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Objectives

 Document acknowledgement of change in 

administration.

 Document transfer of custody of court-related items.

 Document existence and quantity of tangible personal 

property.

 Document financial condition at start of term of new 

Clerk.



Specific Objectives

 Determine that cash on hand, cash  in 

bank, investments, and financial paper 

were properly conveyed. 

 Determine that the predecessor Clerk 

acknowledged cutoff and transfer of 

custody for court-related items and 

other miscellaneous items. 



Specific Objectives (cont.)

 3. Determine that tangible personal 

property and other items in the care or 

possession related to being an elected 

official were properly accounted. 



Cash on Hand

 Identify every point of cash intake.

 List and count all undeposited cash and checks on 

hand including:

 Petty cash funds

 Change funds

 Undeposited collections

 Undeposited cash bonds

 Retain copies of all cash count sheets.



Cash in Bank

 Open new bank accounts and order checks F.S. 219.05(2)

 Coordinate bank regarding predecessor Clerk’s 

statements, stale-dated checks, and interim statement.

 Transfer reconciled account balances to the successor by 

bank transfers or checks drawn on the accounts. F.S. 

219.05(3)

 It may be possible to transfer the accounts without 

opening new accounts.



Investments

 List all outstanding investments showing:

 Description (CD, Treasury Note, etc.)

 Maturity

 Terms

 Custodian

 Gain custody of all original documents.

 Change endorsements upon maturity.



Financial Paper

 Prepare a physical inventory of financial paper:

 Checks

 Receipt Books

 List inclusive document numbers

 Forms

 Manual Receipts



Physical Inventory

 Tangible Personal Property

 Evidence

Office Supplies



Computer Access

 Verify that computer security access is 

terminated for the previous Clerk of 

Circuit Court and any other staff 

members who no longer need access.



Miscellaneous

 Balances of doc stamp meters/loose stamps  

 Budget requisitions

 Credit Cards, P-Cards, Gas Cards

 Performance Bonds

 Memos of Delegation 

 Emerg Management/Disaster Preparedness

 RMLO- Records Management Liaison Officer



Related Items

 Pending Surety Bonds

 Estreated Surety Bonds Outstanding

 Last case numbers filed by case type

 Last clerk number in Official Records

 Tax Deed Surplus balances

 Registry of Court balances



Transitional Audits

 Transition Audit Report & Coordination

 Evidence Audit 

 Tangible personal property Audit 

Cash Fund Audit

Can be conducted by Internal Audit or other 
Clerk’s offices



Key Points to Take Away

 The Office Transition Audit is critical to you as the 

new Clerk, regardless of whether or not you worked 

in the office before your election.

 You are being trusted with a lot of responsibility 

and you need to have confidence in the condition of 

the Office you are taking.



Notes


