Due out Report

*Once logged into Chameleon click on Reports and Run a Report.
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*Then, Click on Due out Select Status.
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*Now, select the Owner Follow-up report from the Avaliable Values and
click the single arrow to transfer the selected report in the Selcet Values field.
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*This is the report that you will print. Each kennel number will show the
Animal LD, Status, Gender and Description. Underneath will be a memo
detailing notes that other employees have made. There will be times where
you will have to go to the Kennel Screen and pull up a particular animal to

view all notes and memos

Daily Evaluation Report
Date: 3/1,2013

Responsible: Business Manager

Kennel Status: OWNER FU

DOG
K004 A488544 AHREQUEST NWHITE POODLE TOY
2-23-13 will post te rescue if not adoptable nb

Q02 A476122 M BLUE &WHITE PIT BULL
SEE NOTES FROM 214413, DJR




*When you have located the Animal on the Kennel Screen, make sure to
examine the status of the animal. Pay close attention to the status, Hold
Request, Due out Date, Date/Time of intake, Person/time/date of last
update, Outcome Information and Animal 1.D. number.

SEE NOTES FROM 2/14/13. DJR

-This dog will be held for court. DO
i NOT LET ROBERT BENNET OR
ANYONE ASSOCIATED WITH HIM

2 CONFISCAT |

10/10/120( 16:00 - Give
10/11712 0 16:00 - Give
10/12/120( 16:00 - Give
10/13120( 16:00 - Give
10/14/1200 16:

[pe.

K12007941 - 0971412 0000 CONFISCATE




S

*It is important that you review all memos and notes thoroughly. This
information will help you to determine what your next step will be. This could
include: calling owners to verify if they have

s,

1ent
SEE NOTES FROM 2/14/13. DJR

-This dog will be held for count. DO
NOT LET ROBERT BENNET OR
ANYONE ASSOCIATED WITH HIM

1/16/13 Lady called would not leave name or number stating she wanted to adopt this dog. ] S
told her it was not available and due to it being an ongoing investigation, she wounld need to
speak to Adam H. AV

2/13/14 Robest Bennett, Shawn Harmon and Karen Faulkner id'd dog. Mr. Bennett stated tha
he went to court today at 9:45 {later he changed that to 3:03) and that the judge said that the:
could get the dog out. There was a lot of red flags due to the notes on this and he had
nothing from court stating he could take the dog. | gave him a ROUGH est of $1572.30 and
told him he would have to come back in when the It is in. This man is talking about going
to the Mayor and | asked him If he would talk to the It. first because | don't have alt the facts
on this incident. He is supposed to be ing back t ow. Hs says the dog is utd on
shots, | told him we would need some paperwork from Grimes or we can call them, He is
also claming this dog is an assist dog, he said he would bring a paper from 7 counties to
verify this claim. When he comes in please get with Lt. Hamilten to see how we are to
handle it and IF Mr. Bennett actually went to court or not. djr

‘| CONFISCAT

DOXY 100 10/10/12 0 16:00 - Give
DOXy 100 16/11/120( 16:00 - Give
DOXY 100 107127120 16:00 -Give |
DOXY 100 10713120 16:00- Give |
10/14/12 0 16:00 - Give

PS THE ABOVE DATE IS 2/14/13, alsu not sure who's name this dog is supposed to he in that
is why | did not put and person id in the outcome information, djr

272013 Per Lt. Hamilton Neither Robert Bennett or Shaw Harmon and redeam dog at this

01416413 80:0({ MEMO 1716713 Lady caled would not leave name or
H M12-011987 | 83/14/12 60:0{ MEMO -This dog wifl be held for court. DO NOT LET ROE

Identified their pets and/or when they will be coming in to redeem them.
You may notice that the owner has not been contacted or we have not spoken
with them yet. You may have to give them a call or send outa 10-15 to the
owners address if the phone number is not avaliable.

Make sure to document every thing you do in a memo. With this example
above, a memo may not be necessary. This one is a hold for court and is
shown as such. You may want to talk to a Supervisor or Lieutenant to get

more information.



Now, if more time has been allotted for redemption or the status needs to
be changed, make sure that you change the necessary fields and update.

