


HIDALGO COUNTY ELECTIONS DEPARTMENT
. MONTHLY FEES REPORT

FOR THE MONTH ENDED July, 2016

1W—
PART!: SUMMARY OF MONTHLY COLLECTIONS
A B C D E F G H I K

Elections Receipt # 1 Revenues COUNTY TREASURER

Receipt Sequence Contractual Non-Contractual Total Receipt Receipt Receipt OVEPJ
Date BEG # END # Revenues Revenues Collected Amount No. Date (SHORT)

11-Jul-16 0 0 $ - $ - $ - -

2 2-Jul-16 0 0 $ - $ - $ - -

3 3-Jul-16 0 a $ - $ - $ - -

4 4-Jul-16 0 0 $ - $ - $ - -

S 5-Jul-16 0 0 $ - - -

6 6-Jul-16 0 0 - $ - - -
77-Jui-16 0 - 0. 5 - $ - S -- , -

8 8-Jul-16 865 j 865,4 S - 4 17.50 5 ..7.50 ..M7.50 -1200244 5Th)21k l6t- -
09-Jul-16 0 a - - .5 - .5 - U -

10 10-.KJ-16 0 0 5 - $ - - $ - -

11 11-Jul-16 866 A 866 , $ - $ 47.60 $ >- 7.80 W.T.60 k200245 O7- lZ1 I IA.a,. -
12 12-Jul-16 0 0 “5 - $ - $ ‘ S -
13 13-Jul-16 0 0 $ - $ - $ - -
14 14-Jul-16 0 0 $ - $ - $ - -
15 15-Jul-161 $ - $ t4ob -zdO %-Ifj lb sj&ti-a (DàQ½s -
16 16-Jul-16 0 0 $ - $ - S - ‘j -
17 17-Jul-16 0 - 0 $ - $ - S -
18 18-Jul-16 86?- — —869-’ — S - $ 2:60 $ 4:80 — “ -tSC 206554
19 19-..uL-16 870 u,p 870 A - - $ 217.50 $ lr 1750 J17.50 4200555 A74t1(1 -
20 2D_Ju6 871 \ 871 4 $ a250.00 $ - J 25000 ,250.00 j 200556 - il-i’ 1hz4- -
21 21-Ju-16 0 0 $ - $ - $ - I - U -
22 22-J-iI 872 872 4-’ $ - $ 417.50 5 417.50 417.50 200722 Ofll-JL s&s. -

25 25-Jul-15 873 4 873 t’S $ - 5 417.50 $ 417.50 417.50 200723 btl-27-jW 2
26 26-Jul-16 874 k ai4% $ - $ X’17.50 $4 1750 X 17.50 -42D0783 9-Z4 2 -
27 27-Jul-16 875 -, 875’ $ t 500.00 $ - - $.- 500.00 4 500.00 k200784 t72jIo I -
28 28-Jul-16 876 877 ‘ $ “ - 5 .309.00 1 309.00 .. 309.00 2-200910 ifl’4 L1aA41 -
29 29-Jul-16 878 4 878 4’ S - S ‘i7.50 $ 17.50 t. 17.50 Jr201030 O-6o 4sO -
30 30-Jul-16 0 0 $ - $ ‘- S - . (3 i__I -
31 31-Jul-16 0 a $ - $ - $ - t 5.4 -

TOTAL $2-O’,750.00 s,c241 424.20 $ 1,174.20 )L7-4 )(3 -- — 0.00
—

IPART II: SUMMARY OF YEARLY COLLECTIONS: - - :

August
July 5 1.174,20 -‘

January $ 53.950 8€
February $ 41,278.70

March $ 3 081.74
April S 23483.06 Octcber
May $ 20,895.75 November
June $ 17,59177 December

(1) Subtotal $ 160,281.88 (2) subtotal $ 1,174.20

/“ A

September

i--I

Total (1+2) $ 161,456,08 ‘K
THIS REPORT HAS EEN PERSONALLY PREPARED BY ME & I CERTIFY IT TO BE TRUE & CORRECT TO ThE BEST OF MY KNOWLEDGE.
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flItS REPORT FIA BEEN P[RSONALLY PREPARED BY ME & I CERTIFY IT TO BE TRUE & CORRFCTTO TEE BEST OF MY K\OWLEDCE

PREMD BY DATE

THIS REPORT HAS BEEN PERSONALLY REVIEWED BY ME & I CERTIFY IT TO BE TRU& CORRECT TO THE BEST OF MY KNOWLEDGE

4%ii4røt-4 V

I LECTIONS SINISIRATOR DATE

This Report is Due in the Office ofthc County Auditor before the 5th day ofthc following month.

COUNTY AUDITOR’S FORM RE- CEE-liol

E HIDALGO COUNTY ELECTIONS DEPARTMENT
MONTHLY FEES REPORT

FOR THE MONTH ENDED August 1, 2016

FC
PARTI: SUMMARY OF MONTHLY COLLECTIONS
A B C D E F G H I J K

Elections Receipt# Revenues COUNTY TREASURER

Receipt Sequence Contractual Non-Contractual Total ReceIpt Receipt Receipt OVER,
Date BEG # END # Revenues Revenues Collected Amount No. Date (SHORT)

11-Aug-16 0 0 S - - $ - -
2 2-Aug-16 0 0 $ - $ - $ -

3 3-Aug-16 879
. 880k : 250.00 : $ 28&O0 4284oo 120l24l (.08108,16 -

44-Aug-16 0. 0 5 - 5 - $ - I ‘3 -

5 5-Aug-16 0 0 5 - $ - $ - -
f 6-Aug-16 0 0 $ - $ - $ - -
7 7-Aug-16 0 , 0 $ - $ - $ ‘ -
I 8-Aug-16 881 A 881 S $ - $ k 17.50 $ .% 17.50 ,-*i7.50 1-201299 0810811sf Wzw — -

9-Aug-16 882 883 $ - $ f 47.50 $ % 47.50 447.50 .- 201329 08/101114 l -
1O1O-Aug-16 0 - 0’ $ - $ - $ ‘

- ‘3 -

11 1I.Aog.I6 0 0 $ - $ - $ - - -
12 12-Aug-It 884 k 884 ..‘? $ - kG.i.€o $ 4 64.60 ,,. 64.60 42D1527 Q8/16/16j. -
1313-Aug-It 0 0 S - $ -- $ - - . -
14 14-Aug-16 0 0 $ - S - $ - -
1515-Aug-It 0 0 $ - S - $ - -
16 16-Aug-it 0 0 5 - - $ - $ - -
17 17-Aug-16 0 0 $ - $ - $ - -
18 18-Aug-16 885 S 885,- $ - $ J 17.00 $ .S 17.00 t 17.00 2 201791 08/241163 Ia Qtj\ -
1919-Aug-16 0 0’ $ - $ - S - - -
20 20-Aug-16 0 0 $ - $ - $ - -
21 21-Aug-16 0 0 - $ - $ - $ - -
22 22-Aug-16 886 ,Y 889 k $ - S % 69.00 $ 4 69.00 69.00 -.201792 O8/24/1G4 2àtu.b
23 23-Aug-16 0. - 0_ $ $ - $_kfl2,393.18 ‘412,393.18 k 201793 408/24/16 jAJ,P -
24 24-Aug-16 0 0 $ - $ - $ - - -
25 25-Aug-16 892 . 892 , $ 4 l4,728.49 : - $ J*728.49 14,728.49 A 201875 .108126116 haM. -
2626-Aug-lB 0 0 $ - $ - $ - -
27 27-Aug-16 0 0 $ - $ - $ - -
28 25-Aug-it 0 b’ 0 $ - $ - $ - -
29 29-Aug-16 893 ‘ 893 4 $ - $ .e!’ 85.50 $ 4 85.50 4- 85.50 X 201950 o5/30/16 I &to -
30 30-Aug-16 894 ,. 899 k $ €3,930.09 $ 82.50 $ 64,012.59 S4,012.59 k 202057 05101/16 Z.s- ‘

31 31-Aug-16 900 901 . $ - $ 235.00 $ A, 35.00 4 35.00 t0205l A0tIo1/i6 -
TOTAL

- $ 91,301,76 $ 452.60 $ 91,754,36 U 0.00

-s-’
IPART II: SUMMARY OF YEARLY COLLECTIONS:
January $ 53,95086 July $ 1,174.20 fl ‘-‘

February 5 41.278 70 AUDITED BY: THE HIDALGO August $ 91,754.36 ‘ t

March COUNTY ADffQR S OFFICE .:,
May $ 20.89575 DATE-.-- -. -H U)- November

-

June $ 17,59177 December E -

(1) Subtotal $ 160,281.88 (2) Subtotal $ 92,928.56 Total (1+2) S - 2S3,210.44

REVISED 01115
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COUNTY

HIDALCO COUNTYAUDITORS OFFIC
Hidalgo County Administration Building
2808 South Business Highway 281
Edinburg, Texas 78539-6243
PHONE: (956) 318-2511
FAX: (956) 318-2577
WEBSITE: www.co.hidalgo. tx.us/auditor

HI DALGO

September 30, 2016

Ms. Yvonne Rarnon, Ejections Administrator
Hidalgo County Elections Department
101 S j0ih Street
Edinburg, Texas 78539

Re: Review of ltonth/v Fees Report and Supporting Documentation
For the Months of July and August2016

Dear Ms. Ramon:

We have conducted a limited scope review of the Month/i’ Fees Report (Month/i’ Report and supporting
documentation for the months of July2016 and August 2016 pursuant to Local Government Code § 115.002
(a) and (b). The objective of the review was to determine if fees collected were properly accounted and
reported.

