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Topic Policy No. Section
Abolishment of Continuously Vacant Positions ........ 403 2.0,3.0,6.2
Acceptance of Credit Card and Debit Card Payments .......
............................................................................ 1301 65
Obtaining Authorization to Accept Credit or Debit Card Payments
............................................................................ 1301 6501
Obtaining Authorization to Impose a Fee for the Use of Credit or Debit Cards
............................................................................ 1301 6.5.2
Accounting PrinCiples...........cccoovviieiiiiiiiiiiiie e 5.01
ADAtEMENTS......eeiiiiiie e 5.0 6.3.3
Application of GAAP ........ovviiiiiieeeiieeee e 5.0 i 6.2
ENCUMDBIanCesS........ooooiiiiiiiiiie e S.01 . 6.6
Expenditure Recognition............ccceevvvvvviiiiieeeeeeee, 5.01 i 6.4
Financial Reporting .........couuuiiiiiiiiiiiieiiiiiee e 5.01 6.7
Financial Resources Recognition........................... 5.01 i 6.3
Inter-Fund Transfers ..o S.01 . 6.5
Reimbursements.........cccooi 501 . 6.3.2
REVENUE ... 5.0 6.3.1
Year-end (Fiscal) Procedures.........cccccvvvvviineennnn. 5.01 i, 6.8
Accounting RECOrdS .......ccuuvuiiiiiieiiiiieiiicce e 201 6.5
GraNTS ..o 5.03 ., 6.4.3
Accounting SYSteM...........uieiiiiieiiiieieee e 201 i, 6.3
Accounts Payable .........cccccoo 8.01
See also ......... 12,01 e 6.1
Accounts Payable Provider/Department...................... 8.01....6.3.5(2), 6.4(5), 6.6(3), 6.
Accounts Receivable............cccco (0 15 6.3
Seealso......... 12,01 6.1
Accrual ACCOUNLING.........ccvvuiiiies ceeeeeeiiiiee e e e eeeeeaaaans 301 i, 6.2
Administrative Director of the CourtS............cceevvvvvnnnnn. 1.01 . 6.2.1
Authorize Fee for Use of Credit and Debit Cards. 13.01........ccccccvvvviiiiviiiieiinnnnnnn. 6.5.2
Budgeting Procedures and Development ............. 401 oo 6.2.1
Court Law Enforcement Security Services MOU . 14.01........cccooeeeeiiiiviiiiiiiieeeeeee, 6.5
Deposit of Bail MOneys ........ oo, 13.01 e 6.1(4)
Depository ServiCes........cve vovveeeeiiieeiiiciie e 13.01 i, 6.1(3)
Disposal of Technology Equipment........................ 9.01 i 6.7.4
Notice to Close Bank Accounts.............ccccceeeeee... 13.01 ., Appendix E
Request to Open Bank Accounts.............ccceeee.... 13.01.s Appendix B
Review of authorization to accept credit cards..... 13.01.........ccccceeeeeeeenen. 6.5(3), 6.5.1
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Topic Policy No. Section
Administrative Office of the Courts (AOC).......... Intro, .01 ....oovvviiiiiiieeeeeeeeeees 6.0, 6.2
AUIt SCOPE e 1101 e 6.1.1
Duties and Responsibilities of ............ccccceeeeeeeeenn. 101 6.2.2
FINance DIreCIOr.........coovviiiiiiiiiee e 1.01.............. 6.2.1(5), 6.4.2,6.4.4
Seealso........... 402, 6.5.1(2), 6.7(2)
Finance DIVISION.........ccooviiiiiiiiiie e 101 6.2.1
See also............ 401 oo 6.4
Internal Audit Services .. 201 . 6.4
See also ......... 1201 e 6.1.1
Office of Budget Management ......................... 4.02 .o, 6.3.3,6.3.4
Treasury Services Unit ..., 13.01 . i, inclusive
Organization of L 101 6.2.1
Submittal of Financial Reports to...........cccccvvvvennnn.. 201 i 6.6
AGENCY FUNAS ..o 301 6.5
Seealso........... 502 6.1, 6.2
Agreed Upon Procedures Review ..........ccccoeeeevveeennes 1101, 6.1.1(6)
Alternative Dispute Resolution .............ccccceeeeieeeeveeennnnns .02 i, 2.0(1)
Alternative Policies and Procedures..............cccceveeenee. 10T 6.4
See also............ 0 6.3.3(4)(c
Application of the Indirect Cost Rate .............cccevvvvnnnnnn. 15.02 oo 6.4
APPraisal ... 1501 6.2.1(c
Approved Budget ... 4.02......ccccevinnnns 3.0, 6.2(1), 6.4(3)
Assembly Bill (AB) 233 (Lockyer-Isenberg Trial Court Funding Act of 1997) Introduction.
.............................................................................. 101 3.0

See also............ 2.01 ., 6.1, 6.2, 6.
See also ........... 9.01 .. 6.1
Seealso............ 11.01 e, 6.1.3

Assets

Capitalization Of ............ovvviiiiiiiiiiiiieiiieeeeeeeeeeeeeee Q.01 . 6.2
Fixed Asset Management ..............cccceeeeeeeeeeeeeeennnns 9.01 i, inclusive
General Fixed Asset Account Group...............c...... 502 6.2
Supplies and Equipment for Grant Programs ........ 5.03 i 6.4.8
Unauthorized ACCESS 10 .....uuuiiiieeeiieeeeiiiiiieee e 103 6.2
AUAILS oo 1201 inclusive
AUdit REPOIS ..o 1101 e 6.4.2
Audit Rights ..o 1201 e 6.1
Administrative Office of the Courts ................. 11.01 i 6.1.1
County Government ........cccooevveeevvvineeenineeennnnn. 11,01 i 6.1.3
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Topic Policy No. Section
Judicial CouncCil..........ccooeeeeiiiiiiiiiiiiiie e, 1101 i, 6.1.1(7)
State of California.........ccoooeveeiiiiiiiiiiiii 1101 6.1.2
Trial Court Management............cccoeeeeeeeeveennnnns 1101 e, 6.1.4
AUt SUPPOIT ..o 11.01 e 6.3
Bureau of State AUditS...........ccovvvvviiiiiiiiieeeeeeeeens 11.01 e, 6.1.2
Catalog of Federal Domestic Assistance (CFDA) 11.01......ccccooveeiiiiiveiinnnns 6.2.3(6)(a)
Corrective ACHION...........uueeieeeeeeeieeeiieee e e e 11.01 i 6.4.4
County Indirect or Overhead Costs Audit............... 7.02 i, 6.5.2(2)(b)
1 1Y/ =72 1] o T 5 0 L 6.4.1
Generally Accepted Auditing Standards (GAAS) . 11.01.......ccoiiiiiiiiiiiieeieeiiiee e, 6.3
Petty Cash ........coiiiiiiiie e B.04..o i, 6.7
Report DIStribution ..............ceiiiiiiiiiiiiiiieeeeee 1101 e 6.4.3
Single AUdit ACT..........uuuiiiiiiiis 11.01........ 6.1.2,6.2.3,6.4.2,6.4.5
Subsequent AUdItS. ..o, 11.01 ., 6.4.5
TYPES Of e 11.01 e, 6.2
Federal Grant ...........coovvviiiiiiini e, 1101 6.2.3
Financial ..........ccooeveieeiiiiiicic e 11.01 e 6.2.1
Performance........cccooeeiiiiiiiiiiie e, 11,01 . 6.2.2
Authorized Business Meal Timeframes..........ccccc......... 8.05 . e, 6.5
Authorized Business Meal Rates ..........cccccoevvvvviiinnnnnn. 8.05 . 6.6
Authorized Business Meals..........ccccccceeeiiieeeieeeeeiiinnnnn, .05 6.1
Authorized PoSItIONS...........ccoiiiiieiiieecieee e, A401.....iiiieie e, 6.4(1)(a
Seealso........... 4.03 .. 3.0(2),6.4
Eank ACCOUNES ..ot 1301, inclusive
AOC Master Banking Agreement......................13.01.............................6.2(2)())
Authority to Establish................ooo 13.01 6.1
Blank ChecKS......coocoeeiiiiiiiieee e 13.01 e, 6.4
Check RegiSter ......covvvviiiiiiieeeeeeeeeeee e 1301, 6.4,6.12
Check StOCK........ccovviiiiiiiie e 13.01............ 6.4, 6.10, Appendix E
ClOSING OF .. 13.01 6.11
[D=T 0T 1S (30 (o S 13.01 i, 6.3
Required Endorsements ON...........cccoeeeeeeeennn. 13.01 6.3.1
Maximizing Interest Earned ..............ccccooeeeeiiennns 13.01 i, 6.9
OPENING OF .. 13.01 6.2
overdraftS.......coovvviiiiiiiieeee e, 13.01 e 6.8
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Topic Policy No. Section
Reconciliation Of ... 13,01 e 6.6

Record Retention............ccoevevviiiiin 13006012
Revolving Fund and Jury Disbursement Balances13.01...........cccccoovveeeievieiiiinnnnnn. 6.7
Segregation of DULIES ..........coevviiiiiiiiiieeeeeeeeeeiiiies 13.01 . 6.10
Voided Checks.........cccoiii 13.01 e 6.4, 6.6
Withdrawals from ... 13.01 6.4
Basis 0f ACCOUNLING.........uuuuiiieeeeeiiieiiiiieee e e e e e eeeeiaanns 5.01 i 6.2
Blank ChecKsS ........oooiiiiiiiiiiii s 13.01 6.4
Blanket Purchase Orders (BPO) ........cccceevvveeeeieveeninnnns S0 1 6.12
Budgetary Control ... 401 .. 6.2,6.5.1
FOr GrantS........coouviiiiiei e 5.03 6.3.2
Budget Change Proposals ..........ccccevvvviviiiiniieeeiieeeiins 4.02 e 6.6
Budget Development..........cccoeeeeeeiiiveiiiiiiiie e 401 .. 6.2.1
ACHVITIES ..o 401 .. 6.2.2
Baseline Budget...........cooevviiiiiiiie e O 1 6.4
Seealso........... 402 .o 6.5.1
Budget Evaluation...........cccccceeeeii i O 1 6.2.2
Budget EXECULION.........coovviiiiiiiie e 401 6.2,6.5.2
Budget Implementation...............ccccevvevvviiiineeeeeeee, O 1 6.5
Budget Program Structure ............cccevvvvviiiienneeeeee. 401 6.3

