the defendant is to report to begin
' community service.
Report to Jail If the defendant is not in custody, select the facility that the

sentence is to be served at from the drop down box.

Stay imposition of
sentence ‘

Select this box when a judge orders a sentence to be
stayed. The following statement will appear below the fine:
“The imposition of a sentence is stayed and the defendant
is placed on probation”. ‘

Supervised by

From the drop down menu select the agency that will be
supervising the probation. '
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SENTENCING

Total Fine This field reflects the fotal amount of fine on all charges on
this case. | '
Total Jail This will list the total jail time for all charges. If the

defendant is sentenced to jail on more than one charge it
will add them and place the total in this field. The time will
be listed by what is selected from the drop down box
day(s), month(s) or year(s). .

*Filling in the Create Timepay Account or Due By boxes is critical to the
accuracy of the Accounts Receivables Age Report.

Prison Sentence

1.

For each charge,
select the prison
term from the drop
down box or
freeform by using
the following format
210 8.

A. Select box if
a prison
sentence is
suspended.

B. Select box if

| MamelEAT. COGL
| & Inchade smch

Home Confinomont
| Total Fina:
| ] Privon Immodiote Commitment
- {1 Craate Fine to Cowt

] Stay imposition of santsnce
| ] Prook of community service
[ ] Jail Suspended i fine paid
Croate Timepay Account
Lom Service Repost 1o |

Hepoa Bnl !c@mnm 1

[ Sentence
| Truatl  Toolbox Notes

| Case [EITDI67  [State Frlong

2 Add

| EEIE

by T3 Apglies 1o o8 cherger  Charges [not demissed)[3

30000

Uity ta

SeansmSent Sysp  dJdadSent LUnits Jall Susp

Q| Pl 1F

~loenids  TotalDue

—

B —
*

=

by ]

ot do 55— [T 7]

X isediake O PM

E]&edllmtmtwvﬂdl I !

O AM

O Hone

Pay fine to agency| i~}
Foe _ijuMolml!
w } Community Service
+] 0 Geu of §] fine
] neu ot days in fad
- Cindit Aats| - prer ko

order indicates the charge severity is to be enhanced, or decreased
by a 402 motion (see 402 motion procedures).

C. Select the Prison Immediate Commitment if the defendant is to
be imprisoned immediately. (This box is located in the mid left half

of the screen).

D. - Use Notes as applicable (see chart at the end of this document).

If the deft is ordered to serve jail time as a probation condition the jail time should be
entered in the Jail Sent area in the 2" section of the sentencing screen as well as
entered as a probation condition.

If prison time is not suspended and a fine amount is entered,
an accounts receivable will not be created.

. DCCTR Sentencing.wpd 5/07.



. "
" Jail Sentence
1,

For each charge, enter
the sentenced jail time
and any suspended

amount. Enter days,
months, or years in the
Units fields and use the

same format for Jail
Sent and Jail Susp
Units boxes. If there is
more than one charge,
use the scroll bar or tab
to see the additional
charge(s).

From the drop down box
select the jail to report

NTENCING
fisemmmes
Trusl Toolwa Notes

Cona[BETEDT67 _JStata Folory ]

Hamo [T, COOL ]

% tnchode suichaige Ty Addachaege  L.: Apphies to ol chaiget  Charges {not a..meu]lg]

oamhm Sev PiionSem Susp JadSem Unke  JalSuwp  Unis +

220 L £

Fne Secnl
500, 20; o

Loogth of uobation | || i) Report to Jad . =
Supetvived by | “~] ‘Repart Date bei [ QaM
Home Confinement 1 1w} Complete Date j [ immedizte OPM
Total Fine: 1360.00 | Dup By [01/17/2008. Totat sl [B60 | !da’(: M " ONone
[] Prison immediste Commitment 0] Condit fon Gme sorved [ | =
[ Ersate Fine 1o Cout Pay fina to agency| =]
{1 Star mposiion of 2enience foe 1=} Foe Arscunt | ]
[73 Proot of community service - T Community Service
[2] 3 Suspendnd ¥ fine paid o] In Keuof $i finm
[] Creste Timepay Account w! Inbouot days in jal
Lom. Seivice Regor to [ - Credi Hate e hour
Rieport On | | Eomplete Date | ! ‘

t{o. Select the

Immediate box if the

defendant is to be jailed immediately, or enter the Report on and

Complete by information.

If the defendant has more than one charge

and the jail time is to run concurrent then the Total Jail days needs to

be adjusted to reflect the total days to serve.

Fine Sentence

~ For each charge, enter the

Fine Sent and Fine Susp

amounts.