Scope:
The scope of our review was limited to collections reported by your office on the Month/v Repor for the
months of July 2016 and August 2016. Our review was not designed nor intended to be a detailed study of
every relevant control system, procedure, or transaction. Accordingly, the opportunities for improvement
presented in this report may not be all-inclusive of areas where improvement could be made.

The responsibility for establishing and maintaining a sound internal control system rests with management.
The objectives of an internal control system are to provide managetnent with reasonable, but not absolute,
assurance that assets are safeguarded against loss from unauthorized use or theft, and that transactions are
executed in accordance with management’s authorization and recorded propedy.

The purpose of this report is to furnish management independent, objective analyses, recommendations, and
information concerning the area reviewed. The report should serve as a tool to help management discern and
implement specific improvements.

Methodolo2v:
In planning and perfonning our review, we reviewed the Month/v Report and fee schedules approved by
Commissioners Court. The following procedures were performed:

• Reviewed the submittal date of the Monthly Report to the County Auditor’s Office to detennine if the
report and supporting documentation were received within 5 days after the last day of the month
pursuant to Local Government Code §114.001 (b).

• Verified the signature on the Month/v Report to ensure that the report was signed by an authorized
signatory as documented on the “Authorized Signatories Form.”

• Verified the mathematical accuracy of the ,Thnth/i’ Report by footing and cross-footing the report.
• Reviewed receipts issued to determine if fees were allocated and reported in the proper amounts.
• Verified that procedures for voided receipts were properly followed.
• Verified that collections per the Month/v Report agreed to: 1.) total deposits made with the County

Treasurer and 2,) total deposits posted to ti/jo s Undistributed Receipts-Elections general ledger account.

HIDALGO COUNTY DISTRICT JUDGES

-v—A

EDINBURG, TEXAS 78539

LUrS A SNQI,ATrRn’ ROSCUFO CELSAflO J. A. BoAAr FLORES RCS SUERRA RAYNA JUAI PAATFDA MAPIQ A RAMIAEZ JS ROE OO,AZALS 5,5110* LOPEZ MDA SAUNAS FLORES I!RAZL AARON. JR JUlIE CONIRERAS
X€A AtGLAit’tC flOE,KC’b ,ttOEtr’O: *C332’RD LUGA.50r a::scnN’s: ir’o: .tLx”OC sLssA”o:

OOERER



Ms. Yvonne Rainon
September 30, 2016
Page 2 of2

Reviewed Cashier s Daily Close-Out Reports Daily Remittance Report (Close-Urn Reprntc) and Counw
Treasurer receipts to detennine whether collections were properly accounted and deposited with the
County Treasurer on a timely basis.

• Reviewed receipts issued to verify the proper completion and issuance in sequential order.
• Reviewed Cashier c Daily Close—Oat ReportciDailv Re,nitta;ice Report (Clo.ce—Osrt Reports) to verify

proper completion.

Conclusion:
Total collections for the months of July 2016 and August 2016 were SI, 174.20 and $91,754.36, respectively.
Based on the results of our review, we have concluded that fees were generally properly accounted and
reported; however, the system of internal controls for the accounting and reporting of fees require
improvement as noted in the following observation.

Observation No. I:
A daily mail log was not prepared by the depantnent; instead, a continuous log was used to record mail-in
payments. According to staff, they were not aware that a mail log needed to be prepared on a daily basis.

The County Auditor’s Office requires that mail-in payments be listed on a daily mail log. The mail log should
include the following information for each mail-in payment received: date received, the name of the payer, the
amount of the remittance, the form of the remittance (e.g., cash or check), and, if applicable, the check number.

Failure to ensure that a daily mail log is maintained to record payments received through the mail may result in
the loss or misuse of County funds.

Recommendation:
Management should ensure that a daily mail log is maintained to record paments received through the mail.
Please refer to the mail log section of the “Cash 1-landling Guidelines and Procedures” prescribed by the
County Auditor’s Office for the minimum procedures to be implemented for processing mail-in payments.

Please provide a written management response to the observation noted above by October 21, 2016.

If you should have any questions, please do not hesitate to contact Alejandra Santa Ana, MSA, Internal
Auditor I, at 318-2511 ext. 4647, Yvonne Tores, Revenue Audit Supervisor, at ext. 4642, Arcy B. Duran,
CPA, Director of Audit, at ext. 4645, or me at ext. 4604.

Enclosures: .tfonthlv Fees Report

cc: Valde Guerra, County Executive Officer

HIDALGO COUNTY DISTRICT JUDGES

Respectfully

,fracio. CPA

LUll 0 UNSLETERRY pCDGsa DEL0030 J. R. BoBfir FLOPS RODE Dl&RS RCYNA JUAN R. PAR7IDA EID P. RMMREZ JR. ROE SONCALS ll0A LOPS ACA SAUNAS FLOROS [SPADLEUMON. JR JESSE CON7RORAS
JUDGE ID’t DC JUDGE, E1 C C JUDGE. 31” DC. JUDGE, 104” D.C. JUDGE. 171” DC. JUDGE, D1’ DC JUDGE. 370” DC. JUDGE, 340” U C JUDGE. 010” DC. JUDGE, 010” DC JUDGE. 440”

OVERSEER



COUNTY

HIDALGO COUNTY AUDITORS OFFICE
Hidalgo County Administration Building
2808 South Business Mighway 281
Edinburg, Texas 78539-6243
PHONE: (956) 318-2511
FAX: (956) 318-2571
WEBSITE: www.co.hidalpo.tx.usJauditor

September 28. 2016

The Honorable Eddie Guerra
Hidalgo County Sheriff
711 El Cibolo Rd.
Edinburg, Texas 78510

Re: Review of Sheriff’s Fee Financial Statements
For the Months Ended June 30, 2016 and July 31, 2016

Dear Sheriff Guerra:

We conducted a limited scope review of the Fee Trust Account financial statements for the months ended June
30. 2016 and July 31 2016 pursuant to Local Government Code § 112.006 (a). § I 15.001, § 115.002(b). and
§115.901. The objective of the review was to obtain limited assurance that the financial statements are free
from material misstatement.

Management is responsible for the preparation of the financial statements including the design,
implementation. and maintenance of internal controls relevant to the preparation of the financial statements.
Our responsibility is to perform procedures to obtain limited assurance that (lie financial statements are free
from material misstatement.

Based on our review, nothing came to our attention that caused us to believe that the financial statements
cnntained any material misstatements. However, we noted that the system of internal controls relevant to the
preparation of the financial statements requires improvement as noted in the folloing observations.

Ohsen’ation No. 1:
Based on a review of State law, we determined that the Sheriff’s Office is not authorized to maintain the “Fee”
hank account.

Local Government Code § 113.021(a) states, “fees, commissions. finds, and other money belonging to a
county shall be deposited with the County Treasurer by the person who collects the money.

We recommend that the Sheriff’s Office close the “Fee’ bank account and transfer any remaining funds to the
County Treasurer. A meeting has been scheduled on Friday. September 30. 2016 to discuss the procedures
that should be implemented after the “Fee” bank account is closed.

Observation No.2:
The Due from Federal Government — Boarding of Prisoners balance as of July 31. 2016 was 540,594.34 and
consisted of the following:

• “Due from Army” totaling 52,548.00 and consisting of billings for the months of June 2016 (5832.00):
May 2016 (S52.00)’, .April 201l(S468.00); September 2011(5260.00); November2011 (5520.00); May
2013 (5156.00); and August 2013 ($260.00).

• “Due from Border Patrol” totaling $286.81 and consisting of billings for the months ofiune 2002
($64.00); August 2003 (S 159.15); and January 2004 (563.66).

HIDALGO COUNTY DISTRICT JUDGES

LislE I SENOLSERPY RODOLFODELDEOO .1. P. ‘9DEEY ftOPES ROSE DUERRAROYNA JUMP. PA.ATIDA IAAJO S. RAUPREZ JR. MOE DO&ALE2 LETJOA LOVEZ ADA SALINAS riDgEs ISRAEL RMACN JR JESSE CONDRERAS
siEGE, IS” S C LODE, IS’ D.C. JUDGE. SI’ DC. JUDGE. 20€” DC. .SJDGE, 175” DC JUDGE, 222” DC. JUDGE. 575” DC. JUDGE. DID’ DC. JUDaS. 211” DC. SiEGE. CE,’ DC. JUDGE. “I’D C

OVERSEER

EDINBURG, TEXAS 78539



I h,noniblc Eddi Cuern
StCptclubcr 28. 2016
Pmc 2 o12

“Due from Bureau of Prisons” totaling $32,436.63 and consisting of billings for the months of September
2004 (53.056.63). June 2016 (SI 5,184.00). and July 2016 (514,196.00).

• “Due from DHS/ICE” totaling $732.09 and consisting of billings for the months of August 2007
(5381.96). May 2008 ($31.83). and September 2008 ($318.30).

• “Due from ICE” totaling $127.32 and consisting of the billing for the month of Februan 2005.

• “Due from INS” totaling 595.49 and consisting of the billing for the month of May 2003.

• “Due from OP (Pharr)” totaling $884.00 and consisting of the billing for the month of July 2016.