Judicial Administration Efficiency and

Modernization Fund (Mod Fund) ...................... O ) 6.1,6.1.3
Salary and Position Worksheet (Schedule 7A) ...... 401 .o 6.4,6.5.1
Sources of Trial Court Funding .............oceeevvvvinnnnnn. 401........... 6.1,6.1.1,6.1.2,6.1.3
State Budget Cycle and Timelines.............cccccuuueee 401 .o 6.2
Trial Court Improvement Fund .............ccccvvvvennnn.. 401 ..., 6.1.2
Trial Court Trust FUNd .......oovniieiieiieee e, 401...cccvieniianns 6.1,6.1.1,6.5.1
Budget Monitoring and Reporting.............ccceevvvvvvvnnnnnn. A4.02..ccciiiiiiieie e, inclusive
Budget Change Proposal...........cccccoiviiiininn. 402 ..o 6.6
Budget Monitoring Requirements.............cccceeee..... 402 6.2
Budget Reporting .......ccoovvvvviiiiiiii 402 6.3
Certification and Documentation....................... 402 oo 6.3.4
Civil Filing and Miscellaneous Collections......... 404 ..o, 6.3.1
Quarterly Financial Statements (QFS).............. 402, 6.3.2
Report of Revenues (ROR) ..., 4.02 ..o 6.3.3
Budget ReVISIONS............ccuviiiiiieeeeeeeeeice e, 402, 6.4
Budget Transfers ... 402 ..o 6.5
Transfers between Programs .............ccceevvvunnns 4,02 6.5.1
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Topic Policy No. Section
Transfers between Objects of Expenditure....... 402 6.5.2
Emergency Budget Procedures...........ccccoeeeeeeeeeenns A.02 .o 6.7
Record Retention .........cccccvvvieiiiii 12.01 e 6.1
Budget Planning..........ooouuiiiiiiiiiieee e 401 .. 6.2.2(2)
Budget Program Structure...........ccccevvvvviiieeeeeeeeeeennnns 4,01 .. 6.3
Seealso........... 5.03 6.3.1
Bureau of State Audits (BSA).........ccveeeiiieeeiiiieeiiinns 11.01 6.1.2(3)
Business Meal Expense Guidelines...........ccccevvvvnnnnnn. 8.05 . inclusive
Authorized Business Meal Timeframes.................. .05 . 6.5
Authorized Business Meal Rates...............cccceeeeeee 8.05 i 6.6
Authorized Business Meals........cccccccccvviiiiiiiinnnnnn. 8.05. i 6.1
Business Meal Reimbursement via a Travel Expense Claim (TEC)
.................................................................... 805...cccciiiiiiiiiiiiiii. 6.3
Business-Related Meal Form..........cccccccceiieeinnnnee. 8.05 7.0
General Requirements for Court Payment of Business Meal Expenses
.................................................................... 805, 6.2
Group Business Meals..........ccccevvvvceiiiieeeeeeeeiiiinn, B.05 i, 6.4
Requests for Exceptions to Business Meal Expense Guidelines
.................................................................... 8.05. i BT
Unallowable Business EXpPenses.........cccceeveeeeeeeee. 8.05 6.8
Business Meal Reimbursement via a
Travel Expense Claim (TEC) .......cccoevvvvviiiiiiieeeennn. .05 i, 6.3
Business Related Travel Sample Contract Language
.................................................................... 701..........cccceeeee.6.5(2)(2), 7.0
Qalifornia Multiple Award Schedule (CMAS) ............ B.01 ..o 6.5.2
California Rules of Court ..........cceeiiieiiiiiieiiicceee e 1.01 e 6.1.3
Seealso........... 1.02. i, 6.2(2)(f)
Rule 989.7 (former) ... 15.01 7.0
Rule 4.152 ..o 15.04 ..o 6.3
Rule 4.155 .. 15.04 .. 7.0
RUlE 10.202 ...coooiiiiiiiiiee 6.0L . 6.2(2)
SEE AISO v 1501, 3.0,6.1,7.0
Rule 10.203 ..., O 6.16
Rule 10.204 ..o 6.0 ..o, 6.16(2)
Rule 10.603 ..., 1.02 e 6.3
Seealso........... 401 .. 6.2.2(2)
RUIE 10.620 ..ccooiiiiiiiiiii 1.02 e 6.3
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Topic Policy No. Section
RUlE 10.620 ....ooooiiiiiiiiiiiii 402 6.5.1(3)
See also............. 6.01 ..o, 6.5.4,6.11
Rule 10.803 9.01.......ceee. 6.7.2,6.7.3,6.7.4
Rule 10.804 ......ouoieeieiieeee e Introduction

Seealso........... 101 e 6.4
Seealso........... 2.0 2.0
Rule 10.805 702 6.5.1(5)
RUIE 10.810 ..cooiiiiiiiiiieee 201, 6.3(3)
Seealso........... 401 ..., 6.5.1(3)(b)
Seealso........... T.02 i 6.5.2,7.0
Seealso......... 10.01 i 6.3
Seealso......... 1401 . 6.1,6.4
Seealso......... 15.04 .. 6.1(7)
Rule 10.820 13.01....... 6.5(2), 6.5.1, Appendix F
Rule 10.821 ... 10.02 .. 6.2(3)
California State Contracts Register..........ccccccceeieeeennn. B.01 .o 6.5.4
Case Management SYStem ........ccoovvvviieiiiiieiiineeeineeeeen, 1001 oo, 6.2
Revenue Collected............ceeiiiiiiiiiiiiiiiiiiee 1001 6.10
Revenue Distribution............ccco 01 R 6.10
Cash Advance, Deficiency Funding..........cccccvvuunnnn... 15.04 .. 6.8
Cash Basis of Expenditure Recognition ...................... 501 . 6.4
Cash Basis of Revenue Recognition..............ccccceee..... 5.0 ., 6.3.1(1)(b)
Cash Handling...........uuveeeimiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeees 10.02.ccciii inclusive
Acceptable Forms of Payment.............ccccceeeee. 10.02.cceiiiiiee e 6.2
Armored Car SErvViCe ........ccccccvviiiiiiiiiii 13.01 ., 6.3(2), 6.3(7)
Automated System Down Time ..........cccceeeeeeeene. 10.02.ciiiiiiee e 6.3.9
Beginning Daily Balance.............cccccccceiiinnnn. 10.02..cciiiii e 6.3.2
Cash Control Procedures..........ccccoeeieinnnnnnnnnns 0 15 R 6.4
Cashier Checks..........ouiiiiiiiiiiiiiciee e 1002 6.3.4
Change FUuNd ... 10.02................ 6.3.1, 6.3.3, 6.3.10
Change Fund Custodian Form.................ceeeveeeee. 10.02 .. 7.0
CRECKS ... 10.02. . 6.3.4

Un-Cashed Court Checks...............ccoeennis 15.03 2.0
Counterfeit CUITENCY .......occeevvvieiiiiiiee e, 1002 6.5
Confiscation Of..........cooovviviiiiiiiee e 10.02.. e, 6.5.3
Detection by Bank ............cccceeiiiieiiiiiiiiiinn. 10.02.cciiiiiiieee 6.5.7
Handling ... 10.02. i 6.5
Training Regarding...........ccoevvviiiiieeeeeenn, 10.02.ccciiiii i 6.5.1
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Topic Policy No. Section
Identification Of ..........coooeiiiiiiii e 10.02 .. 6.5.2
Notification Regarding ..........cccoeeevvviiiiiininnnnnn. 10.02.. e, 6.5.6
Preparation of Form SSF 1604....................... 10.02.cciiiiieee e 6.5.5
Replacement of ..........coooviiiiiiiiiiien 10.02.. i, 6.5.4
Credit Card Payments...........cccovvvvviviiiiieeeeeeeeeeiins 10.02.iiiii e 6.3.5
Authorization to AcCept.........uvveiiiiiiiiiiiiiiiiinnns 10.02. . 6.3.5
Daily Balancing and Closeout.............ccccoeeeeeenee. 10.02.cciieii e 6.3.10
Debit Card Payments.........cccoooeeeviviiiiiiiiiiineeeeee 10.02.. e, 6.3.5
Authorization to Accept........ccceeeevviiieiieiieiiinnnn 10.02.cciiiiieeeee 6.3.5
DEPOSIIS ..ttt 13.01 6.3
Dishonored Payments.........cccoeveeeevvveeiiiiiiiineeeeeenn, 10.02.ciiiii e 6.3.6
Fidelity Bonded ... 13.01 ., 6.3(9)
Liability and Crime Coverage Insurance............... 13.01 i 6.3(9)
MONEY OFAEIS ..o 10.02.....6.3.4,6.3.7, 6.3.12, 6.4(1)
OVEIAGES ..ottt 10.02... i, 6.3.11
Payments Made in-Person..........ccccevvvviiiineeeenee. 10.02. . 6.3
Payments Received Through the Mail ................. 10.02. i 6.4
ProCeAUIES .....oiiiiiiiieeie e 10.02.. e, 6.3.3
Yot =] o) £ SRR 10.02.cciiiiiie 6.3.7
Rejection of Payments Basis ...........ccccevveeeeiieeenns 10.02..i e, 6.2(3)
Safekeeping of Cash..........ccccceiiiiiiiiiiiiis 10.02. oo 6.1
ShOMAQES ..vvviii e 10.02.ccciiiiieeeeeee 6.3.11
Surprise Cash CouNtS.........ccooeiiiiiiiiis 10.02.cciiii 6.3.12
Use of Safes and Vaults ............cccccceeeein. 10.02. . 6.1.1
VOid TranSactioNS .......ccoevvvvviiiiieee e 10.02. ., 6.3.8
Cash Statements, Retention of ............ccccceeiiiiiiiinnne 12.01 e 6.1
Certificates of INSUraNCe...........cccceeiiiiiiiis T.03 e 6.2.3(3
Change of VENUE .......ccoooeeiiiiiiicic e 1504, inclusive
Budget Items........ooooii 15.04 . 6.2
County Change of Venue CoOStS.........ccceeeeevvvennnns 15.04 .o, 6.1(1)
Deficiency Funding ... 15.04 i 6.8
Cash Advance ............ceeeveveeieieieieiiiiiiiieeeieeee, 15.04 ..o 6.8
Homicide Case Extraordinary Cost Reimbursement
.................................................................. 15.04 ... 6.8
Dispute Resolution...........ccceviiiii 15.04 6.7
Equipment Purchases and Rental........................ 15.04 i 6.4
INVOICE PrOCESS.....uvviiiiiieiieeieiiiiiiee e 15.04 ... 6.5
Process Outline..........coooeviii, 15.04 .. 6.1
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Topic Policy No. Section
ReceiViNg COUM ......ccoeiiiiiiiiiie e 15.04 i 6.1
Recommended MOU Contents...........cccceeeeeeeenee. 15.04 .. 6.3
Reimbursement ProCcess.........ccccccvvvvviiiiiiieennnnnnn. 15.04 ..o 6.6
Transferring Court..........oooiiiiiiiiiiii e, 15.04 .. 6.1
Chart of ACCOUNTS.......uiiiiiiiiiieicie e 5.02 i, 6.1(6)
Check ReQISIEN.......uueiiiieee e 13.01 . 6.4(5), 6.12(1)
Check StOCK......cooveeeccie e 13.01..... 6.4(6), 6. 4(8) Appendlx E
Checks, Un-Cashed Court .........cccooviiiiiiniinannnn. 15.03......cciienies .2.0
Claim ProCeSSING .....uuuiiieeeeiiiiiiiiiiee e e e e e e e e e .02 |nclu5|ve
Costs Exceeding Normal Rates .............ccceevvvvvnnnnn. .02 .. 6.7
COSIS e 8.02. 6.6
Documentation of ClaimsS...........ccoevvvviiiiiniinieeieeeens .02 . 6.3
Payment ProCesS.........coovvvviviiiiiieiiieeeeeev e .02 6.1
RAIES oo .02 .. 6.5
Receipt of Claims.........coovviiiiiiiieeeeeee e, .02 i, 6.2
Reconciliation of Claims............cccevvviiiiiiiiiiieeees .02 .. 6.8
Record Retention .........cccccvvviiiiiii, 12,01 e 6.1
Similarity to Vendor Invoice Payment Process ...... .02 .., 6.1.2
Timely Submission of Claims............cceevvvvvieieennnn. .02 i, 6.4
Code of Civil Procedure (Code Civ. Proc.)
411.20(a), (b), (e), (), and (g) .....ceeeeeeeennnns 10.02..cci 6.3.6
B3L.3 e 15.03 . i 3.0
Code of Federal Regulations (CFR) ..........ccccceeiinnnnnns 503....... 6.2(1), 6.4, 6.5.3(1)
Competent Personnel..........cccccvveiieieeeeeeveeicece e 1.03 i 6.3.1(3)
Seealso........... 201 6.4(1)(c)
COMPELIION ..o s 6.01....3.0,6.5.4,6.11,6.12, 6.13
Comprehensive Annual Financial Report (CAFR)....... 201 6.6(5)(b)
Seealso........... 301 i 6.3(7), 6.4
Seealso........... 5.0 ., 6.7.2
Seealso........... 5.02 i 6.1(10)
Constitution of California........cc.coeeeveiiiiiiiiiiiiieieeeve, 101, 6.1.1,6.1.2
(670] 011 7= To1 () S 701 i inclusive
Seealso........... B.01 ..o inclusive
ElemMentS.......covviiiiiiiiiiiiiiiiiiiiiiiiies e 701 6.1
COSt e 701 e 6.1(2)
Seealso........... 7.036.4.2(5)(a), 6.4.3(1), 6.5(3)(b)
Schedule ... 701 e, 6.1(3)
See also............ 703, 6.4.2(5)(a)
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Topic Policy No. Section
Scope Of WOIK.....ccvvvieiiiiiiieeies i eeeeeeeaas 701 i, 6.1(4)
Seealso........... 7.03...n. 6.4.2(5)(a), 6.4.3(1)
Terms and Conditions ............ ccceeeeeeeeeereeeeinns 400 1 6.1(5)
Seealso........... 7.03.....6.3.2(1), 6.4.1, 6.4.2(5)(a)