A. indicate whether to
Include or Add
surcharge. The
default is Include
Surcharge and the
Total Due is
calculated
automatically.

If the Applies to all

n-‘[g Sentence BB ﬂ'
Tretl  Toolbox Hotes

Laeo [BEI00T367  [Stote Feloy ]

Nawa[CAT, COOL ] -%

% Include sicharge © Add sweharge [ Applies to alt chagges Chavges {not diswired][3 i

Seq Dawbﬁm Say PrisonSent Stap  JelSent  Unity Jad Sump  Unix e
X mﬁéﬂw-ﬁurﬂﬂm ] -]
FmSuri FmSmp Sudwga Fm Cvewide  Total Dus ¥
S it
{Length of probation | i - qu!m!inJaﬁ iv]
Supervisod by | i=] Report Data by | | Oam
Home Conlinament [ Complate Date immndiste CHPM
Total Fine: [T300.00 - | Dye By /0171772068 Total Jod dan(el v O Hone:
{J Pricon lmmedists Commitment ] Cendit fox lime zerved ] i
{1 Craate Fne Lo Eourt Pay Fino to agancy | T
[A Stey mpariion of serencs ] w | Foot Amount
[ Proot of communily teivice ;uDDI’APEtOW {4 Loty Service
) . - I h
E ':“ 5“':"'““'  fine paid CERTIICATION 7o ¢ fine
B Ciesta Timepay Account ICERTIFIED COPIES 5 an i
' COLLECTIINS LOST 2o days in jod
Cow Sewvice Aeportto [ |CONTEMPT ato per how
COPY FEE
Repert On [ Tomplete Date i COURT COSTS

charges box is selected, enter the total fine sentenced and
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SENTENCING

suspended. Enter the fine on the first charge only to use thls

option.
The option to Create Fine to Court is automatlcaily defaulted to
create an accounts receivable. If another agency is to receive the
payment, select Pay fine to agency, and select the agency from the
drop down box to the right of the Create Fine to Court box. If Adult
Probation and Parole is selected, the Create Fine to Court box will be
automatically disabled. '

When the Fine Override button is activated, the computer will
calculate the amount suspended when the Total Due box is filled in.
For example; if the Judge imposes a $5000 fine and suspends all but
$275, enter $5000 in the Fine Sent box, skip the Fine Susp box and
enter $275 owing in the Total Due box. The computer will calculate
that $4725 has been suspended.

Select Create Timepay Account o create and track a payment plan
designated by the Judge (see Payment Schedule procedures).

The Fee box is for additional amounts payable to the court such as
Plea in Abeyance Fees, Court Costs, etc.

Use Notes as applicable (see chart at the end of the document).

Sentence Trust

A trust account would need to be created if the court orders the defendant to pay
restitution, attorney fees or anything that will need to be paid out.

. DCCTR Sentencing.wpd 5/07

ﬁg?;;i;nce Trust

Trusll Toolbor Hote '
From the Sentence Cazo [0G1001367 _JSiate Fotony ] Name {CAT, COOL |
screen select Trust! Tope
(found in the top left I Amount to.be detensined by agency & To cowt [create / wodify tnt)
corner). I duink and Sevaral  Agerey

) I: Confidential Addiess T3 Proof of payment ‘
@ E'n':ling Paty T New Party ; :Tj |

Select the Trust Type (i.e.,

Restitution), and select :::: [F 1 D::;D::
the appropriate box forthe | .. : T
amount to be determined | |t B
by agency, or have the Chy. 5. Zo [ =] | [Fudn| |t
trust be paid Joint and . =

[ trestonaactunt | | CoDefondents | | Tt nate [ e ] T oes

Several, if they apply.




SENTENCING

Indicate where the trust payments will be méde by selecting Court

3.
(default) or Agency (select from list). Select box if court needs proof of
payment. _

4, If the recipient is not an existing party to the case, select new party

- button and enter the name and address. If the recipient is an existing

party to this case, select from the drop down box. Enter the Amount $
and the Due By date.

5. To create multiple trusts for this case, activate the Create new trust
button. Use Previous and Next buttons to move through the dlsplays
of trusts. .

Agency If the payment is to be made to a different agency
by court order, select this box. From the drop
down box, select the agency where the fine is to
be paid.

Amount $ Enter the amount ordered.

Amount to be If the amount is to be determined by another

determined by agency agency select this box.

Co-Defendants Select this bution to display a list of all defendants
that are linked.

Confidential Address Select this box if the payee does not want their
address public.

Create né_v! trust To create multiple trusts for this case.

Due By When a date is entered in this field it will place the
case on tracking.