• “Due from US Marshalls” totaling $3,224.00 and consisting of billings for the months of June 2016
(51.456.00) and July 2016 (51.768.00).

• “Due from ATF Pensacola, Florida” totaling $52.00 and consisting ofbiilling for the month of May2016.

• “Due from U.S.M.C.” totaling $208.00 and consisting of billing for the month of June 2016.

According to staff, payment is being sought from the Federal Government.

We recommend that management seek the assistance of the District Attorney’s Office for collection of the
amounts due from the Federal Government. In addition, in an effort to close the “Fee” bank account, we
recommend that the Federal Government agencies be made aware that funds oed to the Hidalgo County
Sheriff’s Office should now be deposited directly to the General Fund. Please contact the County Treasurer’s
Office if assistance is needed with this transition.

Observation No.3:
The Due to Others — Voided Checks balance as of July 31, 2016 was $90.00. The balance included 6 voided
checks with original issue date of December 12, 2013 through October 9. 2015.

Pursuant to Texas Property Code Chapter 76, a check maybe presumed abandoned on the latest of the third
anniversary of the date (I) the check was payable; (2) the issuer or payor of the check last received
documented communication from the payee of the check: or(3) the check was issued it according to the
knowledge and records of the issuer or pavor of the check. during that period, a claim to the check has not been
asserted or an act ofonership by the payee has not been exercised.

We recommend that a notice be mailed to the last known address of the payee for the 9 voided checks stating
that: (I) the Sherifrs Office is holding the ftinds; and (2) the Sheriffs Office may be required to deliver the
Rinds to the County Treasurer on or before July I if the funds are not claimed. Any applicable funds not
claimed should be esclieated to the County Treasurer prior to closing the “Fee” bank account.

If you should have any questions. feel free to call Letty Chavez, Compliance Auditor Supervisor, at 318-2511
ext. 4651. Arcy B. Duran, CPA. Director of Audit. at ext. 4645. Linda Fong. First Assistant Auditor, at ext.
1668 or me at ext. 1604.

Respectftilly.

R y fracio. CPA
ida o County Auditor

cc: Valde Guerra, County Executive Officer

HIDALGO COUNTY DISTRICT JUDGES

Lull I SINOLOIERPY ROflFC naDAm j P. ‘POSEr FLORES RODE DUEPPA REYDA JUI A. PARTIDA MAlC E RMAIPEZ JR ACE DCNCALC LElICALE2 IDA 5jUN10 FLORID IOAAaRAMCN. JR JESSE CCNTPEPI$
JUDRE. Ill DC. JUDGE. Si DC JUDRE. lID” D C. .UJDOE 205’ 0 C. EDGE. liv’ 0 C JUDGE, DS CC JIGGE, 170” DC JUDGE. SI’ D.C ADORE. ‘Dl’ DC. JUDGE. DID’ C C .01001. uA C
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COUNTY HIDALGO

HIDALGO COUNTY AUDITORS OFFICE
Hidalgo County Administration Building
2808 South Business Highway 281
Edinburg, Texas 78539-6243
PHONE: (956) 318-2511
FAX: (956) 318-2577
WEBSITE: wwvtcohidalgo. tx.us/auditor

September 29. 20 I 6

The Honorable Pablo Villarreal. Jr.. RTA
Flidalgo County Tax Assessor/Collector
2801 S. Business Hv.y. 281
Edinburg. Texas 78539

Ref’: Review of Delinquent Tax Attorney Payment Request - August 2016
Report No. 20 16-60

Dear Mr. V illarreal:

We have completed a limited scope review of the August 2016 payment request prepared by your office
for delinquent tax attorney (DTA) fees due to Linebarger. Goggan. Blair. and Sampson LLP CLGBS’
and related supporting documentation. The objective of our limited scope review “as to determine if the
payment request ‘as acctirate and properly authorized.

The scope of our review was Iiiitited to a review of the DTA lees collected by your office on behalf of the
1ollo ing entities: 1-lidalgo County (GI-ID). Road District 2 ( RD2). Road District 5 (RD5). Road District 7
RD7). Road District I I (RD II). Road District I 2 (RD I 2). Road District 4 (RD 14). Road District IS.

State of lexas (lEX ): and the payment request prepared by y our olf ice for the month ended August 3 I
2016. ilte Counts Auditor’s Oftice did not review the tax accounts listed on the ‘i-lidalijo Counts lax
Office Ctirrcnt Collection Report” and “1-lidalgo County Tax Office Prior Collection Report” that
reflected a refund since LGBS stated that they ‘rnild not seek reimbursement for DTA fees pre iousl
paid to the prior DTA firm. Our review was not designed nor intended to he a detailed sttidy of cver\
relevant control s stem. procedure. or transaction. The responsibility for sound internal controls rests with
In anageme nt.

As part of our re ie\ - e reviewed the payment request. the delinquent tax attorne contract, and ‘ ariotis
collection reports prepared b\ your office. The folio” ing procedures were perfhrnwd:

• Verified that the payment request “as signed and included a certification h the l-lidalgo County Tax
Assessor/Collector that the “payment represents 15% oldie delinquent taxes and penaIt and interest
collections for the month of August 2016.”

• Reviewed the Hidalgo Cotinty Tax Office Current Collection Report” and “Hidalgo County Tax
Office Prior Collection Report” to determine ifthe DTA fees were collected at the 15% rate
spec fled in the con tract.

• Reviesed the “I lidalgo Cotinty Tax Office Current Collection Report” and ‘i-lidaigo Cotintv Tax
Office Prior Collection Report’’ to determine if the total amount of DTA fees collected agree to the
amount transferred to the Hidalgo County Treasurers 0111cc.

HIDALGO COUNTY DISTRICT JUDGES

EDINBURG, TEXAS 78539

LUS SINGLETEPSY S000LFO DELGASO J N Q55y FLDPES PCSE GUERPA 55555 JAM PLRTLDA MMIG iPEZ. JR SIDE SANDS_S LICQA LASED •JDA SAUNAS FLARES ISRAEL 55505 JR. JESSE CDNSRESAE
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Ilic I Tonorahic Tahiti Villarrcai.ir., RCA
Scptcmhcr 29. 20 6

2 oF!

The results of our review revealed that the payment request was generally accurate and properly
authorized. More specifically. the following sas noted:

The payment request vas signed and included a certification by the 1-lidalgo County Tax
Assessor/Collector that the “payment represents 15% of the delinquent taxes and penalty and
interest collections for the month of August 2016.”
Although DTA fees for 255 tax accounts were not collected at the 15% rate specified in the
contract: we concluded that the differences in rates were attributed to tax deferrals (251 tax
account) and small amounts collected (4 tax account) (see Exhibit A). The small amounts
collected on the 4 tax accounts resulted in a net shortage of $04.

We s ill proceed to process the August 2016 DTA payment request in the amount of $204,462.51 to
LGBS.

lfoti hate any questions. please feel free to call Letty Chavez. Compliance Audit Supervisor, at 318-
2511 ext. 1651 .Arc’ B. Duran. CPA. Director of AudiL at ext. 4615. Linda Fong. First Assistant Auditor
at ext. 4668. or me at ext. 4601.

Respectliillv,

Ru uiIracio. CPA
Hi algo County Auditor

Enclosures

cc: Ms. l.ticv Canales. Liiiebarger Goggan Blair & Sampson. LI]’

HIDALGO COUNTY DISTRICT JUDGES
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Exhibit A

Penalty/Interest Subtotal Attorney
Tax Unit Year Account No. Levy Paid Paid Paid Paid

1 2014 J273000000000500 64.59 18.52 83.11 12.01

1 2014 L605000000018315 22.37 5.97 28.34 3.96

1 2014 L605000000001600 19.9 5.71 25.61 3.7

1 2014 B157005000013300 17.42 4.94 22.36 3.22

1 2014 P200000019002400 10.2 2.92 13.12 1.9

1 2014 1(275003000002200 0.08 0.02 0.1 0.01

1 2013 T625002000006500 407.41 153.46 560.87 77.61

1 2013 R420000010000201 217.34 79.69 297.03 40.43

1 2013 C140000083001305 179.94 59.98 239.92 31.85

1 2013 5367500007000600 32.37 11.77 44.14 5.97

1 2013 B161000001004000 14.68 5.97 20.65 2.99

1 2013 G490000004002000 13.36 4.63 17.99 2.37

1 2013 L685000000001400 6.33 2.34 8.67 1.19

1 2013 P320002006001200 3.86 1.39 5.25 0.71

1 2013 C643000000000200 0.1 0.04 0.14 0.02

1 2012 E468004007000300 462.02 204.82 666.84 85.24

1 2012 E800000131000600 126.76 54.09 180.85 22.44

1 2012 0050000000003300 63.74 31.66 95.4 13.29

1 2012 G410000008000300 32.13 14.98 47.11 6.26

1 2012 T260000000000402 24.25 10.34 345g 4.29

1 2012 W380000507000016 20.19 9.1 29.29 3.79

1 2012 A080000000102515 15.36 6.65 22.01 2.76

1 2012 F180099001000503 0.42 0.22 0.64 0.09
1 2011 0280000000003600 754.49 402.4 1156.89 142.6

1 2011 P840000000010437 564.99 295.68 860.67 104.24

1 2011 E468004007000300 452.74 255.04 707.78 91.68

1 2011 E800000131000600 126.76 69.3 196.06 24.72

1 2011 M480000151000800 119.39 64.08 183.47 22.74

1 2011 L005000006000300 107.49 58.4 165.89 20.8

1 2011 W010000037000218 90.82 50.25 141.07 17.98

1 2011 R420000010000201 76.24 46.26 122.5 16.93

1 2011 A180000064001602 90.13 45.67 135.8 15.95

1 2011 E310000021001100 78.12 42.44 120.56 15.11

1 2011 B030000026002300 64.39 36.7 101.09 13.23

1 2011 M500000003000310 43.36 24.28 67.64 8.71

1 2011 G821000000000200 38.68 19.73 58.41 6.9
1 2011 M500000003000310 31.54 17.65 49.19 6.34

1 2011 N861301000000900 20.31 12.6 32.91 4.69

1 2011 E431000000006500 19.94 10.63 30.57 3.77

1 2011 M155000000005100 14.14 8.54 22.68 3.12

1 2011 T550004000001300 16.98 8.78 25.76 3.08

1 2011 M500000003000310 11.88 6.66 18.54 2.39

1 2011 L315000000004200 12.73 6.5 19.23 2.27

1 2011 5408000000001000 10.2 5.37 15.57 1.9

1 2011 P910000004001300 8.4 4.98 13.38 1.81
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PenaltyIlnterest Subtotal Attorney
Tax Unit Year Account No. Levy Paid Paid Paid Paid