Business-Related Travel
Sample Contract Language.............cocoveeveeeee e 101 i 6.1(5)(z), 7.0
Contractor INSUranCe ..........cccceveee iveeeeennieeeeeenennn 7 O 1 P 6.2
Dispute(s) Resolution............cccoees vovvviiiiiiiiiinneeee, 7.01....iiis 6.1(5)(t), 6.4(3)(e)
(=T o U1 1o I 701, 6.3(5), 6.4(5), 6.5
Indemnification.............cooiiviiiiiiiins e 7.01...6.1(5)(0), 6.3(4), 6.4(3), 7.0
Liquidated Damages...........cceeveees covvvvvvviniiinneeeeen 7.01...6.1(5)(p), 6.3(4), 6.4(3), 7.0
Master Agree€ments.........ccoovvveviies civviiiieeeieeeiees T0L1 6.6
[IN=To [0 ] 1= 14 0] o FS R T.01 e, 6.3
NOTICES ..ttt et e eeeeees 7.03... 6.2.2(4)(d), 6.4.1(1)
Ownership RIghtS........ccooeiiiiiiiiiis e, 400 1 R 6.1(5)(x)
Risk Evaluation ............ccoouuiiiiiinns covviiiiiiieeeee e T0L . 6.4
LAY T = ] R 7.01......... 6.1(5)(h), 6.4(3)(b), 7.0
With Credit Card ISSUEIS.......ccevves vevviiiiiiiiieee e T.01 . 6.1.1
Contract AAmINISTration ..........ccccceeeies covveriiieeeeeens 7.03 i inclusive
AMENAMENTS ..o e e e e e e 701 o 6.5(3)
See also........... 7.03. i, 6.4.1,6.4.2,6.4.3
Bilateral ... 703 6.4.1
Unilateral ... e 7.03 s 6.4.1, 6.4.4(1)
“Changes” ClauSe........cccoovvvvviiiinn ciieeeeeeeeeeiin T.03 e, 6.4.2(2)
(@4 =11 1SR 703, 6.2.2,6.4.1--6.4.4
(@4 [0 17=To 11 | S5 T7.03 . 6.6
(O] o1 1 7= To1 (0] g I 1S3 £ T.03 ., 6.2.1
Contractor Payment.........ccoooviiies covviiinieiiineeiineeens T.03 e 6.3
Contractor Performance..........cccc. coeevveeeeiveveeinnnnnnn. T.03 6.3
CUre NOLICE ...t e 703 6.4.4(9)(a)
DISPULES ...ttt eeeeee ceeeeeee e eeeees T7.03 e 6.4
File INtegrity ....ooooeeieeieiceee s e T7.03 i 6.2.2
FIleS oo T.03 6.2
Immaterial .........cccooooeiiiiiiii s e, 703, 6.4.2(2)
Insurance (Supplier and Contractor) ...................... T.03 6.2.3
Lock in the Settlement .........ccccooes i, 703 6.4.2(5)(c)
MatErial ......cevviiiiiiiiiiiiiiiiiiieieeeeeee et T.03 6.4.2(2)
Y [oTe [1i o= 11 o] F- SRR 7.03 . 6.4
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NOTICES ...oiviiiiiiiiiiiieee s e 7.03 i 6.2.2,6.4.1
Notice of Default ............oooviiiiins i 7.03 e 6.4.5.3
Payment........coiiiiii s e T.03 e 6.3
Disputed AMOUNES ........ooevviiiin cereeeeeeeeeeeiiinnn 7.03 6.3.2(4)
Prompt Payment Discounts..... ......cccceevvvvnnnnnnn. T.03 e, 6.3.2(2)
Timely manner according to terms of ............... 7.03 6.3.2(3)
Record Retention..........cccceevviiiies i, 12.01 i 6.2.5
REPOMING «eevvvviiiiie s et T.03 6.7
YU K] 1= 5] o o [ T7.03 i 6.4.6
Written Memorandum of Negotiations.................... 7.03 e 6.4.2(5)
Written Pre-negotiation Objectives...............c......... T.03 e, 6.4.2(5)
TermMiNAtION ......uvueiiiii e et 703 6.4.1(3), 6.4.5
Due to Non-Availability of Funds ...................... T.03 e 6.4.5.2
FOr CauSe......iiiiei e e 701 . 6.1(5)(q)
See also........... 7.03 6.4.5.3
FOor CONVENIENCE ......cooeiiiieiii e 701 o 6.1(5)(q)
Seealso .......... T7.03 6.4.5.1
WaAITANTIES ...ovvviiiiie e et T.03 6.5

Contract Law Enforcement Template 14.016.1(2), 6.3, 6.4, 6.6, 7.0
Contractor INSUIaNCE........c.uuiiiiiiiiiiees e T0L 6.2
Seealso........... T.03 . 6.2.3
Convenience Fee (for Credit Card Payments) .......... 13.01...vviinnnn. 6.5.2, Appendix F
County Change of Venue COStS........ ccccooeieiinnnne 15.04 ..o 6.1(2)

Court Administration — Program 90...4.01 ................. 6.3.1

Court-Appointed Counsel..........cccceee v 8.02...ccccceie 2.0(1),6.1.1(2), 6.2
Court-Appointed Investigator............. coovvvvviviiiiiieeeeenn. 8.02..cccc........ 2.0(1),6.1.1(12), 6.2
Court-Appointed Psychiatrist/Psychologist.................. 802 2.0(1), 6.1.1(2)
Court Executive Officer (Court Exec, CEO)................. 1.01 ., 6.3.1(2)(b)
Appointment of Petty Cash Fund Custodian.......... 8.04 ..o 6.2
Audit Point of Contact ..........ccoeeeeeeiiiiiiiiiiiieeeee, 11.01 i 6.3(3)
Authorization of Individuals to Sign Checks......... 13,01 s 6.4
Bank Account Withdrawals ..............cccccceeeeeeeee. 13.01..ccceneeeeee. 6.4(1), Appendix B
Certification of Budget Reports (QFS & ROR)....... 402 6.3.4
Destruction of Records .........ccccccvvvviiiiiiiiiininnnnnnn. 12.01 e 6.3.1
1Y od 1= | 15.03.......... 6.2(1), 6.3.2,6.3,6.3.4
INnvoice APProval ..........ccoovvviiiiiiieee e, B.0L .o, 6.2.1(2)
Invoice Problem Resolution .................c. 801 . 6.3.4(5)
Maintenance of Court-Owned Software List .......... 9.01 . i, 6.2.3(1)
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Topic Policy No. Section
Requests to Close Bank Accounts....................... 13.01. i 6.11(2)
Requests to Open Bank Accounts........................ 13.01 . 6.2(1)
Responsibilities of .........oooviiiiiiiic 102 6.3(2)
Court FaCIlItIeS .....covveiiiee e Q.01 ., 6.1(3)
(Court) Fiscal OffiCer......cccouiiiiiiiiiiiiiiiee e 101 6.3.1(2)(c)
List of Employees Authorized to Sign Checks ..... 13.01 i 6.4(2)
Budget ReVISIONS...........ccevviiiiiie e, 402 6.4
Reimbursement of Petty Cash Fund...................... 804 .. 6.6(2)
Responsibilities Of ...........ooviiiiiii e, 1.02. i 6.3(3)
Court Operations (Trial) — Program 10..........cccceeeeenee. 401 6.0,6.3.1
Court Security Plan ...........cccovvvviiiiiiiiee e 1401 6.1
Courtroom INterpreter. ... ..o .02 .. 2.0(1)
Credit CardsS.........vveiiieie e 0 1 6.14(2)
Seealso......... 10.01......... 6.4(2), 6.8.1(3), 6.12(1)
See also ....... 10.02..6.2, 6.3.3(3), 6.3.5, 6.3.6(2), 6.5.4
See also......... 1301 6.5
(G101 £ N[ ] 1o = 0 6.4.4(9), 6.4.5.

erartment of General Services (DGS) Charge Card

6.01 .ooviiiiiiiiiiiieeeee e 6.15

Department of Motor Vehicles
Employer Pull Notice (EPN)........ccoovvmiiiiiieeneeee, B.03 ., 6.1.3(3)
Deposit Certificates, Retention of .............ccccevvvvvvnnnnn. I O 6.2.2
Destruction of ReCOrds............uuvvevieveeeiieieeiiiiieieinenne. 12,01 e 6.3
AUthOrIZatioN .......eiiii e 1201, 6.3.1
Duplicate Records............cccceeeeeiieeiiieeiciee e 12.01 i 6.3.2
Permanently Reproduced Records...........ccc....... 12,01 6.3.3
Two Year Retention ........ccooeeeeieiiiiiiiieiiccs 12,01 e 6.3.4
Disposable HEMS..........ouvvviiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee 9.01 . 6.2.1
Dispute(s) Resolution...........cccceeeeeiiviiiiiiiiie e, 7.0, 6.1(5)(t), 6.4.3(e)
Seealso............ 7.03.....6.4.3(3), 6.4.4(1), 6.4.4(3)
Emergency Budget Procedures.........ccccccceeeeeeeeenn, A.02 i 6.7
Employee Travel Expense Reimbursement................ .03 inclusive
ENCUMbBrances ... 501 i 6.6
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Topic Policy No. Section
Blanket Purchase Orders.........cccccceviiiiiiiiiinnnnn. 501 i 6.6.2
CaNCEelING ...uieee e 5.0 6.6.5
Change Orders .........ocuvueiiiiieeeeeeeeece e 5.0 i 6.6.4
Fiscal Year-End ... S5.01 . 6.8.3
Multi-Year Contracts/Purchase Orders (POS)........ 5.0 i 6.6.3
Obligations Not Encumbered..............cooovviiiiinnnnnnn. 5.0 ... 6.6 (paragraph 3)
One-Time CommItMENTtS.......cccoeviieiiiiis 501 . 6.6.1
Year-ENd.......ooooiii S5.01 . 6.8.3
Endorsement Requirements for Bank Deposits ........ 13.01 i 6.3.1
Equipment Utilization............ccooooiviiieiiiiiiii e, 9.01 .. 6.5
Escheat(s), Escheating, Escheatment....................... 15.03 i, inclusive
ClaiMS ..o 15.03 6.3
Amounts Automatically Transferred................ 15.03 . 6.3.1
Delegation of Responsibilities............cccc.uueeen. 15.03 ., 6.3.2
Record Retention............cccoeeeiiii, 15.03 i 6.3.4
Transfer to Trial Court Operations Fund......... 15.03 . 6.3.3
Published Notice Requirements................ccceeeens 15.03 i 6.2
Expenditure Recognition ............ccoovveiiiiiiiieiee e S.01 6.4
Year-End Accrual of ........cccooiiiiiiiiiis 501 . 6.8.2
Eiduciary FUNAS e 301 6.2
Files and File INtegrity ........ccovvvviviiiiiiiiiiiiiiieeeeeeeeeeeeeee T.03 6.2,6.2.2
Finance Director (AOC) .....ccoeeeeiieiiieeeeiciee e, 1.01............ 6.2.1(5), 6.4.2,6.4.4
Seealso........... 402, 6.5.1(2), 6.7(1)
FINANCe DIVISION .......ccvvviviiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee L1.01 e 6.2.1
Seealso........... A0L . 6.4
Internal Audit Services 201 6.4
Seealso......... 11.01 s 6.1.1
Office of Budget Management  ...........cccccvveennn. 402 6.3.3,6.3.4
Treasury Services Unit .., 13.01. inclusive
Finance MemosS........ccovvvveiiiiie i O 6.4.2
Financial Knowledgeable and Trained Staff................ 1.02.iien 6.2(2)(d)
Financial Management...............cccovvvviiiiiiie e eeeeeeiees 201 ., inclusive
Accounting ReCOrds...........cccooeviiiiiii 201 6.5
Accounting SYStem ..........ooiiiiiiieeeieee e 201 i, 6.3
BUSINESS PractiCes...........cuuviiiiieeiiiieeiiiiiieee e 201 i 6.2
Financial Reporting............coeeeiieiieieiieeicee e 201 i, 6.6
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Topic Policy No. Section
Independence and Accountability .......................... 201 i, 6.1(1)
Internal ControlS..........oooviviiiiiiiii e 201 . 6.4
Competent Personnel.............cccevvvvvivciiineeee, 201 i 6.4(1)(c)
Internal REVIEW ... 201 . 6.4(1)(e)
Segregation of DUtieS...........cceevvvviiiie e eeeeeeenns 201 i, 6.4(1)(a)
Standard Operating Procedures....................... 201 . 6.4(1)(b)
Transaction Authorization & Documentation .... 2.01............oooeevvvviviivnnnnnn. 6.4(1)(d)
Responsibilities..........coooviiiiiii 201 . 6.2(2)
Financial Management Responsibilities ...................... 2.01 . 6.1
Financial Reporting .......cc.uuuiiiiiiiiiieieiiiiiee e 201 . 6.6
Seealso........... 501 i 6.2(1), 6.7
Grant Program ..........ccooeeeeiiiiieeiies oo 5.03 6.5.2
Fiscal OffiCer .....uiiiiieiiieeecce e 1.02. i 6.3.1(2)(c)
Fiscal Year, California State............ccccceeevveiiiiieeiiiinnnnnn. 401 6.0
Fixed Asset Management............ccovvvvvvviiieeeeeeeeeennnnnns 9.01 .o inclusive
Asset Capitalization PoliCy..........ccccvvvviiiiiiiiiiiinnnn, 901 . 6.2
Background...........cccoeeiiviiiiiiiiiee e Q.01 i 6.1
Disposable tems ... 9.01 .. 6.2.1
Disposal of Technology Equipment........................ 9.01 i 6.7.4
Equipment Utilization ..o 9.01 .. 6.5
Responsibility fOr..........oooo Q.01 i 6.4
Transfer and Disposal of ...........cccccoeeeeiiiiiiinnnns Q.01 i, 6.7
General Fixed Asset Account Group...............c...... 502 6.2
Identification TagS........ccoovviviviiiiiiii e Q.01 i, 6.3
INVeNntory IREMS ... 9.01 . 6.2.2
Notice of Disposal.........cccccvvviiiiiieiecieee, Q.01 i 6.7.3
Transfer and Disposal of ...........cccooeiiiiiiiiiiiinnns Q.01 . 6.7
Physical Inventory............ccccceeeiiieieiiiieeiicee e Q.01 i, 6.6
SOfWAI. ... 9.01 ., 6.2.3
Technology Equipment, Disposal of....................... 9.01 i 6.7.4
Transfer and Disposal (0] S Q.01 e 6.7
Fixed Assets.. R © 1 0 PP 6.2.4
Notice of Dlsposal ......................................... 9.01 . e 6.7.3
Transfer and Disposal of.. 2901 e, 6.7
Forms