Enter / Exit Select the Enter button to save changed

information. Use the Exit button to leave the
screen.
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Joint and Several

Select this box if the restitution is owed by more
than one defendant. The following statement will

. appear just below the restitution amount

“This restitution is to be paid joint and severally
‘with the co-defendants ”. This will not set up the
joint and several account. (See Joint and Several
document.) '

Name/Address

Enter the most current information regarding the
recipients of the monies being paid.

Previous / Next

Use the Previous and Next buttons to move

- through the displays of trusts.

| Priority

“This allows the judge to order what priority the

trust accounts may be paid. Restitution should
always be number one. This box may be left
blank.

-Proof of Payment

Select this box if the court orders the defendant to
provide proof of payment to the court. The

"~ following statement will appear just below the

restitution amount or order “ The defendant is to
provide proof of payment to the court ™.

Recipient The recipient is the party to receive the trust
' - payment. :

To Court (Create/Modify Select this box if the payment is to be made to the

trust) court.

Trust O of LI This will display how many trust accounts are
created in this case. It will also display the
number of the trust that is showing, such as 1 of 3

Trust note Any information that pertains to, or will explain this
trust, should be added in this field.

Type Select from the drop down box the type of account

being created, such as Restitution, Finders,
Attorney fees, etc.

If the'victim’s name needs to remain confidential check the confidential box.
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Community Service Sentence

This screen is used in court during a sentencing to record information about a
sentence that includes Community Service.

1 Sentence

. Tiusl! Yoplbox Hotes .
1. Determine whether the Coun [FETO0TS67~ [oiats Felory | _ BT
community service is in oo AL E0L__ — --E‘ﬂm
g . . Incude tucharge T Add sucharge to ofl chavges Chasges (not divasizend]|d
| 'a(;ldltlon toorin lieu of_ﬁne_or o Fimtor_fum_iotter U Josup U T
“jail. Enter the information in - iz e | —) J%I
the appropriate boxes: :_FM'E]W ‘5 Erpeed ?*
Community Service, Cognet pobaion | ] r——r =
Community Service In Lieu Of [swsietis =] RepodDate W[ ] O
Home Confinsment i Cp-phtanatt & tomediaste OPM
Flne'or Com.munlty . Tota! Fioe: (1300.68 gugn,ﬁn? Totd Jall[! ] [daxtal 1+] O Nona
Service In Lieu of Days in 3 Prson lemediote Comiinont Dmmw!hewm! C 7
Jail ] Lreate Fine to Cout Pay fino to apeney ]| 25
. [ Stoy imporition of eantence [ : __-JFmA-mi|
‘ [X] Proof of comsunity setvice «] Community Service
: H [ Jail Swspended ¥ fine paid i BReo0
2. Enter the Credit Rate per hour o (70, e e
and the Com. Service Report | ... suisnmon & ! Crott o [T pet hose
‘ to, Report on, and Complete | repoaoa[ T jcompitepae |
. Date information when
applicable.

3. Select the Proof of Community service box if the court requires proof of
completion. '

4. Use Notes as applicable (see chart at the end of the document).

¥ Sealence
- | Tnat  Touolbox Notes .
Case [0B1001367  [State Felony ] I
Mawe[CAT, COOL ] Cem |
15 Inclade schargs () Add smcharge 1 Applios (o ol Chaiges Charges (oot dimiese)f3 |
Sev PrisonSent  Susp  JalSeot  Lnks SedSusp  Units s

e[ ] e | |

- Probation Sentence

Enter the Length of

. . 412 Enbanoed H
Probation and which agency W O o B
will supervise the probation, =
in the Supervised by box. Home Condiveanst [ ][ 1%] | - Complota Dale 2 = o
Total Fine: er"_‘ﬁla... By {111 772008 Total Jaaﬁ“_wi e ] [9ie =] Olone
[} Prison Immediste Commitment T Ciedit foe ¥ime xorved | il i~
[ Cieate Fie 1o Coanl Pey fire Lo agency | |
T Stay imposilion of sentence Fae :v] Fee Amount E ‘
{1 Proof of commutily service «| Community Sorvice
{71 Jail Suspended if fins paid . "1 InSeuoi $ far
{71 Cinate Timopay Account ™ In Bou of o
Busmﬂewlwl— - Credit Rate ot hour
HAepoit On ]Cuuphlabale‘ E
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Condltlons of Probation
This is used in-court during sentencing to record condltlons of the probatlon

1. Select Toolgox > Condltlong. A list of Predefined Defined Conditions
will display (these are input thru local maintenance).

2. By selecting the ordered condition it will highlight it and add it to the list of
conditions. To unselect a hlghllghted condition, select it a second time.