1 2011 C162700000003600 6.77 3.58 10.35 1.28

1 2011 T210000266001119 0.59 0.38 0.97 0.14
1 2010 E468004007000300 462.23 315.86 778.09 101.92

1 2010 0280000000003600 322.06 210.41 532.47 66.67
1 2010 E330000242000400 219.33 136.72 356.05 42.44

1 2010 H165001000000900 141.6 85.91 227.51 26.34

1 2010 P811503000000100 117.69 71.4 189.09 21.89

1 2010 L005000006000300 100.65 66.77 167.42 21.29

1 2010 T550004000001300 92 58.57 150.57 18.35

1 2010 6590001003002300 70.95 48.96 119.91 15.86

1 2010 C211000000002900 42.16 29.65 71.81 9.67

1 2010 P811503000000100 50.45 30.59 81.04 9.38

1 2010 V368502000015500 39.14 23.1 62.24 6.99

1 2010 V368502000015600 39.14 23.1 62.24 6.99

1 2010 L255002016001200 32.54 20.27 52.81 6.29
1 2010 W380000767000094 23.12 16.8 39.92 5.55

1 2010 N486000000002300 22.98 16.62 39.6 5.48
1 2010 W380000594000010 23.02 13.88 36.9 4.25

1 2010 C630000004001700 21.48 13.39 34.87 4.16
1 2010 M578500000007200 9.25 6.76 16.01 2.24

1 2010 P935000000003500 9.22 6.12 15.34 1.95
1 2010 A555002000000500 7.25 4.62 11.87 1.45

1 2010 G590098004000101 6.12 4.16 10.28 1.34
1 2010 A210000048001001 2.7 1.97 4.67 0.65

1 2010 K570000000000210 2.29 1.38 3.67 0.42
1 2010 K570000000000210 2.29 1.38 3.67 0.42

1 2010 K570000000000210 0.89 0.54 1.43 0.16
1 2010 K570000000000210 -2.29 -1.38 -3.67 -0.42

1 2009 C765000002003200 72.45 50.71 123.16 13.91
1 2009 L255002016001200 56.99 42.37 99.36 12.05

1 2009 N860000002005200 42.75 33.64 76.39 9.88
1 2009 C465000000018A00 49.1 33.87 82.97 9.2

1 2009 K570000000000210 40.64 29.39 70.03 8.23
1 2009 K570000000000210 40.64 29.39 70.03 8.23
1 2009 A350000003001200 22.30 17.39 39.69 5.08
1 2009 E458000000002700 26.85 18.61 45.46 5.07
1 2009 L335200000000100 16.79 14.28 31.07 4.36
1 2009 H284000000013400 15.51 11.22 26.73 3.19
1 2009 C266700000001000 14.1 10.2 24.3 2.86
1 2009 W380000767000094 9.76 8.27 18.03 2.52
1 2009 A176502000000200 12.13 8.54 20.67 2.35
1 2009 B203500000002700 9.62 6.7 16.32 1.83
1 2009 A555002000000500 6.44 4.87 11.31 1.4
1 2009 K570000000000210 -40.64 -29.39 -70.03 -8.23
1 2008 E468004007000300 426.04 393.38 819.42 109.28
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Tax Unit Year Account No. Levy Paid Paid Paid Paid

1 2008 A160003000006800 57.9 52.68 110.58 14.51
1 2008 0200500000001300 64.35 49.12 113.48 11.87
1 2008 N340000000303513 25.1 23.25 48.35 6.47
1 2008 E458000000002700 28.82 23.44 52.26 5.97
1 2008 N860000002005200 9.29 8.42 17.71 2.31

1 2008 L630601000007900 8.15 8.02 16.17 2.31
1 2008 C070000099000301 2.85 2.62 5.47 0.73
1 2007 i816500000000300 63 58.59 121.59 14.08
1 2007 L630601000007900 36.88 40.69 77.57 11.12
1 2007 L502500000005520 28.24 28.24 56.48 7.2
1 2007 M355000131000900 24.93 24.1 49.03 5.98
1 2007 E583002000000100 17.62 19.17 36.79 5.19
1 2007 E583002000000100 17.62 19.17 36.79 5.19
1 2007 E458000000002700 2.63 2.46 5.09 0.59
1 2007 E583002000000100 -17.62 -19.17 -36.79 -5.19
1 2007 i816500000000300 -63 -58.59 -121.59 -14.08

1 2006 i816500000000300 139.56 146.54 286.1 33.7
1 2006 0210000005000035 93.66 111.46 205.12 28.52
1 2006 C885000024001200 68.37 76.57 144.94 18.66
1 2006 H135000001001100 13.14 15.56 28.7 3.96
1 2006 L672500000014000 12.83 15.14 27.97 3.85
1 2006 L672500000014000 12.83 15.14 27.97 3.85
1 2006 1604802000004200 20.09 18.55 38.64 3.71
1 2006 G212000000001400 14.39 14.59 28.98 3.24
1 2006 A555000000000300 10.77 12.2 22.97 3
1 2006 T570002000001400 14.4 13.88 28.28 2.92
1 2006 i816500000000300 -139.56 -146.54 -286.1 -33.7
1 2005 L255001007000700 235.01 235.79 470.8 43.36
1 2005 C902500000002900 165.36 193.47 358.83 42.91
1 2005 A174500000002300 184.34 184.96 369.3 34.01
1 2005 5367500002000800 40.14 40.27 80.41 7.4
1 2005 N120003000001025 19.13 23.23 42.36 5.34
1 2005 A555000000000115 19.79 23.48 43.27 5.29
1 2005 C733000003000900 9.96 13.2 23.16 3.28
1 2005 W560000000006300 10.13 12.44 22.57 2.89
1 2005 M475000002001600 9.47 10.91 20.38 2.38
1 2005 5245000000001200 7.82 9.42 17.24 2.15
1 2005 C100000004000900 1.91 2.49 4.4 0.61
1 2004 R345000000001400 256.06 277.39 533.45 47.24
1 2004 5367500002000800 199.22 223.79 423.01 40.34
1 2004 F345000153000700 206.33 223.53 429.86 38.07
1 2004 T460001000000500 205.23 222.33 427.56 37.86
1 2004 L255001007000700 171.48 192.63 364.11 34.73
1 2004 H520003000003900 124.75 135.14 259.89 23.02
1 2004 G230000002000300 72.59 84.45 157.04 16.01
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Penalty/Interest Subtotal Attorney
Tax Unit Year Account No. Levy Paid Paid Paid Paid