Annual Report of Trial Court Bank Accounts........ 13.01............7.0-Appendix D
Bank Reporting Services Users and Electronic Funds Transfer ........c.cccccceevviiiiiiennnns
Receiving Instructions — Schedule B .............. 1001, 6.5.3(1), 7.0

Judicial Council of California - Administrative Office of the Courts



Trial Court Financial

Policies and Procedures Index Page: 15 of 34
Topic Policy No. Section
Business-Related Meal Form.........cccccccvvvvviiiinnnnn. 8.05. i 7.0
Business Related Travel Sample Contract Language
.................................................................... 701.........ccccceeiii.6.5(2)(2), 7.0
Change in Position Authorization Form.................. 4.03 . 6.3,7.0
Change of Petty Cash Custodian Form ................. B.04 ..o, 7.0
Certification of Indirect COStS..........ccvvvveieinnnns 1502, 7.0
Contract Law Enforcement Template ................. I 0 S 7.0
Contract Review Checklist..........ccccoovviiiiiiiiiiinnnnnnn. 701 7.0
Electronic Funds Transfer — Schedule C ............. 1001, 6.8.2(2), 7.
Exception Request for Lodging form...................... 8.03 . 6.1.6, 7.0
Hotel/Motel Transient Occupancy
TaX WaIVET ... 8.03 6.1.7,7.0
ICRP Calculation Form ............cccoeeiiiiii. 15.02 i 7.0
Indirect Costs Rate Checklist Form...................... 15.02 . e 7.0
Memorandum of Understanding Court/County Services, Collection Bank Account for
Criminal Fines, Penalties, and Forfeitures...... 13.01...ccci, 7.0-Appendix A
Notification of Opening a Bank Account............. 1301, 7.0-Appendix C
Notification to Close Bank Account................... 1301 7.0-Appendix E
Payee Data Record (in lieu of IRS W-9) ................ S L0 1 6.1(1), 7.0
Petty Cash Receipt..........ccuviiiiiiiiiiiiiiiici e 8.04 .. 6.4(2), 7.0
POSItION ROSTEN.....cooiiiiiiiiii 4.03...... 6.1(1)(a), 6.2, 6.4.(1), 7.0
Out-of-State Travel Request Form.............ccc..eeee.. 8.03 ., 7.0
Quarterly Report of Changes of Authorized Positions (QCAP)
.................................................................... 4.03..ccciiiiiiiiiiiiiiiiiiiiiinnnnnn 6.4, 7.0
Reimbursement of Petty Cash Form..................... 804 ... 6.6(1), 7.0
Request to Open Bank Account...........cccceee veunen. 1301, 7.0-Appendix B
Request for Alternative Procedure...............ccee.. 101 6.4.4,7.0
Sample Credit Card Request Memorandum........ 10.02..ccciiiiiie, 7.0-Appendix F
Sample Trial Court Protest Procedures ................. 6.0 6.6(2), 7.0
Schedule B — Bank Reporting Services Users and Electronic Funds Transfer ...........
Receiving INStructions ............cccceeeeeiiinnnn. 10.01 .o 6.5.3(2), 7.0
Schedule C — Electronic Funds Transfer ............. 1001, 6.8.2(2), 7.0
State of California Travel Expense Claim (TEC) ...8.03........ccccoiiiiiiiiiiiinnns 6.4.1,7.0
State of California Annual Certification for Driving on Court Business to Use .............
Privately Owned Vehicles............cccovvvviviienennee. 8.03 . 6.2(7), 7.0
Travel Expense Claim, State of California (TEC)...8.03..........ccviiieeeeeeennn. 6.4.1,7.0
Written Acknowledgement for Financial Gifts ...... 1501 7.0
Written Acknowledgement for Non-Financial Gifts15.01.............ccovviiiiieeeieieeeeeinn, 7.0
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FUuNd ACCOUNLING ....coeeeieeieiiee e 301 i inclusive
Seealso........... 5.0 6.2(2)
AQENCY FUNAS .......oiiiiiiiiieecee e 301 i 6.5
Basis of ACCOUNLING ....ccovvvviiiiiiieee e 301 6.2
Special Revenue FUnds.........cccccceeieeieeeeeeeeviiinn. 301 i 6.4
Trial Court Operations Fund .............ccooovvviiiiiinnnnn. 301 6.3
Funds and FUNd TYPES .....uvviiiiiiieiieieeiiie e 301 6.1
Fiduciary FUNAS ... 301 6.2
GASB Statement No. 1 Section 1300 — Minimum Number of Funds
.................................................................... 301 6.1(2)
Governmental Funds ..........ccciiii 301 6.2
Seealso........... 501 i 6.3
Judicial Administrative Efficiency and
Modernization Fund...........ccccceiiiii, 101 6.2.2
Seealso........... 301 6.3(3)
Seealso........... 401 6.1(1), 6.1.3
Proprietary FUNAS ..........oouiiiiiiiiiiiiie e 301 6.2
Funds, LOan Of .....ccooooiiiiiicce e 402, i, 6.7(3)
QASB (Governmental Accounting Standards Board)
.................................................................... 1.02.ccciiiiiiiiiiiieiiiieeieeeiieeee. 5.0
Seealso........... 201 i, 6.3(3)
Financial Reporting ..., 201 6.6(7)
Financial TransactionS............ccccevvvvvvviiiiiieeeeeeeeees 201, 6.3(3), 6.6(7)
Statement No. 1 Section 1300 ............ccccvvvvmmnnnnnnnns 30T 6.1(2)
General Fixed Asset Account Group............cceeeeeeeeennn. 5.03 e, 6.2
General Ledger ..........uuuiiuiiiiiiiiiiiiiiiiiiiiiiieee 5.03 inclusive
Seealso......... 12.01 . 6.1(5)
Trial Court Operations Fund .............cccooeeen. 5.03 6.1(3)(a)
Trial Court Special Revenue Fund......................... 503 i 6.1(3)(b)
Trial Court Agency Fund ... 5.03 6.1(3)(c)
General Requirements for Court Payment
of Business Meal EXpenses..........ccccoeeieiiiieiininennns 8.05 . 6.2
Generally Accepted Accounting Principles (GAAP) ... 1.02..........cocviiieeieeeeieeienn. 5.0
Seealso........... 501 3.0,6.2,6.7.2(1)
Financial Reporting ............civeiiiiiieiiieeeceee e, 201 i, 6.6(7)
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Topic Policy No. Section
Financial Transactions..........cccooeeevvvvvvviiiiiiieeeeee, 201 i, 6.6(7)
Generally Accepted Auditing Standards(GAAS) ....... 11.01. s 6.3(1)-(2)
Generally Accepted Government Auditing Standards (GAGAS)
.................................................................. 11.01.................6.2.3(5), 6.3(2)-(2)
Gifts of Personal Property...........cccovviiiiiiiiinnennn. 1501 ., inclusive
Accepting GiftS....oooiii i 1501 6.2
Administrative Director of the Courts Delegation...15.01 ................ 3.0(1), 6.1(2), 7.0
Criteria to be Considered Prior to Gift Acceptancel5.01...........cccovviiiinnennnen. 6.2.1

Designation of Gifts of Personal Property............15.01...............................6.2.4
Factors Developed by the State Department of Finance under Government

Code Section 11005.1...........cccooivoviiieeice e 1501, 6.2(1)(c), 7.0
Gift Monitoring and Reporting.............cccoovvenenn. 1501 6.4
How Gifts Aretobe Used.............coovviiviiiininns 1501 6.2.3
Processing GiftS........cooovii i, 1501 6.3
Sample Written Acknowledgement
for Financial Gifts..............ocooo i, 1501 7.0
Sample Written Acknowledgement
for Non-Financial Gifts................c..cooene. 1501 ... 7.0
Unacceptable Gifts..........ccccooviiiiiiiiee, 1501.......cccciiiiiiiennl6.2.2
Government Code (GC), State of California.............. 12,01 i 6.1
BO5.6 ..uuiiiiiiiiii e 7.02. 6.1(5)(t)
6000 ..eiiieiiiiiiiieie i 15.03 . 6.2(2)
G100 15.03. i, 6.2(2)
6020-6026, 6027 .....cevvvviiiiiiiiiiiiiiiiiieeeeeeeeeen 15.03 . e 6.2(3)
N Y () I 10.02..ccciiiii, 6.3.6
BL59 it 13,01 i 6.5
BL59(D)(L) .eeveeeeeeeeeeeeeeeieeieeieeeee e 10.02..ceeee 6.3.5(2)
BL59(C) vvvvvvvrrrrrrrrrrrririnirieeereeeeee e 701 6.1.1(2)
Seealso......... 10.02.ccciiiiieen 6.3.5(2)
BL59(N) oo 1301, Appendix F
BL59(Q) +vvvvvvrrnnrrnrrrrrrrerrnrrrererrrrrrrarrr e 13.01 s 6.5.2(1)
I8 [ 1 751 R 15.01 s 6.2(1)(c), 7.0
13324 oo 0 1 6.5(1)
24051 ..oiiiiiiiiii e 9.01...ccciviiiiiiiiien 6.2.2(3), 6.6(1)
24352 ..o 10.01 e 6.12(2)
24353 e 10.01........ 6.10(3), 6.10(4), 6.12(2)
Seealso......... 10.02.ccciiii 6.2(2)
25501.5 .ottt 12,01 e 6.2.6
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Topic Policy No. Section
26202 .. 1201 6.3.4
26900-26903 .......eiiiiiiieeeeeeee e 1001 e 6.7(6)
27008-27009 ....cceviiiiiiieeeeeeeee e 1001 6.7(6)
29370 . 1002 6.3.11
29370.1 oo 10.02.cnniiiiiieeeeeee, 6.3.11
29371 1002 6.3.11
50050 e 15.03 ., 6.1(3)
53649 .. 1301, 6.2.1(h)
CTS 0 ACT (o) I 901, 6.1(3)
B8073.1 oo 901 ., 6.1(2)
BBO0BA ... 1001, 6.10(3)
B8084.1 ..oeencieeiee e 15.03......... 3.0, 6.1, 6.2(4), 6.3.4(h)
CTST01S Y 0t () I 15.03 ., 6.3.1
BBO8S5 ..o O 1 6.1.1(1)
Seealso......... 1001 6.10(4)