HREE |

mhemence tanaiions of Frobatign
Case[051001367 [State Felony |
Neme CAT, £OOL |

Predefined [(Tanal ard ordinary condibons requied by the Department of Adull Frobation l,a-
Conditicns | Submit to zearches of person and property upen the request of any Law Enfoi™™
Do ot use, consume o possess aleohol of illegal diugs. nor arzociate with a

Submit to lests of breath and uring upon the Tequest of any Law Enforcement o
at die. %
%

educational: and/or vocational iasining

Participate in and complete am
Violate rio laws.
Pay restitution as detensined by Probation ﬂﬂu:et

iasiﬁmmmammm s

Additional
Free Form
Conditons

 Delete Additional Conditions | | Add Additional Conditions | | Enter | | Exit |

3. If the conditions needed are not on the existing list, select Additional Free
Form Conditions and type in the condition. If additional free form
conditions are needed select Add Additional Conditions.

4. To delete a condition from the free form ||st select the free form condition o
be deleted and seiect Delete Additional Conditions.

5. Select Enter to record the conditions.
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Sentence Notes

SENTENCING

Use these free form boxes for extra detail Wthh is not covered on the sentencmg

screen.
Sentencing > Notes

Select the subject
that needs further
description. A free
form box will appear
to add any additional
explanation.

Example of the free form box.

O Proot of community tesvice
] 2wl Suspended il Tine paid -
{7} Craate Timepay Account

Com. Service Report to |

Hit) bmenca
Frust  Foolbox. LNntﬂ
t;asn'lJG‘IW‘IZ!( Fine Suspended Nole ] .
Name EAT, cot_ Fine Payment Noto LEa |
| % include susc  Jail Concurrent/Consecutive Nots chatges  Chargoes frot dismiseed)[3 |
; :::: 29!“" Nﬂ: alSent  Units JalSup  Units ~1
uspended Note T 7 b
Jail Service Note Hda’“ ” ” ! :
Total Due 42 Evhanged il
Priton Concurent/Consecutive Nole o o
Psison Aecommendation Note =
" ) 1l - i
. . Probation Fine Suspendad Note 1 =
o by @ Probation Payment Note r by i i OaM
Home Confinemer.  prgbation Release Tane Hote 3 | B tminadiate OFM
Totol Fine: [1308;  Frobation Service Note hjF80 | [davls] ¥ O None
[J Prison | C ity Service Note F sorved | Il =
E]Creal_uFm‘b o ing Ent R ~per 4 f_:j
] stay o U 3.:! Fes Amount 1 i

Community Service

Report On 1 1 Complete Date ]

'v In lieu of $
‘in heu of :mgail
tredililata pes howr

g“fﬂ; Sentencing Enhancement Note

0830]081 001367

||State Felony ]

Name|CAT, COOL

; gniel

Exit

The title and text in the free form box will appear as a subcategory on the minute

entry.
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. Effective Date Statewide: Draft Revision Date

TRUST CHECK WRITING

Description:

- This procedure will assist a clerk issuing trust checks from the courts trust account.

Reference:

Accounting Manual
Overview:

Trust checks are issued from the court’s trust account for restitution, attorney fees,
overpayments, and bail forfeitures/bail refunds.
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. TRUST CHECK WRITING

Procedure/Computer Entry

Trust Check Processing

Primary Menu > Accounting > Trust Check User Verification

Processing

Login Name: userl

Password: [~ | _ R

Trust Check Processing Options

Trust Checks
Available to Write

Displays ali trust checks that are older than 14 days and are
available to write. '

View a Batch

Allows the clerk to view a batch of checks that have been
printed. '

Print Checks Provides the batch number and dlsplays a list of checks that are
being paid out.

Trust Check Lists the checks the court issued. This report can be run by

Register Report date, by check numbers or by journals.

Void a Check Use to void a court check. Common reasons for voiding a check

include it was issued to the wrong payee, returned in the mail,
has a stale date, or requires a stop payment. '

Trust Check Writing 5/07 2




TRUST CHECK WRITING

1. Select Trust Checks Available to Write. The “Trust Checks Older Than 14
Days” screen will be displayed. Checks older than 14 days displays only checks
have been held long enough by the court to have cleared what payor's bank.

After 14 days the funds are considered available to be issued.