1 2004 L255001007000700 63.53 71.36 134.89 12.87

1 2004 W310000001001100 37.02 51.08 88.1 11.77

1 2004 J816500000000300 29.76 32.39 68.15 8.26

1 2004 i816500000000300 29.76 38.39 68.15 8.26

1 2004 L093000001001400 33.55 36.36 69.91 6.19

1 2004 5696501000002200 13.3 18.97 32.27 4.51

1 2004 0540000004000500 23.97 25.97 49.94 4.42

1 2004 B203500000004700 19.7 21.34 41.04 3.64

1 2004 F345000146000800 15 17.46 32.46 3.31

1 2004 K290001000000800 17.02 18.43 35.45 3.14

1 2004 R170000000011900 0.77 0.96 1.73 0.2

1 2004 V370003001001200 0.2 0.3 0.5 0.08

1 2004 J816500000000300 -29.76 -38.39 -68.15 -8.26

1 2003 L255001007000700 213.65 265.64 479.29 47.11

1 2003 5367500002000800 174.96 217.53 392.49 38.58

1 2003 P345000153000700 188.81 227.2 416.01 38.23

1 2003 T460001000000500 187.79 225.98 413.77 38.03

1 2003 D840000000000700 192.58 224.03 416.61 35.53

1 2003 0540000004000500 12.18 14.65 26.83 2.47

1 2003 J570000001001504 6.12 8.99 15.11 1.97

1 2003 R021501000002800 7.36 9.44 16.8 1.75

1 2003 R170000000011900 3.76 5.11 8.87 1.03

1 2002 F345000153000700 191.71 253.69 445.4 42.27

1 2002 T32000000A030800 116.21 149.15 265.36 23.53

1 2002 W310000001001100 34.64 56.12 90.76 12.26

1 2002 A180000064001504 21.58 32.66 54.24 6.6

1 2002 D840000000000700 31.58 40.52 72.1 6.39

1 2002 M515000000004700 21.67 32.14 53.81 6.34

1 2002 M190001000003200 26.61 36.27 62.88 6.34

1 2002 M550000069001502 16.67 22.06 38.73 3.67

1 2002 W230000052000300 7.96 13.15 21.11 2.93

1 2002 W010000046000336 6.99 9.25 16.24 1.54

1 2002 5170002063000100 4.79 6.36 11.15 1.06

1 2002 T460001000000500 4.09 5.41 9.5 0.9

1 2002 B505000015000600 1.82 2.41 4,23 0.4

1 2002 R170000000011900 1.22 1.81 3.03 0.36

1 2002 T210000249000304 0.78 1.28 2.06 0.29

1 2002 B505000013000100 0.21 0.36 0.57 0.09

1 2002 E150000002000600 -37.79 -44.07 -81.86 -6.8

1 2001 L255001007000700 156.71 232.45 389.16 40.2

1 2001 P345000153000700 162.94 235.17 398.11 38.86

1 2001 L135000003001900 172.13 224.91 397.04 30.47

1 2001 P200000011000400 25.23 41.38 66.61 8.25

1 2001 S237000000001400 20.5 34.59 55.09 7.14

ii 2001 K240000000011314 9.55 16.85 26.4 3.66
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Penalty/Interest Subtotal Attorney
Tax Unit Year Account No. Levy Paid Paid Paid Paid

1 2001 G212000000006200 13.96 20,16 34.12 3.33
1 2001 W010000046000336 13.93 20.11 34.04 3.32
1 2001 L215500000000800 6.14 8.64 14.78 1.36
1 2001 5415002008001000 6.36 8.36 14.72 1.17
1 2001 T706000000000200 4.11 5.69 9.8 0.87
1 2000 L135000003001900 170.90 243.82 414.72 33.33
1 2000 M520000085000300 20.92 29.84 50.76 4.08
1 2000 W010000044001052 13.29 20.8 34.09 3.41
1 2000 T210000249000304 2.75 5.19 7.94 1.11
1 2000 N440000000001500 0.41 0.62 1.03 0.1
1 2000 N440000000001500 -27.5 -39.51 -67.01 -7.05
1 1999 L135000003001900 147.72 228.47 376.19 31.46
1 1999 C765000003002000 47.69 75.5 123.19 10.95
1 1999 5395000002000401 34.62 61.09 95.71 10.76
1 1999 5237000000001400 24.73 47.65 72.38 9.5
1 1999 1004100011000007 16.79 28.96 45.75 4.92
1 1999 V382000000006900 7.89 15.86 23.75 3.32
1 1999 T685000000005800 6.83 12.58 19.41 2.36
1 1999 G040000006000100 5.18 10.37 15.55 2.17
1 1999 H419500000006600 3.49 5.89 9.38 0.96
1 1998 L135000003001900 152.02 253.37 405.39 35.12
1 1998 C535001001000700 22.5 40.58 63.08 6.58
1 1998 C910000000001600 19.98 37.65 57.63 6.57
1 1998 A130000001003700 14.3 26.43 40.73 4.47
1 1998 B525000000000300 11.37 21,32 32.69 3.73
1 1998 B525000000000300 11.34 21.35 32.69 3.73
1 1998 M270002000001700 8.62 14.83 23.45 2.21
1 1998 1004100011000007 3.28 6.05 9.33 1.02
1 1998 C765000003002000 3.82 6.5 10.32 0.95
1 1998 V382000000006900 1.21 2.58 3.79 0.53
1 1998 C700000006000500 1.01 1.71 2.72 0.25
1 1997 L135000003001900 158.65 283.46 442.11 39.5
1 1997 E330000153000900 70.23 160.36 230.59 33.18
1 1997 R230002000003900 20.28 40.6 60.88 7.02
1 1997 C910000000001600 17.35 34.76 52.11 6.01
1 1997 E540000042001100 11.17 20.15 31.32 2.87
1 1997 M715000056000500 4.04 8.27 12.31 1.47
1 1997 S170003007001200 3.5 6.57 10.07 1.02
1 1997 5170003007001200 -3.5 -6.57 -10.07 -1.02
1 1996 L135000003001900 143.43 273.48 416.91 38.3
1 1996 M490000000009302 16.23 36.66 52.89 6.9
1 1996 C535001001000700 11.47 23.44 34.91 3.77
1 1996 640000042001100 11.62 22.34 33.96 3.19
1 1996 G590001004002100 9.94 18.75 28.69 2.57
1 1995 L135000003001900 137.45 278.57 416.02 39.17
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Penalty/Interest Subtotal Attorney
Tax Unit Year Account No. Levy Paid Paid Paid Paid

1 1995 L605000000014430 15.4 38.87 54.27 7.83

1 1995 M368000000004100 6.72 14.19 20.91 2.17
1 1995 G880000012000400 2.65 5.94 8.59 1.01

1 1994 B190011000002500 24.71 60.38 85.09 10.79
1 1994 A210000051001900 22.97 52.46 75.43 8.37

1 1994 G880000012000400 17.73 41.9 59.63 7.1

1 1994 R026300000001100 12.41 31.6 44.01 5.99

1 1993 W460002008000900 6.89 17.93 24.82 3.25

1 1992 W460002008000900 16.85 45.82 62.67 8.24
1 1992 W460002008000900 10.3 28.02 38.32 5.04

1 1990 L255001005001900 4.36 13.48 17.84 2.55
12 1996 M490000000009302 0.87 1.97 2.84 0.37

12 1996 G590001004002100 0.53 0.99 1.52 0.14
12 1994 B190011000002500 1.2 2.93 4.13 0.52

1 2013 J015000000001400 345.26 121.99 467.25 62.15
1 2013 N330000000004000 234.87 92.38 327.25 46.5

1 2012 J015000000001400 475.99 225.3 701.29 94.25
1 2012 N330000000004000 239.38 122.88 362.26 51.71

1 2012 L025000053000500 0.46 0.24 0.7 0.10
1 2011 N330000000004000 175.42 111.1 286.52 41.05

1 2011 D520003003000300 148.53 83.17 231.7 29.86
1 2010 J015000000001400 65.07 46.42 111.49 15.23

1 2005 T210000262000400 11.35 12.86 24.21 2.76
1 2003 C045000004000200 261.82 389.24 651.06 86.4

1 2003 540000045000300 3.12 4.95 8.07 1.17
1 2002 C045000004000200 355.46 571.11 926.57 123.7

1 2001 C045000004000200 204.07 352.36 556.43 74.69
1 1992 L319000006001700 1.5 4.17 5.67 0.77
1 1991 L319000006001700 15.18 44.02 59.2 8.11
1 1990 L319000006001700 2.74 8.27 11.01 1.51



COUNTY HIDALGO
HIDALGO COUNTY AUDITORS OFFICE/I
Hidalgo County Administration BuiIdirf
2808 South Business Highway 281
Edinburg, Texas 76539-6243
PHONE: (956) 318-2511
FAX: (956) 318-2577
WEBSITE: www.co.hidalgo.tx.us/auditor

October 5,2016

Honorable Homero A. Jasso
Flidalizo County Justice of the Peace Pct. 4, P1.2
224 It I 2th Ave.
Edinburg. IX 78539

Re: Audit of the Justice of the Peace, Pci. 4, P1. 2 Office
For [lie Period ofianuan’ I. 2014 through July 31, 2015
Audit No. 20 15-54

Dear Judge Jasso:

We have completed an audit of the Justice of the Peace. Pct. 4. P1. 2 0111cc ptirsuam to Local Government Code
§ 115.001. § 1150035. and our annual audit plan. The objectives of the audit “crc to:

- Evaltiate the procedures in place for the preparation of time and attendance records; and
2. Evaluate the procedures in place for the proper accounting and safeguarding of collections.

Background
(lw Justices of the Peace are counts officials elected to a four—year term. The major responsibility of the Justice of
the Peace is to preside o er the justice court. hich may also function as a small claims court. Justice of Ihe Peace
courts also ha e jurisdiction over criminal cases as elI as a ntimber of other duties that are not judicial in nature.
Justices of the Peace have original jurisdiction in criminal cases that are punishable by fine only or b a fine and a
sanction not consisting of confinement or imprisonment.

Organizational Structure
The Office of the Justice of the Peace. Pct. 4, P1. 2 consists of the Jtistice of the Peace and seven (7) county
employees: one (I) Court Coordinator, two (2) Assistant Court Coordinators, and tbtir (4) Court Clerks. ‘fhie
follo ing is a summary of their duties:

• The Justice of the Peace presides over the court and has exclusive jurisdiction in all Class C misdemeanor
cases’. civil niatters in s Inch exclusive jurisdiction is not in the district or county court and in hich the
ainotint in controversy is not more than Si 1)000. exc1usi e of interest: cases of forcible entry and detainer:
and foreclosure of mortgages and enforcement of liens on personal property in cases in Inch the amount
in contro er is other ise within the justice court’s jurisdiction. The Justice of the Peace also acts as
magistrate for issuing \\ arrants on Class A and Class B misdemeanors and felonies, and sets bail bonds.

• The Court Coordinator oersees the office operations In addition, the Court Coordinator is responsible
tbr handling a variety of clerical. coordination, and bookkeeping functions.