B68085(N) ..vvvviieeeeeeeee 1001 ..o, 6.13(3)
B8085.1(Q) +evvvvrrnneeeeeeeeiiiiiiiiee e 1001, 6.5.1(1)
68085.1(D) ..vveeeeeeeiee 1301, 6.1(2)
B8085.9 ..o 1001, 6.5.2(1)
B8LOL ..o 1001, 6.10(3), 6.12(2)
68103 and 68104..........oeeieeiiieeeeeee e, 1101, 6.1.2(1)
B8502.5 ..oeiiii e L0 ) 6.1.2
Seealso........... 401 ..o 6.2.1(1)

68502.5(2)(4) ...ccee e L0 6.1.2
G115 0 2] (o TP L0 6.1.2
Seealso........... 401 ... 6.1.1(1)

G115 G L0 6.1.2
B9505(Q) +evvvrrnnieieeeeee i B.03 . 3.0(2)
B9505(1) ..vvvveeeieeeiiiiiie e B.03 . 6.1
B9505(C) vevvvrrrieeeeeeeeeeeiiee e B.03 . 6.4(2)
B9921.5 o 7 6.0(1)
69927(a)(2) t0 (A)(6) .evvvvreeeeeeeeeeeeiiiiiiee e 0 6.4(1), 6.2.1(2)
69927(2)(5)(D) +vvvvvrrrrrrrrerreerieeiiereeeeeeeeeaeeeeeaeee 14.01 ., 6.6(3)
71386(Q) — (d).eeeeeeeeeeeeeeeeeec e 10.02...cccvviiiinnnnnn, 6.2(3), 6.3.6, 7.0
A4 L0 1 R O 1 6.3.2
Seealso........... 401 ... 6.2.1(2)

4010 X (o3 ) A.02. i 6.5(1)
TT003 oo 301 6.3(5)
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SEE AISO v 401 ..., 6.5.1(3)(a)
Seealso......... 1504 .. 6.1(1)(7)
TT7003(7)(D) ceeveeeeeeeiiiiieeiiiiieiieeeeeeeeeee e 1001 .., 6.3(1)
440101 TR T 301 6.3(5)
TT009(A) +evvveeeeeereeeieiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 13.01 ., 6.1(1)
77009(2) & () «vvvvvvrreemmmmmmmmmereeeeeereeeeeeeeeeeeeeeeenens 8O0L..ii 6.6(1)
TT009(N) ceveiiiiiiiiiieiiieeeieeeeeeeee e 1101, 6.1.1(2)
TT20L.1 oo O P 6.1.1(2)
TTT202 oot 401 .o 6.1.1(2)
A0V (o I 401 .o 6.2.1(3)
TT202(C) (L) eeveereeereeeeeeiiieeeieeeeeeee et 101 6.1.2
A7 LT P 1.01. s 6.1.2,6.2.1
TT206(C) wevvveeeeieeeeeieeeeeeeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 1101, 6.1.2(2)
FA 0 LT (e ) 1 (=) P 402 6.3(1)
TT206(F) ceveeeeeeeeeeeieiiiieieeeee et 101 6.1.2
LA 07 0L T 4.02. i, 6.1(1), 6.7(2)
TT209 oot 401 .o 6.1.2
A PP 702 6.5.2(1)
TT2L2(8) ceeeeeeeeeeeiieeeieeeeeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 702 6.5.2(2)
FA A VA (o) 11 () SRR 301 6.3(5)
Seealso........... T.02 i 6.5.1(4)
A A (o ) PP 7.02. i 6.5.2(2)(b)
Seealso......... 11.01. e 6.1.1(7)
TT2L2(A)(D) ceeeeeeeeeeeeeeeeeeeieieeeeeeeeee e eeeeeeeees 702 6.5.1(3)
LA A (o ) 1 2 P 702 6.5.1(2)
TT21L3(D) ceveeeeiieeieiiiiiieieeeeeeeeeeeeee e O P 6.1.3
AL 1T () 9.01...ii 6.1(3)
BB085(8) +vvvvvvvvvrrrrrrrrrrriirnriririirrrrrrrrrerrr e 702 4.0
Governmental Accounting Standards Board (GASB).. 1.02.......cccoooiiiiiiiiiieiiees 5.0
Seealso........... 201 i, 6.3(3)
Concepts Statement 1 ..........cooovvvimiiiiiiiine e 201 . 6.6
Number of Funds Principle .......ccccciiiiiiiiieeeeees 301 i, 6.1(2)
Governmental FuNds...........oooviiiiiiiiie e 301 6.2
Seealso ........... 501 i 6.3
Grant Accounting and Administration.......................... 5.03 inclusive
Accounting and Administrative Requirements ....... 5.03 e 6.4
Internal Control.........ccooeeeeiiiiiiiiiiiie e 5.03 . 6.4.1
Accounting ReCOrds............ceeeieeieeeeviiiiccee e 5.03 e, 6.4.3
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Allowable COStS .......cooooiiiiiiii 503 6.4.4
Avallability of FUNAS ...........oeciiiiiiiiii e 5.03 6.4.6
10T (o= SRS 5.03 e 6.3
Establishment ..., 5.03 6.3.1
(©70] 011 (o] HR PP 5.03 i 6.3.2
Budget and Program Changes..........cccccceeeeennn. 5.03 6.3.3
(@4 [0 17=T0 11 | S5 5.03 i 6.7
Code of Federal Regulations (CFR)............cccccceu.u. 503 .. 6.2(1), 6.4, 6.5.3(1
Common Weaknesses in Grant Compliance ......... 5.03 i 6.1(4)
Direct and Indirect COStS..........coevvveeviiiiiiiieneeeeeeeens 5.03 6.4.5
Enforcement ... 5.03. i 6.6
Fund Identification..............cceeiiiiiiiiiiiiiic e 5.03 6.4.2
Inattention to Compliance Requirements............... 5.03 e 6.1(3)
Income from Grant-Funded Programs................... 5.03 6.4.7
Internal Control ... 503 6.4.1
Measures for Improving Grant Compliance ........... 5.03 6.1(5)
Procurement ...........ooooeeiiiieieieee e 5.03 6.4.9
Record Retention...........couuviiiniiiiiiicceiic e 1201 6.2.7
Reporting Requirements ..........cccceevvvvvvviiiieeeeeeenn, 5.03 s 6.5
Financial ... 5.03 6.5.2
Forms for Federal Grant Financial Reports ...... 5.03 6.5.3
Federal Cash Transaction Report............... 5.03 . i 6.5.3(3)
Financial Status Report.........ccccccvvvvvivennnnn. 5.03 i 6.5.3(2)
Request for Advance or Reimbursement....5.03........ccccceeeeiviiiiiinnnnnnn. 6.5.3(4)
Performance ..o 5.03 . 6.5.1
ReEQUIrEMENES ......coeeeiiiiieeee e 5.03 e, 6.2
Supplies and Equipment from Grant Programs ..... 5.03 i 6.4.8
Termination and Enforcement......................oee. 5.03 i 6.6
Group Business Meals ..........cccoooiiiiiiiiii 8.05 6.4

ﬂomicide Case Extraordinary Cost Reimbursement

.................................................................................. 1504.......cccccciiii ... 6.8
lncome (from Grant-Funded Programs) ..................... 5.03 i 6.4.7
Indemnification ... 7.01..6.1(5)(0), 6.3(4), 6.4(3)(a), 7.0
Indirect Rate Cost Proposal (RCP) ..........cccovviveenin 1502 inclusive
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Allowable and Unallowable Costs for Consideration in the
Development of an ICRP ...........ccooviiiiiiiinnnnn. 15.02 . 7.0
Application of Indirect Cost Rate.......................... 15.02. i 6.4
Certificate of Indirect COStS..........uuveiiiiiieiiiieiiinnnns 15.02 . 7.0
Court INdireCt COSES ......evvvveeiriiiiiiiiiiieeeeeeeeeeeeeeeeee 15.02.iie 6.2.1
Documentation Requirements .........cccceevveeeeeeeenns 15.02 . 6.5
Federal Allowability Determination of Selected Items
15.02. i 7.0
ICRP Calculation FOrm...........ccooviiiiiiiiineenne. 15.02. i 7.0
Implementation ... 15.02 . 6.7
Indirect Costs Rate Checklist Form................... 15.02. i 7.0
Method and Basis for Developing ...........cccceeeeeees 15.02 . 6.2
Preparation .........ccceeevvveeeiiiiiie e 15.02. i, 6.3
INStructions LinK............ooooiiiiiiiiiiiiiii e 15.03 ., 6.3.3
Record Retention .........cccccvvviviiiie 15.02 i 6.8
Responsibilities ... 15.02 . 6.6
AOC.... 15.02 i 6.6.2
COUIM. e 1502 6.6.1
Private, Local, State, or Federal Entity ........... 15.02.cciiiiiieee e 6.6.3
INSUFANCE ... 7.01........... 6.1(5)(n), 6.4, 6.5, 7.0
Seealso........... T.03 6.2.3
Interagency Agreements (IAs).......... See Memorandum of Understanding (MOUS)
Internal CoNtrolS.........coovveiiiiiiiie e 103 inclusive
Seealso........... 201 6.4
Benefits of an Effective System of ............cccoeveeeee. 1.03 . 6.2
Competent Personnel .............ccoevvvviiiieiieeeeeeeeeinns 201 i, 6.4(1)(c
CONCEPLS. .ot 1.03 6.1
CoNtrol ACHVITIES .....cvvvvveiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeee 1.03 . s 6.3.3
Control ENVIrONMENT ........ovveeeeiiiiiiiiiiiiee e 1.03 6.3.1
GraNtS ....oeeeeeei e e 5.03 6.4.1
Information and Communication Systems ............. 1.03 s 6.3.4
Internal REVIEW .......coooviiiiii, 1.03 6.4
Seealso........... 201 6.4(1)(e
Key Elements of an Effective System of ................ 1.03 e, 6.3
MONITONING .o 1.03 . 6.3.5
Policies and Procedures ...........ccceeevvvevviiiieeeeeeeen, 1.03 i 6.3(1)
Proper Authorization and Documentation .............. 1.03 . 6.3.3(5)
PUIPOSE Of .vviiciie e 1.03 ., 2.0
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RISk ASSESSMENT ....ccooiiiiiiiiiiii, 1.03 . s 6.3.2
Segregation of DUtIES ..........ccovviiiiiiniieeiieeeeiiinn 201 . 6.4(1)(a)
Standard Operating Procedures ...........ccccvvvvvvnnnnn. 201 i 6.4(1)(b)
SUPEIVISION ..o 1.03 6.3.1(4)
Transaction Authorization and Documentation ...... 201 i, 6.4(1)(d)
INTEIEST ... e 13.01 . 6.9
INternal REVIEW .........cccoiiiiiiiiiie e 201, 6.4(1)(e). 6.5(1)(
Internal Revenue Service Form 1099 MISC................ 801 . 6.1(4)
Intra-Branch Agreements (IBAS)...... See Memorandum of Understanding (MOUS)
Invitation for Bid (IFB)...........ceeiiiiiiiiiiiiiiiee e 6.01........... 6.5.4(1)(b)(p), 6.5.5(2)
INVENTOrY ItEMS.. .o 9.01....ciiin. 6.2.2, 6.3(3), 6.7
Inventory Records, Retention of............ccccoeeeieiiennnn, 12.01 i 6.1(5)
Investment in Fixed Assets (account(s)) .........ceeeeeeeenns 5.03 6.2(3)
LAY Z0] o= (= See 8.01, Vendor Invoice Processing
Qudge’s Travel Expense Reimbursement.................. 8.03 s inclusive
Judicial Administration Efficiency and
Modernization Fund .............cccoooiiiiiiiiiiiiiiiiieeee 10T 6.2.2
Seealso........... 30T 6.3(3)
Seealso........... 401, 6.1(1), 6.1.3
Judicial Branch Travel Guidelines............................ 701 7.0
See also........... .03, 6.4.2
Judicial Council of California...........cccccooeeiiiiiiiiiiiiins 101 oo 6.1
Approval to Accept Credit or Debit
Card PaymentS.........coovvviiiiieieeeeeeeeie e 10.02..iiiiieeeie, 6.2(1), 6.3.5(2)
Seealso......... 13.01. 6.5(2), 6.5.1(3)
Approval to Close Bank Accounts........................ 13.01 i 6.11(1)
Approval to Open Bank Accounts......................... 13.01 6.2(1)
Approved Judicial Branch Travel Guidelines ......... B.03 . 6.1.8
Budget Reporting Responsibilities ......................... 402 ..o 6.3
Duties and Responsibilities of ............ccccceeeeeeeen, 101 6.1.2
Organization Of ............cccceummmmmiiiaes 101 6.1.1
Standards of Judicial Administration...................... 101 i, 6.1.3(3)
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Legal Counsel-available from AOC OGC................... T.0L oo, 6.3(4)
Legal Services Contracts .........ccooevvvvvviiiiieeeeeeeeeiiinnn, 6.01 ., 6.11(1)(e)
Levels of AUtNOIILY........coouuuiiiiieiee e 1.02. s 3.0, 6.2(2)(f)(9)
Liquidated Damages ..........ccceeveeeeeerieeiiiiiiiieeeeeeeeeeeennnnns 7.01...... 6.1(5)(p), 6.3(4), 6.4(3)(d)
LOANS. . e 7.02.. i 6.5.2(3)
Lockyer-Isenberg Trial Court Funding Act of 1997...... see Assembly Bill (AB) 233
Low Value Purchases 6.01 ..o 6.5,6.5.2
Maintenance of Effort (MOE) Payments................... 401, 6.1.1(2)
Managers, Responsibility of ..o, 102 6.3(4)
Manager of IAS
Notification of Impending Audit................cceeeeeeeeee. 11,00 e 6.3
Manual of Accounting and Audit Guidelines for Trial Courts, SCO
..................................................................... 1001 ... 6.1(4)
Master AgreemMENtS.......coovuuiiiiiiieiiie e B.01 ., 6.13
Memorandum of Understanding (MOUS) .................... T.02 i inclusive
Seealso........... 401 ... 6.1(1)
County-Provided Services ........... cceeeeeeeieeieeeinnnnnns T.02 . 6.5
Comprehensive vs. Separate Agreements....... L0 6.5.3
County Loans for Temporary Cash
Flow Shortages ..........cccoes o, T.02 i 6.5.2(3)
Key Elements ........ccoooviiiiiies e, .02 6.5.2
ReqUIrEMENTS ......oovviiiiiiiiiiiiies e T.02 i 6.5.1
Trial Court Audit Rights .......... cocooiiiiiiiin. T7.02 . i, 6.1(5)(h)
(@01 AR T=T o U] 1 VTN 14.01....... 6.4(5)(6), 6.5, 6.6(2), 7.0
ElemMentS.......covviiiiiiiiiiiiiiiiiiiiiiiiies e T7.02. 6.1
COSt i e T.02. i 6.1(2)
Schedule .......cooiiiiiiiis T.02. i, 6.1(3)
Scope Of WOrK ......coooii T.02 i 6.1(4)
Terms and Conditions ............ ccceeeeeieeeeeeieeiinn, 702 e, 6.1(5)
EXECULION ...t ee ettt e e e e eeeeees T.02 . 6.4
NN =To o] (=110 o F S .02, 6.2
Office of Management and Budget A-87 Cost
Allocation Plan............ccoovviiiiiiiiieeeeee, L0 6.5.2(2)(a)
Risk Evaluation ............ccoouuiiiiinieee e T.02 . 6.3
Rule of Court 10.805........cccoiiiiiieiiiieiiiiie e L0 6.5.1(5
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Rule of Court 10.810........ccceiviiieiiiieiiiciee e eeeeeeens 7.02. i, 6.5.2(1)(a), 7.0
Method and Basis for Developing the ICRP............... 15.02 . 6.2
MiNi PUICNASES.......ceviiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeaeeee 6.0L .o 6.5,6.5.1
Modified Accrual Basis of Accounting ...............cceeueee. B0L i 6.2
Monthly Cash Settlement Report .........cccooeeeeevvvviennnnns 201 i, 6.6(5)(c
Seealso......... 10.01 ., 6.12