T Tresst Checks Okler Thatt 14 Days

Sort

: Last Pay Amount
Print Case Cheock Stub Description Dale Payee available tf
7 045008625 {AttomeyFees : 10/7/2004 ME, TOO 40.00 -
[ 041900525 [Bail Refund |3/8/2005 MOUSE, MINNEY 3500 £
O 941080002 [EniljBond Petund 10/45/200 TEST DEL, TEST 25000 £
O 045008395 [EaijGond Refund ___ 9/2072004 CALENDAR, TEST2 3000,00 ¢
1 0550110668 Bal/bond Refund [ 2/16/2005 CHECK, GOTCHA 23000 j
[ D40080030 [Child SuppRjAfimony 42005 TEST, OVERPAYMENT
{1 045009627 Kity Aftomey Fees | 0/7/2002 ME, ALSO
3 045000859 ERdl Judgment ]méfznmeASLEY. MOLLY
g

041000802 Fordeited Bail to FINE |1ﬂa’15a‘2[m ALBERT - Sait Lake Tast

Filter

The Filter button provides several options. The trust checks dlsplayed to “All

Checks” available to write can be change .

NOTE: If the radio button is selected for “All checks (no waiting for checks 1o
clear)’, there is a possibility that the deposﬂed funds have not yet cleared the

payor’s bank.
The Filter button can also be used to

| Trust Checks Available to Write Filter

display only certain Trust Types, Case @ Lohacks older han 14 days]

Numbers or Payees. For example, to seg| L7 Tecks owamgfy secke e
~ the trust money on one case, just enter Trast Types |

the case number. To display all the .

amounts due for one payee, select the
payee from the Payee drop down box.
After selecting how the information is to
be displayed, select Enter.

Payee [

Monies may not be available if journal is not cut off.
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“A.  Select the "Party on

B. Select the

NOTE: Setting up a common party
and issuing a single check on
multiple cases is the practice
preferred by auditors.

See Common Party Document.

- TRUST CHECK WRITING

Changing a Payee

The Change Payee screen is used to change the payee on a check. The payee
can be changed to a party from the case, a.common party, or a new party using
the radio buttons.

change Payee

PR

Change Payee to: -

> Common Party

Case” radio button for -
the check to be made  fisamrem |
payable to a party that f‘:‘"‘""
is already on the case. [ £

Chpnging Poyss will b iogged in an audit fle.

TR &

“Common Party”

- Change Payae laz~

radio button to issue | payancase |

a payee a single aaind

check for multiple ;

cases. First Name {7, %] Residenco #

| Business #

Select the "New Party” radio

button to change add a new
: _ party to whom the check will be
LastName '—-'—m e Jor i # . | paid Use this Option if the
Frmiona [ | pesidarcor payee is not already a party to
e " the case or is not a common
CoyrsyZip [ | Bociel Sncarty Numbse ) arty. _
tithpow [ | party _
Changing Payes will bo 16g9ad in an sud)l file,
KB ]
4, Select the appropriate Change Payee to: radio button and select Enter. The

Trust

screen will return to the “Trust Checks Older than 14 Days” screen

Check Writing 5/07 | 4



- . | | | ~ TRUST CHECK WRITING

5. Once all of the checks have been selected and the batch is ready io be issued,
select Issue Checks. '
This screen appears. INFORMATION .

6. Write the batch number down. Select
- QK. Exit out of “Trust Checks Older
than 14 Days”.

The Trust Check
Processing screen
will appear again.

7. Select Print Checks.

. . Chieck MNumber Processing
This screen will -

appear. Select the
correct batch number Payee Name Chack Amount Check Number
(This is the number | | ik peon Ketsey . $333.00 ‘
that is displayed in
#6) and verify the
number in Next
Check #.

Select a Baich number:

_ |f the information on
this screen is correct,
select Enter. A
black screen will appear and lines of text will scroll through.

Trust Check Writing 5/07 _ 5.



. - TRUST CHECK WRITING

8. Make sure check stock is in the dedicated Rewminder
printer, with the proper ink cartridge and.
select OK.

The Adobe Reader® will appear
on the screen, and the checks will
print. Close the Adobe Reader®

screen.

This screen will appear next.

If a copy of the checks are kept then
Select Yes, then an adobe reader
screen will appear once again and the
copy of the check will print. Close the
adobe reader screen. If a copy of the
checks are not kept select No.

T Trust Without a Case Payout

NOTE: When trust monies Payor e
are not associated with a Amaunt $ [T0001 " Tender Type[G
case, the “Trust Without a Poyout Option
Case Payout” screen will
display. This screen aliows
a refund to payor, apply to
revenue on a case or
transfer the monies to
unclaimed property by
choosing the proper radio
button.

& Refund te Payor (or dalink from a cage) |

3 Apply ta Aevenue on & Case
5 Trassferto Unclnimed Property

Trust Check Writing 5/07 6
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DFO’s Responsibilities.
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‘What incentives will be motivating to you and the
driversi el