• The Assistant Court Coordinators assist the Jtistice of the Peace by overseeing the office operation and
workflow. The Assistant Court Coordinator is responsible for handling a variety of clerical. coordination.
and bookkeeping functions.

• The Court Clerks are responsible for updating court docket information, posting. sorting and processing
court records, and updating ticket logs, as ell as other related dtities as assigned.
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Page 2 of ii

In addition to the employees noted above, a Case Manager, employed by the Edinburg Consolidated Independent
School District ttas housed at the Justice of the Peace. Pci. 4, P1.2 Office during the period in review. The Case
Manager ‘sas emploed by the JListice of the Peace. Pci. 4. P1.2 Office on Augtist 14. 2015 asaCoun Clerk. The
Case Managers responsibilities were to assist in managing truancy cases for the school district.

The Case Manager was housed at the Justice of the Peace. Pct. 4. P1.2 Office pursuant to an interlocal agreement
between Hidalgo County. the City of Edinburg and the Edinburg Consolidated Independent School District
approved by Commissioners Court on September 8, 2008. According to the interlocal agreement. the Edinburg
Consolidated Independent School District desired to provide at its own expense. employees to manage truancy
cases.

In addition, on September 8. 2008. Commissioners Court approved interlocal agreements with Edcotich-EIsa
Independent School District; Donna Independent School District; and Hidalgo Independent School District.
According to the Court Coordinator, employees of the school districts were also housed at the Justice of the Peace.
Pct. 4, P1. 2 Office.

The operating budget of the Justice of the Peace, Pct. 4, P1. 2 for the year ended December 31. 2015 was
5488.410.3 I.

Time and Attendance Procedures
Local Government Code § 157.021(a) provides that “in a county with a population of 355.000 or more. the
commissioners court may adopt and enforce unilbrm rules on the hours of ork ofdepanment heads. assistants.
deputies. and other employees those compensation is set or approved by the court.’ Furthermore, in Attorney
General Opinion GA-0857. the Attorney General opined that “a county commissioners cowl exercising its
authority under Local Government Code § 157.02] (a) to establish a 40-hour workseek likely has authority to
mandate the method of timekeeping used by county employees.”

Ilidalgo Counts has implemented the use of the Biometric Time and Attendance Application (TAAP) to collect
employee daily records of time worked plus any eligible hours ofpaid leave and/or unpaid leave. TAAP generates
tnielieets and punch logs. The punch logs document employee clock in and out times. All emplo ees are
required to utiliie TAAP.

The Justice of the Peace. PcL. 4, P1. 2 Office is responsible for maintaining adequate controls to ensure the accuracy
and completeness of emploee time and attendance information. This includes establishing an appropriate
separation of duties in the completion of time and attendance records and related documentation.

The Justice of the Peace. Pct. 4. P1.2 001cc has implemented the use of TAAP to collect employee daily records of
time worked. The timesheets are not signed by each employee and their supervisor acknowledging that the
timesheet is a correct statement of the hours worked. According to the Court Coordinator, employees have access
to the TAAP portal here they can review the timesheets. In addition, employees were not required to submit lease
reqtiest forms and request to work compensatory time: instead, employees made a verbal request to take leave and
work compensatory time.

According to the flidalgo County Civil Service Commission Rule §7.08 “An empLoees’ pay check is based on
hours xorked by the employee dtiring the applicable work period(s), plus any eligible hours of paid lease, all as
shotn on a signed time and attendance record.” In addition, the prescribed time and aitendance record form
requires the signature of the emplo> ee and supervisor certi Ring the hours worked.

Hidalgo County Civil Ser ice Commission Rule §7.10 states. ‘‘each elected official ‘department head must require
that his or her employees keep daily iecords of time worked and leave taken.”

According to the Hidalgo County Civil Service Commission Rule §7.20. “Even’ request for leave must: (a) be
submitted in writing to the Department Head/Elected Offlcial. hich is signed by the employee (B) clearly reflect
when the requested leave is to begin and end. (c) include a brief explanation setting forth the reasons for taking the
requested leave. (d) to the extent possible. be accompanied by any required documentation, such as a doctor’s
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statement or military orders; and (e) be approved or disapproved in writing by the employee’s supervisor, and if
required. by the Department Head/Elected Official and/or the Governing Authority or its representative.”

Hidalgo County Civil Service Commission Rule §7.11, states “except in unusual circumstances, the Elected
Official/Department Head must have requested and approved, in advance, that an employee work extra hours or
overtime hours.”

Cash Handling Guidelines and Procedures
On November 10, 2010. the County Auditor’s Office issued (lie Cash Handling Guidelines and Procedures. The
cash handling guidelines prescribe the minimum required procedures for cash handling necessary for ensuring
adeqLlate internal controls and the safeguarding of public funds. Some of the requirements under the Cash
Handling Guidelines and Procedures include: mail log: schedule of fees and lines: returned check notice, hot check
listing; computerized receipting system username and passwords; and internal controls, including segregation of
duties.

Mail Losz
Mail—in payments received must he listed on a mail log. The mail log should include the Ibllowing information for
each mail—in payment received: date received, the name of the payer. the amount 01’ the remittance, the form of the
remittance (e.g., cash or check), and, if applicable, the check number. The employee responsible for listing the
nail-in payments must sign and date the mail log to document responsibility for verifying the cash received and
preparing the listing. After issuing a receipt for the mail—in payment, the cashier must enter the receipt date and
receipt number issued for the mail-in payment on the nail log. An employee other than the cashier should veriR
that an official County receipt was issued for each mail—in payment. The employee conducting this verification
must sign and date the nail log to document responsibility for the verification,

Schedule of Fees and Fines
A schedule of fees and lines that will be charged pursuant to state statutes and Commissioners Court approval must
he posted in a place visible to the public near cashiers.

Returned Check Fee Notice
A notice stating “A S be \% ill he collected on all returned checks” must be posted in a conspicuous location Ibm
the public’s ie’&

ot Check Listinu
A listing of the nanies ut customers hose checks have been returned by the hank (“hot checks’’) due to
insufficient funds, closed accounts, unauthorized signatures. or drawn on uncollected l’Lmnds must he maintained.
The hot check list should he referenced when receiving checks from customers.

Computerized Receiptinu System Username and Passwords
If a computerized receipting system is used, formal procedures must be established for assigning and removing
computer access rights upon employment, termination, or a change in responsibilities of an employee.

• Employees responsible for IT related functions such as assigning computer access rights should he
independent of cash receipting and accounting functions.

• Unique user ID’s and pass\\ords must be assigned to each employee responsible for handling cash.
• Passwords must be changed periodicall\ as required by the IT Security Policy.
• Sharing user ID’s and passwords must be strictly prohibited.
• An employee’s computer access rights must be immediately removed upon termination ofemplo ment.
• An employee’s computer access rights must be immediately removed and’or modified appropriately upon

a change in responsibilities.
• If the computer system is maintained by a different department (e.g.. Inthriiiation Technology Department

or County Auditor’s Oftice). a formal request to add, remove, and/or modify the employee’s computer
access rights must be sent to that department.

• Requests to add, remove, and/or modify an employee’s computer access rights to Able/cnn. the criminal
case management is formally documented on the “Hidalgo County Justice Information Systems New User
Form.”
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Secrecation of Duties
The management of’ the Justice of the Peace Pci. 4. P1.2 Office is also responsible for maintaining sound internal
controls. This includes establishing an appropriate segregation of duties regarding the handling of cash.
Segregation of duties is a basic, key internal control in any organization that presents one individual from
performing a transaction from beginning to end. In addition, segregation of duties provides an individual with the
opportunity to catch an error before a transaction is fully executed,

Accounting for Filed Citations and Civil Cases
The Countx’ Auditor’s Office requires that a reconciliation of citations and civil cases filed at the court be
conducted and formally documented. This reconciliation nay be conducted and formally documented by
completing a citation/civil cases filed log (log). Citations/civil cases should be entered into the case management
system the same day they are received. Any exceptions should be brought to the attention of the Supervisor, placed
in a locked area, and processed on the next business day. The following procedures should be followed when
processing citations:

a. The person responsible for opening the mail and/or accepting the delivery of citations/civil cases should
immediately list citations/civil cases on the log before distribution to the person responsible for entering them
into the case management system. Since the person responsible for entering the citations/civil cases on the
case management system has recording responsibilities, he/she should not be responsible for accepting
payments.

b. The person responsible thr opening the nail and/or accepting the delivery ofcitations/civil cases shotild
note. at a minimum, the follow ing on the log: date received, citation number, name of violator/plainti l’f. and
name ofollicer who issued the citation, as applicable. The person responsible for noting this information
should provide his/her signature on the “Prepared by” line of the log.

c. The person responsible for entering the citations into the case management system should enter the date of
entry and docket number assigned to the citation/civil case on the log and provide his1her signature on the
“Entered by” line of the log.

d. The “New Cases” and “Cases Filed” reports for the specified date should be generated from the case
management system and reconciled to the log by a person other than the person responsible for entering the
citations into the case management system. Any variances should be noted on the log, with a detailed
explan ion, and i in med iatelv bro ugh up to the attention of the Justice of the Peace. In addition, the person
conducting this reconciliation should provide his/her signature on the log as acknowledgment of the
icc onc i I iation.

e. Citations should he placed in the applicable file.
I’. The Justice of the Peace should request periodic reports regarding the citations tiled with the courts from la

enforcement agencies and reconcile the reports to the citations recorded in the case management system.
g. Copies of the citation logs and periodic reports received from law enforcement agencies shall he maintained

by the Justice of the Peace Office. This documentation shall be made available to the County Auditor’s
Office for review upon request.