National Center for the State Courts, Commission on

Trial Court Performance Standards ....................... 201 i 6.1(1)
Negotiation of

CONMrACT ... T.0L1 . 6.3

LA T7.02. 6.2

IBA 702 6.2

1Y L T.02. i 6.2
Notice of Default..............oovviiiiiiiiiiic e, 703 i 6.4.5.3(4
foice of General Counsel (OGC).........ccvvvviiieeeeeenne. 00 1 6.3(4)

Office of Management and Budget (OMB)
Circular A-87, Cost Principles for State, Local, and Indian Tribal Governments

..................................................................... S0 N o I 3"
Circular A-87, Cost Allocation Plan..............cccc....... 7.02 e, 6.5.2(2)(a)
Circular A-133, Audits of States, Local Governments, and Non-Profit ........................
Organizations .........ccoceeeeeeeieeiiiiiiee e 11.01 o 6.2.3(3)
OVErdrafts .....ooovveeiiiiiee e 13.01 6.8
anee Data Records (in lieu of IRS W-9).................. .01 .o, 7.0
Payment Authorization ............cccccvvvvviiiiiiiiiiiiiiieiiieee, .01 . 6.2.3
Payments Made in Person ...........cccccevvvieiiieeeeceeeennn, 10.02..ciiiieeiieeeee 6.3.4,6.3.5
Payments Received Through the Mail....................... 10.02.ccciiiieeiee 6.3.4,6.3.5
PECT (Program, Element, Component, Task) ............ 401 ..., 6.3.1
Penal Code section
08 7.9 e 15.04 .o 6.3(9)
(0L () IR 15.04 oo 6.1(1)
1037.2(a) through (d)(1)...ccevvreeemmiieiiiiiiiiiiiieeeenenn, 15.04 . 6.1(1)(7)
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1411, 1417.5, 1420, 1463.006 .........ccovvvveeeennnnnnnn. 15.03 i 2.0

Personal Vehicle Mileage............ccovvviiiiiiiiiiiiieeens 8.03.6.3.2, 6.4.1(11), 6.4.2(2), 7.
Petty Cash.......ccooviiiiiiee e B804 .. inclusive
Audit of oo 804 ..o 6.7
Authorized Fund Limit.........ccccooviiiiiiiicceee e 804 ..o, 6.3(2)
Change in Custodian ..........ooeevvveiiiiiiiiiee e B.04 .. 6.8
Court Fiscal Officer Approval of ....................... B.04 ..o, 7.0
Change of Petty Cash Custodian Form ................. B.04 ..o, 7.0
Custodian (Fund) .......coovviiiiieieieeieeciee e 804, 6.2
Disbursements Of ... B.04 .. 6.4
Establishment of Petty Cash Fund........................ B.04 ..o, 6.3
Fund Custodian..........coeuviiies voriiiiieiiiiie e .04 .. 6.2
Maximum Purchase/Disbursement........................ 804 .. 3.0,6.4
Petty Cash Receipt FOrm..... .....oooooviiiiiiiiiiineeeee, B.04 .. 7.0
RECEIPL fOF .ovvviiei e 804 6.4,7.0
Reimbursement of...........ooiiiiii .04 .. 6.6

Court Fiscal Officer Approval of ....................... 804 6.6(2), 7.
Reimbursement of Petty Cash Form..................... B.04 .. 7.0
Restrictions on the Use Of ........ccoovvvvviiiiiiiiiiiiiinnnnn. 804 ..o 6.5
Phoenix Shared Services Center ........ccccoeeeeeeiievvennnnnns 1.03 . e 6.3.1
Physical INVeNtOry ... 9.01. i, 6.2.2(3), 6.6
Policies and Procedures (Internal Control Concepts).. 1.03........cccoooviiiiiiiiiiiiieeeeeenne, 6.3.3
Local (Desktop Procedures) ..........ceeeeveeeeeeeeeeveennnn. 1.03 s 6.3.3(4)(8)
AREINALIVE ... 101 6.4(4)
Seealso........... 1.03 . 6.3.3(4)
Position Management.............ccccoeeieviiviiiieeieienene 403, inclusive
Abolishment of Continuously Vacant Positions...... 403 . 6.2
Change in Position Authorization Form.................. 403 .. 7.0
POSItION ROSEEN.....iiiiiiiieeiiiiee e 4.03 .. 7.0
Quarterly Report of Changes of Authorized Positions (QCAP).4.03...........cccccuve. 7.0
Reporting Abolished, New, & Reclassified Positions 4.03 .........ccccoovveeeiivveiiiiinnnnn. 6.4
Trial Court Position Management System.............. 4.03 .., 6.1
Written Authorization of New or Reclassified Positions.4.03.........ccccoevvvvvvviviinnnnn. 6.3
Preparing an ICRP ...........cccoiiiiiiiiiiee e, 15.02 . 6.3
Preservation of ReCOrds...........coovvvvvviiiiiiieeeeeeeeeiiinns 1201 6.5
Presiding Judge ........coovvvviiiiie e 101 i 6.3.1
Alternative Policies and Procedures ...................... 101 6.4(4)
Budget Implementation................cccovvvvviiiieieeeeeee, 401 .., 6.5(1)
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Topic Policy No. Section
Budget ReVISIONS...........ccevviiiiiiie e 402 6.4(2)
Budget Transfers between Programs .................... 402 .o 6.5.1(5)
Certification of Budget Reports (QSF & ROR)....... 402 6.3.4
Change of Venue..........cccooeiiiiiiiiiiiiiiiiii e, 15.04.......... 6.5(2), 6.6(1), 6.7(1)(2)
Escheat Claims.......ccccocvviiiiiii 15.03 . 6.3.1,6.3.3
Requests to Close Bank Accounts.............ccoeeeee. 13.01 . 6.11, 7.0
Requests to Open Bank Accounts...............cccee.... 1301, 6.2,7.0
Responsibilities Of ... 102, 6.2, 6.2(2)(g), 6.3
Responsibility for Fixed Assets and Equipment..... 9.01.........ccccooviiiiiiiieveiiiicen. 6.4
Travel Request Approval ..........cccoeeeviiiiiiiiiiiiinnnnn. 8.03.6.1.1, 6.1.4(10), 6.1.6(2), 7.0
ProCuremMent..........ooooeeiiiiiiiiee e 6.0 ..o inclusive
Administration and Documentation ........................ B.01 .o 6.10
Advertise Procurements (Publicizing) .................... 6.0 ., 6.5.4(1)(a)
Approval Thresholds............cceeeeiiiiiiiiiiiiicii e 6.0 . 6.3(1)
Blanket Purchase Orders (Use Of) .....ccccoeveeeeveennnns B.01 .o 6.12
California DGS Charge Card (Use of).........ccceeee . B.01 .o 6.15
California Multiple Award Schedule (CMAS).......... 6.01.6.5.2, 6.5.3, 6.5.4(1), 6.12(3)
California State Contracts Register...........ccccuuuee... B.01 .o 6.5.4
Circumvention of Procurement Requirements ....... 6.01 .o 6.7
COMPELITION.....uiiiieeiiieiiiii e 6.01. 3.0, 6.11(1), 6.12(2), 6.13(2)
Competitive Procurements.............eeeveeeeeeeeeeeeeeeeene. 6.01 s 6.5(2), 6.5.4
(@70 11 - Tox SN 6.0L ..o inclusive
Documentation (and Administration)...................... B.01 .. 6.10
FIle e 6.01.....cc.... 6.4(4), 6.5.5(3), 6.10
Grant Program ............coeeioeeeeiiiiiiiiee e 5.03 6.4.9
Invitation for Bid (IFB) ..........cceeiiiiieiiiieeeciee e, 6.0 i, 6.5.4(1)(b)

