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}Based on staff size, may not be able to do all 
steps every month.

}Perform procedures on a risk basis.



}Set up workpapers (electronic or hardcopy) 
for month to be audited.

}Print a preliminary Constableõs monthly 
report.

}Ensure all receipt batches for the month have 
been posted.

}Ensure beginning receipt number is 
sequential to last monthõs ending receipt 
number.

}Investigate skipped receipt numbers.



}Obtain total of monthly deposits from the 
Constableõs Office.

}Agree total deposits to monthly report total.

}Review prior monthõs carryforward memo for 
any open items that will impact upcoming 
audit.

}Review e- mails from Constableõs Office for 
any problems that should be addressed 
during upcoming audit.



}Schedule audit date with Constableõs Office.

}Select a sample of receipts for detailed 
testing.

}Request that Constableõs Office make 
available the supporting documentation for 
the receipts selected for detailed testing.





}Obtain monthly report generated by the 
Constableõs Office.

}Ensure it has been signed by Constable or 
designated representative.

}Ensure it has been notarized.



}Examine validated bank deposit slips.

}Ensure deposits were made timely.

}Examine support for electronic payments 
received.

}Total all deposits for the month.

}Agree total deposits to the monthly report 
total.



}Using Stateõs website, obtain a list of State 
payments to the Constableõs Office.

}Monthly payments may include Attorney 
General & Texas Workforce Commission.

}Annual payments include LEOSE.



}Access the State website www.cpa.state.tx.us
- Vendor Payment Search - Login to 
Payments.

}Supply the Countyõs TIN number & PIN 
number, the agency code for the State agency 
that issued the payment and the mail code 
for the Constableõs Office being audited.

http://www.cpa.state.tx.us/


}Agree State payments to the receipts issued 
by the Constableõs Office.

}Ensure receipt was issued correctly and 
timely.

}Ensure Constableõs Office submitted an AG 
billing for each month in a timely manner.



}View all manual receipt books held by the 
Constableõs Office.

}Account for all manual receipt numbers, 
ensuring sequencing of last receipt used in 
prior month with first receipt used in current 
month.

}Trace each manual receipt to the 
corresponding system receipt (if Constable 
issues computer generated receipts).

}Ensure each system receipt was issued timely 
and correctly.



}Using the sample of receipts selected prior to 
the audit, view supporting documentation 
provided by the Constableõs Office.

}Ensure proper amount was paid based on the 
Constable fee schedule approved by 
Commissioners Court.

}For tax and non - tax execution collections, 
ensure proper amount was collected and 
allocated by reviewing the execution 
worksheet prepared by the Constableõs 
Office.



}Ensure each selected receipt was properly 
coded.

}Manually adjust monthly report for incorrectly 
coded receipts and ensure that the 
Constableõs Office corrects the coding in their 
system.



}Constable receives Fee Claim Report each 
month, listing all Constable service fees paid 
at the Courts (District, County, JP & Probate 
Courts) that were òclaimedó by the Constable 
during the month.

}Review Fee Claim Report for reasonableness.

}Investigate unusual amounts, including 
contacting the particular court.



}If errors are noted, manually correct the Fee 
Claim Report total.

}At conclusion of audit, forward copy to 
County Auditorõs Accounting Division so 
appropriate journal entries can be made in 
the Countyõs financial accounting system.



}Update Monthly Comparison Spreadsheet 
with the following amounts:
ƁTotal collected

ƁFees of office

ƁFee Claim ðDistrict Courts

ƁFee Claim ðCounty Courts

ƁFee Claim ðJP Courts

ƁFee Claim ðProbate Courts



}Compare amounts to prior month and to this 
month last year.

}Analyze variances of 10% or more.

}Obtain explanation for these variances from 
the Office.

}Include explanations on the spreadsheet 
using the Insert Comment Function.



}Select a sample of tax suit and non - tax suit 
execution collections for the prior quarter.



}Review the execution worksheet to ensure 
that calculations are correct and reflect the 
correct party to be paid.

}Ensure that the Constableõs Office submitted 
execution disbursement requests to County 
Auditorõs Accounting Division in a timely 
manner.