Case Dismissal Process
Pursuant to Code of Criminal Procedures §3 2.02. the attorney representing the State nay, by permission of the
court. disnnss a criminal action at any time upon filing a written statement with the papers in the case setting out
his reasons for such dismissal, which shall be incorporated in the Judgment of dismissal. No case shall he
dismissed without the consent of the presiding judge.

Pursuant to the Justices of the Peace Manual. Justices of the Peace may dismiss cases in criminal proceedings only
when specifically authorized to do so by statute or when directed to do so by the prosecution (i.e., district attorne)
in accordance with Code of Criminal Procedure An. 32.02.AII dismissals should be noted in the applicable docket
book along with the reason(s) for dismissal.

A properly authorized dismissed criminal case should include in the case files and/or the docket book the
following:

Signed “Motion to Dismiss” lbnn by the District Attorney’s Office, signed “Order to Dismiss” form by the
Justice of the Peace, and reason(s) for the dismissal noted on the forms and docket book; or
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Signed •‘Order to Dismiss” fomi by the Justice of the Peace. copies of documents as proof of dismissal based
on the judge’s discretion in accordance with state statutes (i.e.. motor vehicle registration, valid driver’s
license. etc.), and reason(s) for the dismissal noted in the “Order to “Dismiss” form and docket book.

According to the Justice of the Peace. all dismissals must be approved and signed by him. Employees are not
authorized to use his signature stamp for dismissing cases. According to staff, the “Order and Motion to Dismiss
Form” is prepared by staff and sent to the District Attorney’s Office for signature. The Justice of the Peace signs
the ‘Order and Motion to Dismiss Form” after the form is signed by the Assistant District Attorney. Once the
“Order and Motion to Dismiss Form” is signed by the Assistant District Attorney and the Justice of the Peace, an
employee will enter the dismissal into the case management system. The dismissals are normally entered on the
day the form is signed by the Justice of’ the Peace or the next day. According to the Court Coordinator, all the
employees have access to enter dismissals into the case management system.

Scope and Methodolo2v:

The scope ofour audit was limited to a revie oftimesheets and related leave and compensatory request Ibrms for
pay periods 2 through 17 (January I, 2015 through July 31. 2015) and a surprise cash count conducted on August
12.2015. In addition. evaluated the procedures in place related to I.) preparation of time and attendance
records. 2.) the accotinting and safeguarding of collections. 3.) accotinting of citations and civil cases filed with the
court, and 4.) dismissal of criminal cases. Our review was not designed nor intended to be a detailed study of
every relevant control system, procedure. or transaction. Accordingly. the opportunities for improvement
presented in this report may not be all-inclusive of areas where improvements could be made.

The responsibility for establishing and maintaining a sound internal control system rests with management. The
objectives olan internal control system are to provide management ith reasonable. but not absolute, assurance
that assets are salèguarded against loss from unauthorized use or theft, and that transactions are exectited in
accordance ith management’s authorization and recorded properly.

In planning and performing our review, we reviewed applicable statues, procedures. and case files, interviewed
staff: and sent confirmation letters. The folloing procedures ere performed:

• Revieed timesiwets for pay period 17 (July 27, 2015 throLigh August 9.2015) and leave and
compensatory time request forms for pay periods 2 through 17 (January I. 2015 through JLIly 31, 2015) to
determine if the employee and supervisor signed the timesheets: leave and compensatory time recorded on
the timesheets as tbrmally documented and authorized on a leave reqtiest lhrm or compensatory’ time
form.

• Revieed the “Employee Punch Log” report to determine if modifications to the “Employee Punch Log”
report s crc formal lv requested and authorized.

• Conducted a surprise cash count on Atigtisl 12, 2015 to determine hetlier total cash on hand reconciled to
the total receipts issued up to the time of the cash count.

• Reviewed procedures for the accounting of citations received from law enforcement agencies and civil
cases tiled ith the court.

• Reviesed case files and electronic docket hooks for judginentallv selected dismissed cases for the period
of January 1,2014 through July31. 2015 to determine if the disniissals were properly attihorized and
documented.

• Reviewed a dismissed cases report generated from the case management system to determine if access to
entering dismissals was limited to a few employees.

• Reviewed case files for judgmentally selected non-truancy cases dismissed by the school district
ecnploees to determine if a “Motion to Dismiss” form as signed by the District Attorney’s Office and
the “Order to Dismiss” form was signed by the Justice of the Peace.

• Revie ed copies of the ‘‘Hidalgo Count Justice Information Systems New User Form” to erify hether
access to Ah/eTc,7n was fonnally documented and properly authorized.
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Conclusion:
Based on the results of our aLidit. we did not find any evidence of misappropriation of funds during the scope of our
audit. However, the Justice of the Peace Precinct 4. Place 2 Office’s lack of financial controls over many of its
financial transactions could create opportunities for misappropriation to occur without detection. We concluded
that the procedures in place for the preparation of time and attendance records \sere inadequate: therefore. were
not able to determine whether employees were properly compensated. In addition, we noted that the procedures in
place for the accounting and safeguarding of collections \ere inadequate; therefore, we were not able to determine
that all fines and fees were collected and deposited. More specifically, improvements could be made to the
procedures in place for certifying and authorizing the hours sorked on the time and attendance records and related
information; collection and safeguarding of cash: accounting of citations received from law enforcement agencies
and civil cases filed with the court; documenting the proper authorization of dismissed cases: limiting access to
entering dismissals in the case management system; formally documenting requests to add, remove, and/or modify
an employee’s computer access rights to ,1hlerenn on the “Hidalgo County Justice Information Systems New User
Form.” The results of our review revealed the following:

1. Time and attendance records and related information were not properly prepared as follos:

• According to the Court Coordinator, prior to pay period 17 of 2015. timesheets were not signed by the
employee and stipervisor certifing the hours worked. According to the Court Coordinator. sho also
served as the supervisor and timekeeper. only employees reviewed their timesheets for accuracy using the
TAAP portal. Our review ofthe 10 timesheets for pay period 17 of 2015 revealed the folloving:

o 6 timesheets were signed by the employee; however, they lacked the supervisor’s signature.
o 4 timesheets were not signed by the employees or supervisor. Two timesheets ‘vere for employees that

resigned during the pay period.

• Leave recorded on the timesheets was not consistently recorded and authorized on a leave request form as
follows:

There were 263 instances in which employees took leave.

o In 237 of 263 instances, a leave reqtiest form as not prepared.
o In 26 of 263 instances, a leave request fortit was prepared and noted the following:

• In 19 of 26 instances, leave recorded on the timeslicets agreed to the leave recorded on the leave
request form.

• In 7 of 26 instances, leave recorded on the timesheets did tot agree to the leave recorded on the
leave reqtiest form. In all 7 instances, the leave requested on the leave request form “as more
titan the time recorded on the timeslteet.

• In all 26 instances, the leave reqtiest forms were signed by the employee: however. 15 forms
lacked the supervisor’s signature.

• Compensatory time recorded on the timesheets was not requested and authorized by utilizing a
compensatory time request form.

There were 360 instances in which compensatory time was recorded on the timesiteets but not properly
authorized. According to the Court Coordinator, employees were not requ red to submit a compensatory
time reqtiest form.

2. Modifications made to the “Employee Punch Log” report were not fomially requested and authorized.

There sere 604 modifications noted on the ‘Employee Punch Log” report. The modifications were made by
the Court Coordinator (timekeeper) or an employee of the Information Technology Department.

• All 604 modifications were not lbrmally requested and atithorized by titilizing the TAAP modification
reqttest procedure. According to the Court Coordinator, formal modification requests are not reqtiired.
The modification requests are verbally communicated to the timekeeper.
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Of the 604 instances. 289 were modifications made to the timekeeper’s own punch log. All 289 modifications
x\ere not formally requested and authorized. Of the 289 modifications:

• 268 were made by the timekeeper; and
• 21 were made by an employee of the Information Technology Department.

According to the Court Coordinator (timekeeper), there is no backup timekeeper; therefore. modifications were
made by him to his ovn pLlnch log. Ifthe Court Coordinator planned to be away from the Otlice. the Court
Coordinator requested that the IT Department make modifications to the timesheets.

3. Total cash on hand at the time of the cash count totaling £1,652.30 did reconcile to the total receipts issued for
the day up to the time of the cash count; however, we noted that the system of internal controls for the
accounting and safeguarding of cash requires improvement as follo\ss:

• A mail log was not maintained to document payments received through the mail: however, a mail log was
recently implemented and it is sent to the County Auditor’s Office on a monthly basis.

• A schedule of flees and fines that xill be charged pursuant to slate statutes and Commissioners Court
approval as not posted. According to the Court Coordinator, it as his understanding that the
breakdown on the receipt was stifficient.

• A notice stating “A Sfee will be collected on all returned checks” ‘vas not posted in a conspicuous
location for the publics view. According to statE the notice was removed since it contained the name ot’
the prior District Attorney. A new notice will be requested from the District Attorney.

• A listing of the names ofcustoiners whose checks have been returned by the bank (“hot checks”) due to
insufficient funds, closed accounts, unauthorized signatures. or drawn on collected Funds is not maintained.