Limitation on Contracting with Current and Former Employees
.................................................................... 6.01l......cccccciiiiiiiiiiiiiiii.. 6,16
Low Value Purchases ..........ccccoiiiiii, 6.0 i 6.5(2), 6.5.2
Master Agreements (Use Of)........ccoovvviiiiiinnnnnnn, 0 1 6.13
MEthOOS ......cvveiiii e 6.0 . 6.5
Mini PUrChases .........ccoovviiiiiiieeeeeeeie e, 0 1 6.5(2), 6.5.1
Payment..... ..o 6.01 ..o 6.9
PrOCESS...ciiiiiiiiieie 6.0 .o inclusive
Protest Procedures ............cceeeiieeeiiiveceiiiiiieee e B.01 .o 6.6
Sample Trial Court Protest Procedures............ B6.01.ccciiiiiiiiie e 7.0
Protest Remedies .........ooovviiiiiiiiie e 6.0 .o 6.6.1
Publicizing Procurements (Advertise) .................... 6.0 ., 6.5.4(1)(a)
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Purchase Cards (Use Of) ....cccoovvieiiiiiiiiiiiiiieeeeeee, 6.01 . 6.14
Purchase Order Log........ccuuvuiiiiieiiiiiiiiiiiciee e 6.0 .o 6.4(3)
Purchase Orders (POS) ....ccoovvieieiiiieeiiiiie e 6.01 .o 6.4
Purchase Requisition ............cccooviieiiiiiiiiiiiiiieeee 6.01...... 6.9(1), 6.10(2)(a), 6.14(3)
Purchase Requisition Preparation & Approval...... 6.01. oo 6.3
Purchasing Thresholds ..., 6.0 . 6.5(2)
Competitive Procurements ............cccceeeeeeeeeenne. 0 1 6.5(2)
Low Value Purchases.........ccccoooviiiiiiiiiiiiiiinnn. 6.0 .o 6.5(2)
Mini PUrchases..........cccovvvvviiiiiiiie e G0 1 6.5(2)
Small Purchases..........cccccooiiiiiiiiiiiiiiiiie e 6.0 . 6.5(2)
Receipt of Goods and Services.........cccceevveeeeeeeennnns 0 1 S 6.9
Request for Proposal (RFP).........coeoviiiiiiiiiiiiiiee, 6.01 ..o, 6.5.4(1)(b)
Request for Quote (RFQ)....ccoovveeviiieeiiiiiiiiiieeeeeeee, 6.0 e 6.5.4(1)(b)
Sealed Bid .........uuueiiiiiiiiiiii e 6.01..6.5.4(1)(k), 6.5.5, 6.10(2)(b)
Small Purchases.........cccoooveeviiiiiiiicie e, 6.01.cccciiiiiiiiiii, 6.5(2), 6.5.3
SOlE SOUICE ... B.01 .o 6.11
SOMCHALION .. 6.0L .o inclusive
Standard Procurement Process..........cccceeevevvvnnnnnn. B.01 .o 6.1
Standards of ConduCt ...........ccccciiiiiiiiiiiiiiiiiiiiies B.0L ..o 6.2
Three-Point-Match ..., 6.0 .o 6.9(1)
Program, Element, Component, Task (PECT)............ 401 ... 6.3.1,6.5.1
See also ........... 4.02.6.1(3), 6.3.2(1), 6.4(3), 6.5.1
Program 10 (Trial Court Operations). .......ccccceveeeeeeeen. 401 ... 6.3.1
Program 90 (Court Administration).... ..........ccceevvevnnnnn 401 ..., 6.3.1
Proprietary FUNAS..........coovvviiiiiiiiiiiiis e 30T . 6.2
Protest Procedures............uuvvvvveieiiiies wevevevveieiienenneennne, O 6.6
Public Contract Code section 10335(c) (3) and (4) .....6.01.......coevvvvvriiriirninnnnn. 6.11(1)(e)
Publicizing Procurements (Advertise)............cccevvevunenn L0 1 6.5.4(1)(a)
Purchase Cards (US€ Of).......ccuvvviiiiieiiiiiiiiiiiiiiieieieeee, B.01 .. 6.14
Purchase Orders (POs) e, B6.01 .o, 6.4
Purchase Order LOQ.......cuuveeeeeieimiieies weveeeeeeeeieeeeeeeeeee 6.01 . 6.4(3)
Purchase RequIiSItion ..........ccccoeeeeiiies civiiiiieeeeeeeeeeniias 6.01...... 6.9(1), 6.10(2)(a), 6.14(3)
Seealso......... 1201 6.2.6
Quarterly Financial Statement (QFS) .............ccee.. 1.02...cccciiiinnnnns 6.2(2)(c), 6.3(3)(h)
Seealso........... 201 6.6(5)(a)
Seealso........... 301, 6.3(7), 6.4(1)(c)
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Seealso........... 402 6.3.2

Seealso........... 501............... 6.7.2(2), 6.8.3(2)(b)

Seealso........... 5.03 i 6.1(10)

Seealso......... 1001 6.12(3)

Recelpts .................................................................. 10.02....6.3.3, 6.3.7-6.3.9, 6.4(3)(h)
Seealso......... 1201 .., 6.1(5), 6.2.3

Receiving Court (Change of Venue)............cccccvvveee. 15.04 i 6.1
Reconciliation of Bank Accounts............cccoeeevvvvvnnnnnn. 13.01 6.6
Record of Physical Inventory........c.cccccceevviieeiiveeiiinnnnnn. 9.01 . 6.4(3
Record Retention ............cceeviiiiiiiiiiiiiii e, 1201 . inclusive
Accounts Payable ..........ccccccceeiiiiiieeeeceee e 12.01 i 6.1
Accounts Receivable ... 1201 6.1
Annual Financial Reports..........cccccvvvevvviiiiieeeeeen, 12.01 i 6.2.8
AUit REPOIS ..o 1201 6.2.8
Bank Account RecOrds ........ccceeeeeevvveeviiiiiiieeeeeenn, 12.01 i 6.2.4
Seealso......... 13.01 ., 6.12