}Review financial accounting system reports to 
ensure that total collected was disbursed and 
there are no execution collections that have 
been under or over disbursed.

}Review financial accounting system reports to 
ensure that journal entries for Constable 
commissions were properly recorded.



}Obtain from the Treasurer the list of returned 
checks for the month.

}Inquire of the Constable as to the status of 
collecting from the payor .

}If returned check was received for an 
execution, advise County Auditorõs 
Accounting Division so disbursement checks 
can be pulled and held.



}Prepare carryforward memo listing open 
items that will impact next monthõs audit.

}Forward necessary documentation to County 
Auditorõs Accounting Division so appropriate 
journal entries can be made in the Countyõs 
financial accounting system.

}Document audit findings for possible 
inclusion in the quarterly report to be issued 
to the Constable.



}Provide audited copy of monthly report and 
Fee Claim Report to Constable.

}Provide necessary documentation to 
Constable so they can prepare and submit 
disbursement requests to County Auditorõs 
Accounting Division.

}Finalize workpapers and submit to supervisor 
for review.

}At conclusion of the quarter, draft the audit 
report.



}To be performed periodically or when 
Constable leaves office:
ƁSurprise cash counts (petty cash, change funds, 

daily collections on hand).

ƁFixed asset audits.

ƁSurprise employee verification audits.

ƁReview County fuel PINs, car allowances and EZ 
Tags.

ƁEnsure terminated employees have their system 
access removed.



}Addressed to the Constable.

}Covers all material findings discovered during 
the audit.

}Draft is reviewed by Supervisor, Manager, 
Chief Assistant and County Auditor.

}Draft is sent to the Constable and designated 
representative for comments.

}Report is revised as needed, finalized and 
signed by County Auditor.



As required by Local Government Code 
Chapter 115, we examined the monthly 
collection reports submitted by the Office of 
Constable Precinct XXX (the Office) for the 
three months ended September 30, 2009.



Our procedures consisted of:

}Evaluating whether amounts reported on the 
monthly collection reports were properly 
deposited in the Countyõs depository.

}Accounting for all receipts issued by the 
Office.



}Selectively testing receipts to evaluate 
whether they were properly allocated in the 
Countyõs financial records.

}Selectively testing executions and orders of 
sale for proper disbursement of proceeds.

}Selectively testing judgments payable 
collections to ensure that all proceeds are 
disbursed.



The following results present the significant 
issues identified during our procedures, 
recommendations developed in conjunction 
with your staff, and any actions you have 
taken to implement the recommendations.  
Less significant issues and recommendations 
have been verbally communicated to your 
staff.



As discussed in Harris County Accounting 
Procedure A.1 Cash Handling Guidelines , 
manually receipted transactions should be 
entered into the Countyõs financial system within 
two business days following the day the manual 
receipt is issued.  We noted the following 
instances in which the Office did not comply with 
this requirement.

All manual receipts should be entered in the 
Countyõs financial system in accordance with 
Procedure A.1.



On September 1, 2009, the Office issued manual 
receipt 123 for $21,200.00.  On September 2, 
2009, the Office issued system receipt 456 to 
record the manual receipt in the Countyõs 
financial system.  However, system receipt 456 
was issued for $21,600.00 which was deposited.  
Office staff informed us that the system receipt 
contained the correct amount.

The Office should ensure that manual receipts 
are for the correct amount and are properly 
recorded in the Countyõs financial system.



Each month the Office is to submit an invoice to the 
Office of the Attorney General (OAG), requesting 
reimbursement for service fees earned in the prior 
month on service performed on out of County cases.  
It appears that the Office did not submit invoices to 
the OAG in a timely manner and therefore did not 
receive payment in a timely manner.  As a result, the 
Office has not received payments for January ðJuly 
2009 service fees totaling approximately $25,000.00.

In the future, the Office should submit an invoice 
each month for the AG papers served in the prior 
month so that AG payments are received in a timely 
manner.



Apparently due to clerical errors, in August 
2009, the following receipts were allocated to 
improper account codes, which caused a 
misallocation of fees to be reflected in the 
Countyõs financial records.  We advised the 
Office regarding the proper allocation for 
these receipts.  The Office issued correcting 
receipts in September 2009.