If the owner does not redeem by the deadline given, and this happens
repeatedly, or they no longer want the animal, the Status can be changed to
Behavior Evaluation

-This dog will be held for court. DO
NOT LET ROBERT BENNET OR
ANYONE ASSOCIATED WITH HIM

10/11/120( 16:00 - Give
10/2/1200 1600 -Give |-
1013/120 1600 -Give _|*
1071411206 16:00 -Give >

Please ask questions or express any concerns. We want to make sure we
make every attempt to reunite the pet with the owner and maintain avaliable
space for incoming animals.



Refund Process

s Each dollar amount being refunded must be entered as a negative (ex:-25.00)

LICEN
REFUND ADP MICROCHY?
REFIND ADOP  £/N
REFUMD ADOPT VACCIN

AZF PRRTAGE
REFUND REDSNPTION
REFUND RTO FEES
REFUND S/

REFUHD VACCIHATION
REFUND ADDPTIONS
REFUND TRAP RENTAL

s Inthe caseofan adoptién that was returned there is a $25 administration fee that may be
assessed by the director, if this is the case, then that fee will need to be charged, it's called
“administrative fee” .

»  When all of these have been entered the total should match the amount that was refunded

s Enter a positive amount that is equal to the amount of the total to be refunded to ltem Code
“REF LEAP”

s The total due and the change amount should be O

» Store the receipt

s  Print the receipt from Chameleon and attach to the refund request form

¢ File these receipts with your datly work for that day.

Refunds to Donation — if the individual chooses to donate the entire amount of the refund

s Go to Chameleon Receipt screen

s Enter the refunds as before

¢ instead of entering the Item Code as “REF LEAP” you will enter the amount as Donation
s Print a donation letter for the Director’s signature

Print the receipt and attach to the refund request form and file with your daily work




Refund Process

Each dollar amount being refunded must be entered as a negative (ex: -25.00}

S

RECUNR RID FEES

.89 REFURD §,

=~y .DG REFUND VACCINATION
.08 REFUND ADGFTIOWS
oo REFUNR TRAF RENTAL

A ; 3% 5 o 3 ;E*“%. ;

{9

In the case of an adoption that was returned there is a $25 administration fee that may be
assessed by the director, if this is the case, then that fee will need to be charged, it’s called
“administrative fee”
When all of these have bean entered the total should match the amount that was refunded to
the credit card. ’
Enter the negative amount to the credit field of the receipt {ex: -25.00) and store the receipt

o Please note the negative dollar amount will be on your daily report (the refund slip from

the credit card machine will need to be included in your nightly close out)

Print the receipt from Chameleon and attach to the refund request form
File these receipts with your daily work for that day.

Check request refunds — these are refunds that were paid by cash or check

Once the refund requests are approved by the Director you will process for paymeant

Check each individual being refunded in the Leap system, if the person and address are present
in Leap you will need to write their vendor ID on the refund reguest (this will be needed for the
next step)

Open “My Documents”




Refund Process

G: drive/business office/Refunds

o Open the master spreadsheet and save as date refund is bemg sent to the Office of
Management and Budget in the appropriate Fiscal Year folder (ex: FY11)

o Fill out the spreadsheet specifying which line item and dollar amount is to be used {for
an adoption there will be multiple lines used as the funds were applied to multiple
account strings)

o Each line will need a new invoice number {the invoice number is the receipt number, for
multiple lines put a -1, -2 etc. at the end)

o Save the changes to the spreadsheet and print a copy v

¢ Open the word document named refund authorization from: G/business office/refunds

o Save as the date being sent to the Office of Management and Budget in the appropriate
fiscal year (same as above)

Change the date to reflect the date the refund request is being sent

o The number of refund checks being requested will be the number of refund requests

o The total dollar amount will need to match the total of the refund requests, as well as
the total of the spreadsheet

o Save this document and print a copy

¢ E-mail Juan Moran in the Office of Management and Budget with the refund requests
o Attach the spreadsheet and word document to the e-mail
. The printed copy of the word document and the spreadsheet should be attached to the refund

¢]

request forms
* Juan will send a verification of refund before checks are cut. _
o Print off the report Juan e-mails and match it up to the refund request form that was

sent to her for processing
o When you have verified that the amounts, customers’ names and addresses, and
account strings are correct reply to Juan’s e-mail to release the payments.

After sending Juan the approval to release the funds you will need to enter the refunds into Chameleon

* _In Chameleon pull up the receipt screen
& Enter the refunded items into the item field(each refund description begins with “ref” see

example below )
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