210 T [0 T= SR 12.01 i 6.1
Cash Statements .........cceeveeeeiiiiiiiiiiiiee e 1201 6.1
Claims and Warrants .........cooceveeviieeneiiieeeieeeneeen, 1201, 6.1,6.2.1
CONMTACES ...veviieieieeee e 1201 6.2.5
Deposit Certificates..........cccceveiiiiiiiiii 12,01 6.2.2
Destruction of Records ............cccoevvvvvviiiiieeeeeee, 12.01 i 6.3
Duplicate Records.........ccccoeiiiiiiiiiiii 12.01 i 6.3.2
FiliNg oo 12,01 e 6.4
Financial Reports........cccooo 12.01 6.2.8
FIX@d ASSELS ..ovviiiii e 12.01 i 6.1
General Guidelines ........coooeevvviviiiiiiiieee e 1201 6.1
General Ledger Journals .........ccccceeiveeeeeeeeeiinnnnnnn. 12.01 i 6.1
Grant RECOIAS .......ocevviiiiiiiee e 1201, 6.2.7
INAEXING ..o 12.01 i 6.4
Inventory Records..........ooooiiiiiii 12,01 6.1
Other Financial Documents ..........ccccoeeeeeeeeveeennnns 12.01 i 6.2.8
Payroll......ooeeieiiiiiiiiiiiiieee 12,01 6.1
Permanently Reproduced Records...................... 12.01....vnennnnn. 6.2.1, 6.2.6, 6.3.3
Purchase Requisitions ............ccccoeeiiiiiii. 12.01 6.2.6
Quarterly Financial Statements (QFS)................. 12.01 i 6.2.8
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Receipts issued for money collected.................... 12.01 i 6.2.3
Receipts for Fines, Fees, Penalties Collected ..... 1201 6.1
Record Indexing, Filing and Retrieval .................. 12.01 i 6.4
Record Storage and Preservation........................ 12,01 6.5
Specific Requirements..........ccoevvvviiiiiieeeeeeeeeeiienns 12.01 i 6.2
Two Year Retention ..........cooevviviiiiniieeeieeeiiinn 1201 ., 6.3.4
WAITANTS ... 1201 6.1,6.2.1
Regional Administrative Director(s), AOC (RAM)...... 15.04 .. 6.7(3)
Report of Revenues (ROR) .......cccovvvviiiiiiiiiiieeeeeeeeeiiees 402 6.3.3
Reporting Abolished, New, and Reclassified Positions
TOthe AOC... .o h A0 6.4
Request for Proposal...........ccoooviiiiiiiiiiiiiiiiiieeeeeeceeeiis 6.01....ccciiens 6.5.4(1)(b), 6.6(1)
Request for Quote (RFQ) ......oceevvvvveiviiiiiiie e, 0 1 6.5.4(1)(b)
Requests for Exceptions to Business
Meal Expense Guidelines ...........cccccvvvieeiiiieeeeeeenns B.05 i 6.7
Responsibilities and Authority ...........ccceevveiiiiiieiiiinnnnnn. 1.02. inclusive
Court Executive Officer..........cccvvvviviiciiieieeeeeeeeiinn, 1.02. i, 6.2(2), 6.3(2)(3)
DULIES 1.02 ..o 6.3
Fiscal OffiCer.....cccooiiiiiiiiiiie e, 1.02.iee e, 6.3(3)
Governance and Accountability ............cccceeevvnnnnnnn. 1.02 e 6.1
Levels of AUthOrity ..o, 1.02.iis 3.0, 6.2(2)
MANAGEIS ....uviiiiieeeeeee e e e e e e e e e e e e eeaanns 1.02. i, 6.2(2), 6.3(4)
Presiding Judge ... 102 6.2(1)(2), 6.3(2)(2)
0] - 11 1.02. s 6.2(2), 6.3(5)
SUPEIVISOIS ...ttt 1.02.iiiii 6.2(2), 6.3(4)
Revenue Collection and Distribution ......................... 10.01 .. inclusive
Accounts Receivable ... 1001 6.3
Case Management System.........cccooeevevvviinneennnnn. 1001 6.2
Case Management System Revenue Distribution 10.01...........cccovvviiiiiiiiiineeenene. 6.10
Cash Control Procedures..........ccccccceeeeeeeeeeeeeennnnns 1001 6.4(1)
COllECHIONS ...veieee e 1001 6.4
Credit Card PaymentsS............ccoovvvviiiiiiieeeeeeeeenins 10.01.... 6.4(2), 6.8.1(3), 6.12(10(c)
Daily Balancing and Closeout...........ccccccvvveeeeeeee. 10.01 6.6
Daily Reporting .......ccooovvviviiiiiie e 10.01 e 6.9
DEPOSITS ..ceiiiiiiiiiiiieieeeeeeeeee ettt 10.01 6.7
DIStriDULION .....cvvviiei e 1001 6.13.3(2)
Monthly Cash Settlement Report........ccccccevvveeeeee. 10.01 e 6.12
State Controller’s Office (SCO).....ccccevveeeeeeviinnnnnns 10.01 6.1, 6.7(7), 6.10(2)(3), 6.13.3
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Trial Court Collection ACtiVIties ..........cccoeeeiiiiinnnns 1001 e 6.1
Trial Court Revenue Distribution Manual ............. 1001 . 6.1(5)
Uniform Civil Fee (UCF) Bank Accounts.............. 10.01 e 6.5
Uniform Civil Fee Distributions................ccceeeeeeens 1001 6.11
Uniform Civil Fee Monthly Reporting ................... 1001 6.13
Uniform Civil Fee Receipts and Deposits............. 1001 . 6.8
Revolving Fund and Jury Disbursement Balances.... 13.01........cccccooviviviiiiiiiineeeeee 6.7
§alary and Position Worksheet - Schedule 7A ......... 401.....cccevennneen. 6.4(1)(a), 6.5.1(1)
Schedule 1 - Budget..........coovvvriiiiiiiieeeeeeeeeeee e 401......ccccennens 6.4(1)(b), 6.5.1(1)
Seealso........... 402 6.5.1(1)
Schedule 7A - Salary and Position Worksheet............ 401......ccceeens 6.4(1)(b), 6.5.1(1)
SecCurity (COUI) ..o 1401 . inclusive
Allowable COStS ........coooviiiiiii 1401 e 6.2
Contract Law Enforcement Template................... 1401 . 6.4,7.0
Court Security Administration .............cccceevvvvvnnnens 14.01. i 6.6
Judicial Council Role............cooiiiiiiiiii. 1401, 6.4(5), 6.6(2
Level of Security ServiCes.........cccovvvvvvvvviiineeeennnn. 1401, 3.0, 6.5(2)
Memorandum of Understanding (MOU)............... 1401 . 6.5
Replacement of Rule of Court 10.810 Function 8..14.01 ...........ccceeiiiieiieveeiiiiinnn. 6.1
State Appropriations Limit (SAL)..............c........ 1401, 6.4(4)
Superior Court Law Enforcement Act of 2002...... 1401 i, 6.1(1), 6.2(2)
Unallowable COSES .......ccoovvviviiiiiiiiiee, 1401 e 6.3
Segregation of Duties (Banking Services)................. 13,01 e 6.10
Single AUdit ACE.........uuviiviiiiiiiiiiiiiieiiieeeeeeeeeeeeeeeeeeeee 11.01..6.1.2(3), 6.2.3, 6.4.2(3), 6.4.5(2)
Small PUrChases ..o, B.01..cniii, 6.5, 6.5.3
SOfWAIE .. 9.01 . 6.2.3
Sole Source ProCurements ..........ccoooeeeeeenineeeeneneenns 6.01 6.1(2), 6.11, 6.12(3), 6.13.(2)
Special Revenue FUNdS ..........ccooovviiiiieeieeeeeeee 301 i, 6.4
Seealso........... 502, 6.1(3)(b), 6.2(1
See also ........... 503 6.4.2
Standard Operating Procedures.............ccccccuuuennnnnnnnns 201 6.4(1)(b)
State (California) Administrative Manual (SAM)........ 10.02.ccciiiiieee e 6.3.4
State Appropriations Limit (SAL) Funding Adjustment..4.01................cooeevns inclusive
See also.......... 1401.........ccciiiieeeeen.6.4(4)
State BUudget ACE.......cooviiiii 402 i 6.1(1)
State Budget Cycle and Timelines ...........ccccccceeeeeeeen. O 1 S 6.2
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State Comprehensive Annual Financial Report (CAFR).....
......................... 201........ccccciiivveeeee..6.6(5)(b)
Seealso........... 301 i 6.3(7), 6.4
Seealso........... 5.0 6.7.2
Seealso........... 5.02 i 6.1(10)
State Controller ... 1.01 . 6.1.2(c)
See also ......... 10.01..6.1(3)-(6), 6.10(2), 6.13.3(2)
Seealso......... 1101 ., 6.1.2(2)(2)
State General FUNd..........cooovvviiiiiiii e 401......cviiinnnn. 6.1.1(2), 6.1.3(3)
State of California Smog Check Program.................. 8.03.. 6.2(11)
Superior Court Law Enforcement Act of 2002............ 1401, 6.1(1), 6.2(2)
Supervisors, Responsibility Of ...........coooviiiiiiiiiinn. 102 6.3(4)
Supplier and Contractor Insurance............ccccceeeeeeeeenee. 7.03 o, 6.2.3
Iechnology Equipment, Disposal of 9.01 ................. 6.7.4
Three-Point-Match.............ccccoeiiiiins i, B.01 e 6.9(1)
Seealso........... 801 . 6.3.2
Transaction Documentation and Authorization............ 201 i, 6.3(1)
Transferring Court (Change of Venue)...................... 15.04 .. 6.1
Travel Expense Claim (TEC) Form (State of CA)........ 8.03 6.4.1,7.0
Travel Expense Reimbursement (Trial Court Judges and Employees)
......................... 8.03.....iiiiiriveiiiieieeeeednclusive
Allowable EXPENSES.........cccvviiiees cevvveeiiiiiieee e .03 .o 6.4.2
AIrfare ... 8.03 6.4.2(a)
Expenses of other Judges / Employees ........... B.03 . 6.4.2(g)
Incidentals ... 8.03 6.4.2(f)
[0 o [0 [ o B.03 ., 6.4.2(d)
MEAIS.....iiiiiiiiiiiii 8.03 . 6.4.2(e)
MiIlEAgE .....ceeeeiiii e e B.03 ., 6.4.2(c)
Personal Services Charges/Incidentals............ 8.03 6.4.2(f)
Surface Transportation ........... .....ocevviieeeeeeeenn.. .03 i, 6.4.2(b)
Approval to Travel........cccccocs i, 8.03 . 6.1
Arranging for Travel .........cccccceeeees cevvviiiiciieee e, B.03 . 6.1.1
Business Meal Expense Guidelines............ ........ 8.05 inclusive
Exception Request for Lodging Form..................... 803 ..ol 1.0
Business-related Travel by a Contractor................ .03 i 6.1.8
Commercial Vehicle Rental Policy ......................... B.03 . 6.1.4
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Discount Airfares for Official Business................... .03 6.1.5
Exception Request for Lodging.... ....cccuvvviienneeennne. 8.03 . 6.1.6
Hotel/Motel Transient Occupancy Tax Waiver....... B.03 . 6.1.7
International ... 8.03........... 6.1.1, 6.1.4(10), 6.2(6)
Judicial Branch Travel Guidelines....................... 701 7.0
Seealso........... 8.03. 6.4.2
OUt-Of-State .....cooeeeeeee e s 8.03........ 6.1.1, 6.1.4(10), 6.2(6)
Out-of-State Travel Request Form.....................8.03 ... ..., 7.0
Personal Vehicle Mileage ........... coovvveiiiiciinnnnenn. 8.03..6.1.4(11), 6.3.2, 6.4.2(1)(c), 7.0
RESErVatioNS.........cooviiiiiiiiiiieeeeees et 8.03 . 6.1.2
State of California Motor Vehicle Liability Program Coverage
......................... 803 6.2
Travel Expense Reimbursement..8.03 .................... 6.4
Non-Superior Court Employees...........cccccce..... B.03 . 6.6
Travel Expense Claim (TEC) Form............cccccunnn... B.03 . 7.0
Travel Expense Restrictions ........ cccvvevevviiiinnnnnn. 8.03 6.5
Travel Reservations.........ccoooveeiies coviiiiiies .03 6.1.2
Unallowable EXPENSES.........ccccevees vevvvvviiiiiiiineeeeeee 8.03 . 6.4.3
Alcoholic Beverages........ccccce covveeeeeveeveiininnnnnn. .03 i 6.4.3(a)
Meal Provided at Meeting/Conference ............. 8.03 . 6.4.3(d)
Personal Telephone Charges. .........cccceeeeeeee. 8.03 6.4.3(b)
Surface Transportation in Lieu of Air Travel .....8.03........cccccceeiviieiiiiiiinnnnn, 6.4.3(c)
VehiCle USE......cooviiiiiiiiiiiiiiii s i 8.03 .., 6.1.3
Annual Certification for Driving on Official Court Business
................................................................... 8.03................6.1.3(1), 6.2(7), 7.0
Motor Vehicle Liability Program Coverage ....... 8.03 .o 6.1.4(9),6.2,7.0
Travel (Business Related) Sample Contract Language
................................................................... 701............ccceeee......6.5(1)(2), 7.0
Travel ProCeaUIeS ......coooviviviiiiiiiiiees e 8.03 .. 6.3
Tral COUNt oo 1.0 6.3, 6.4
Authority to Establish Bank Accounts .................. 13,01 6.1
Budget Development Activities .... .......cccceeeeeeeeenen. 401 ..., 6.2.2
Budget Evaluation..........ccccccoos i 401 oo 6.2.2(1)
Budget Planning..........ccooouviiiiiiies covvieiiiiieieee e, 401 .., 6.2.2(2)
Duties and Responsibilities of ...... .....cccccceeiiinnn. 101 e 6.3.2
Funding, Sources of..........ccceieeees v, O 6.1
Funds, LOan Of .........ooviiiiiiiiiiiiiiies e 4.02 ..o 6.7(3)
Independence and Accountability ......................... 201 i 6.1(1)
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Operating Standards..........ccccvvvvvr coveeeeeeeeeeiiiinenn 101, 6.4
Trial Court Improvement Fund .......... .ccccciiiiiiinennnee. 101 6.2.2(1
Seealso........... 0 1 6.3(3)
Seealso........... 401 .., 6.1(1), 6.1.2
Trial Court Operations — Program 10 ..........cccceeeeeeeee. O 6.1, 6.3.1
Trial Court Organization ...........ccceeeees weviiviiiiiieeeeeeeeeenns 101 inclusive
Trial Court Position Management System.................. 403, 6.1
Trial Court Revenue Distribution Manual................... 10.01 . 6.1(5)
Trial Court Trust FUNd ..ot e, 301 6.3(3)
Seealso........... 401...6.1(1), 6.1.1, 6.1.2, 6.5.1(3)
Trial Court Vehicle USe ... .03 6.1.3
Two Percent (2%) Automation Fund Revenues .......... 401 6.1.2(2)
unallowable Business EXpenses.............coceveeenen. 8.05. 6.8
Un-Cashed Court Checks..........cccovvviiiiiee 15030, 2.0
Uniform Civil Filling Fee (UCF).........ccoooiviiiiininne. 1001 6.5
Mendor INVOICE ProCessing ............ueveeeemuemmmmnennnnnnnnnns 801 . inclusive
ACCOUNE COAING...uuiiiieiiiiiiiiiiiee e 801 .. 6.3.5
Accounts Payable Department/Provider ................ 8.01....6.3.5(2), 6.4(5), 6.6(3), 6.7
Document Matching ..........ccceeeieieeeiiieeeccee e, B.0L .o 6.3.2
Document ROULING ....cooovvviiiiiiiiiiiieeeeeeeeeeeeeeeee .01 . 6.2
Related DoCUMENtS .......ccoovvvviiiiiiiiiiieee, BO0L .. 6.2.2
Vendor INVOICES ......coevvevviieeiiiiiiee e 801 i, 6.2.1
Errors on INVOICES ......ccovveeiiiiiiiiii, 801 ..o 6.3.4
Internal Revenue Service Form 1099 MISC .......... 801 .. 6.1(4)
INVOICE ProCeSSINg.......ccovvvvviiiiiiieeeeeeeece e, B.0L. oo, 6.3
Payment Approval.........cccccoiiii .01 . 6.4
Payment Authorization...........cccoeoeevvviviiiieee e, S0 1 6.2.3
PaymeNt(S) ...eeeveeeeeeiiieiiiieeiieeieeeee et .01 .. 6.6
Advance/Advance Payments...........cccccccceennn.. S0 1 6.5(1)
Final....oooo 801 . 6.5(1)
MIlESIONE ... S0 1 S 6.5(1)
Partial ........oooovvviiiiii 801 . 6.5(1)
PrOogreSS ..coovviiiie et S0 1 S 6.5(1)
Preparing Invoices for Processing..........cc........ 801 i 6.3.1
Problem ResolUtioNn...........ooevviiiii, BO0L..i 6.3.4
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Record Retention ........oouveeeee e B0 6.7
Review for Accuracy of InvoiCe..........ccceevveeeeeeeennn. 801 . 6.3.3
Three-Point-MatCh ..........ooeiee e, 8.0 . 6.3.2
Types of PAYMentsS .........cooovviiiiiiiiieeeeeeeeeeiin 801 .. 6.5
Vendor RECOIAS .......vee e B0 . 6.1
Verbatim Reporting ........oooovvevviiiiiinieeeeeeeeeieiiccee e .02 .. 2.0(1)
Voided ChecCKS ......oooceiiiiiiici e, 13.01 e 6.4(7)
VOId TranSaCtioONS ....cuieeeee e 10.02 .., 6.3.8
Warrants ................................................................ 1201 6.1(5), 6.2.1
WAITANTY oo 7.01......... 6.1(5)(h), 6.4(3)(b), 7.0
Seealso........... 7.03.6.3.1(2), 6.4.4(9), 6.5, 6.6(2)

Written Authorization of New or Reclassified Positions..4.03.........oov i i 6.3
Xear-end (Fiscal) Procedures...........ceevveeeiveeeieeeennn. S5.01 . 6.8

Judicial Council of California - Administrative Office of the Courts



	Judicial Council of California
	Trial Court Financial Policies and Procedures
	INDEX
	April 1, 2001



	Authorized Business Meal Timeframes 8.05  6.5
	Authorized Business Meal Rates 8.05  6.6
	Funds, Loan of 4.02…………………...……6.7(3)

	Quarterly Financial Statement (QFS) 1.02 6.2(2)(c), 6.3(3)(h)
	Supplier and Contractor Insurance 7.03 6.2.3