• Passwords and user I Ds to gain access to .1h/eTern;. the criminal case management system, for each
employee were kept by the Court Coordinator and Assistant Court Coordinator. According to the Court
Coordinator, the log-in information is kept on record in case the employee is unavailable and information is
needed from their computer terminal.

• The Court Coordinator performs the follow ing incompatible duties:

o Custody; Receives money, issues receipts, opens and lists mail receipts. and balances receipts
against cash drawer

o Recording: Accounts for the numerical sequence of cash receipts, prepares billings and Ibllows up
on delinquencies. has access to dismiss cases on the case management system, and
prepares reports of cash received and disbursed

o Authorization: Verifies that voided original receipts are kept and reviewed

According lo staff, segregation of duties is difficult to implement due to limited number of staff.

4. Procedures for the accounting of citations received from law enforcement agencies and civil cases filed with the
cotirt require improvement as follows:

• A reconciliation of citations and civil cases filed at the court to those recorded on the case management
system was not condticted and formally documented. The reconciliation may he conducted and lbrmally
documented by completing a citation/civil cases tiled log (log). Citations/civil cases should be entered
into the case management system the same day they are received. Any exceptions should be brought to the
attention of the Supervisor, placed in a locked area, and processed on the next business day: and

• Duties related to citations and civil cases are not properly segregated. Individuals responsible for issuing
receipts (custody responsibilin) were also responsible for entering citations and civil cases into the case
management system (reporting responsibility).

According to staft procedures have not been implemented due to limited number of staff.

5. Procedures for documenting and authorizing dismissal of cases require improvement as follows:

Wejudginentall selected 107 of 2.110(5%) cases dismissed during the period ofianuary 1.2014 through
July31, 2015 to determine if the dismissed cases were properly authorized and documented. Of the 107 cases.
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14 case files could not be located and were not available for review. in addition, the tile management system
sas not well maintained since some of the case flies provided were not readily located. A review of the
remaining 93 case tiles revealed the following:

• 82 cases files required a signed “Motion to Dismiss” form by the District Attorney’s Oflice, signed “Order
to Dismiss” form by the Justice of the Peace, and reason(s) for the dismissal noted on the forms. Of the 82
case files:
o 2 did not contain a “Motion to Dismiss” form signed by the District Attorney’s Office and an “Order

to Dismiss” form signed by the Justice of the Peace.
o 80 contained a “Motion to Dismiss” form signed by the District Attorney’s Office and an -‘Order to

Dismiss” form signed by the Justice of the Peace; however, we noted ihat several motions to dismiss
forms contained the Judge’s signature stamp instead of his original signatLlre. According to the Justice
of the Peace. all dismissals have to be signed by him. Employees are not authorized to use his
signature stamp for dismissals.

• II case tiles required an “Order to Dismiss” signed by the Justice of the Peace, copies of documents as
proof of dismissal based on the judge’s discretion in accordance with state statutes (i.e., motor vehicle
registration, valid driver’s license, etc.). and reason(s) for the dismissal noted in the “Order to “Dismiss”
form. Of the II case flies:
o 7 did not contain an “Order to Dismiss” by the Justice of the Peace.
o 4 contained an “Order to Dismiss” signed by the Justice of the Peace. All 4 cases included the reason

for dismissal on the “Order to Dismiss” form, ror I oftlie cases, we noted that the case as
dismissed on .4h/eenu 5 months before the “Order to Dismiss” as signed by the Justice of the Peace.

o 7 did not contain the proof of dismissal.
o 4 contained the proof of dismissal.

6, Access tn entering dismissals into ,1bleTernz xsas not limited to as few employees as possible.

There ‘tere 2.110 cases dismissed during the period of January 1, 2014 through July 31, 2015,

• According to a report provided by the Information Technolog Department. the dismissals ere entered by
29 diftèrent users. Of the 29 users.
o 6 users were employees of the 3 school districts.

• 1 users dismissed 960 cases of thich 356 cases were non-truancy (I employee of Donna SD
dismissed 58 non-truancy cases and 3 employees of Edinburg CISD dismissed 298 non-truancy
cases). According to the Court Coordinator, the school district employees had access to dismiss
all types of cases, since .‘lblc’tt’,’m was not able to restrict access to truancy cases onl,

• 2 users dismissed only truancy cases (80 cases) (I employee of Edinhtirg CISD and I employee of
Edcouch-Elsa ISD) in AbIete,’m,

o $ users ere identified as current Justice of the Peace Pct. 4. P1. 2 Office employees,
o 14 users ere identified as former employees of the Justice of the Peace Pct. 4. P1. 2 Office. It appears

that the former employees’ user ID and password was utilized to enter dismissals in ,1bktenn.
According to the CoLirt Coordinator, all staff had access to enter dismissals in ,1hleTerm and a listing
of passords and user IDs for all employees was maintained h the Court Coordinator and Assistant
Court Coordinalor.

o I user could not be identified.
• We selected 20 cases related to the non-truancy cases dismissed by the school district emploecs to

detennine if a”Motion to Dismiss” form was signed by the District Attorney’s Office and the “Order to
Dismiss” form was signed by the Justice of the Peace, 4 case files could mt be located and ere not
available for revie. The results of our review for the remaining 16 case files revealed the following:

o 4 case files did not contain a “Motion to Dismiss” form signed by the District Attorney’s Office
and an “Order to Dismiss” form signed by the Justice of the Peace.

o 12 case files contained a “Motion to Dismiss” form signed by the District Attorney’s Office and
an “Order to Dismiss” form signed by the Justice of the Peace.

7. Access to .1h/L’Tenn was not consistently documented on the “Hidalgo County Justice Information Systems
New User Form,”

HIDALGO COUNTY DISTRICT JUDGES
LIfl5TM SINOLUDERRY R000E.FO DULGALO J R. ‘BOSSY FLORES ROSE SUERRAREINA JU16 R. PARTIDA SANG E RAUITREZ JR. ROE GONZALEZ LETGALOPEZ ADA SALINAS FLORSU ISRAEL RAMON. JR JESSE CZNDPERAS

flDOE. 5P DC RiDGE. 95R C C. JUDGE. ‘59N DC JUDGE. DOW’ DC. JUDGE. 27D’ DC ASCOt 3DS DC JUDGE, 316” DC. JUDGE DII” DC JUDGE, INS” DC- JUDGE, CO” DC JUDGE. 445” DC
OVERSEER



I lonorah Ic Homero A. Jasso

October 5,2016
1’; 9 of II

Of 29 users, we were provided with 21 “Hidalgo County Justice Information Systems New User Form” by
the Justice of the Peace Pct. 4. P1. 2 Offlce. A review of the 21 forms revealed the following:
o 3 were for the employees of the school districts.
o 7 were for current employees of the Justice of the Peace Pet 4. P1.2 Office.
o I were for former employees of (he Justice of the Peace Pct. 4. P1. 2 Office. These individuals had

not worked for the office from 2 months to 7 years.

Copies of the “Hidalgo County Justice Information Systems New User Form” for the following 8 users
were not provided:

o 3 school district employees.
o I current employee of the Justice ol’the Peace Pct. 4, P1.2 Office.
o 3 former employees of the Justice of the Peace Pct. 4, P1.2 0111cc.
o I user that could not be identified.

According to the Court Coordinator, the user forms could not be located. According to the Information
Technology Department. the forms may have been destroyed.

In addition, we noted the following:

• Statiof the Justice of the Peace Pci. 4. P1. 2 Office did not provide notice to the lnfom’wtion Technology
Department to remove former employees’ user access.

• We requested from the Information Technology Department copies of the “Hidalgo County Justice
Information Systems New User Forms.” The Forms were not provided to the County Auditor’s Office.
According to the Chief Information Officer, some of the user access forms were destroyed.

Recommendations:
We recommend that management develop monitoring procedures to ensure that time and attendance records, and
related information, are properly prepared and collections are properly accounted and safeguarded. These
procedures should include the Ibllowing:

I. Ensure lime and attendance records and related information are properI maintained as required by the
County’s time and attendance policies At a minimum, the procedures should require the following:

• Time and Attendance Record forms (timesheets) are signed by the employee and supervisor certifting the
ImLirs orked prior to submittal to the County Treasurer’s Office:

• Employees prepare a leave request form and submit it for formal approval by a supervisor prior to taking
leave. unless an emergenc arises and time only allos For intbrmal approval to be obtained. Han
emergency arises, the leave request form should be prepared as soon as possible: and

• Employees prepare a formal request to ‘sork compensatory time and submit it for lbrmal approval by a
supervisor prior to working compensatory time, if possible.

2. Ensure that modifications made to the “Employee Punch Log” report are formally requested and authorized.
At mini mum. the procedures should require the following:

• Modification request be submitted to the timekeeper through the TAAP portal;
• Modification request forms are signed by the employee and supervisor certifying the modifications made

to the employees’ time: and
• Modifications made by the timekeeper to their own time is formally approved by the supervisor.

3. Ensure that procedures are in place for accounting and safeguarding of cash as follows:

• A mail-log is maintained to document mail-in payments received.
• A schedule of fees and fines that will be charged pursuant to state statLttes and Commissioners Court

approval is posted in a conspicuous location.
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• A notice stating that “A S_fee will be collected on all returned checks” is posted in a conspicuous
location for the public’s view.

• A “hot check” listing is requested from the County Treasurer’s Office and referred to when accepting
checks.

• Sharing user ID’s and passwords must be strictly prohibited.
• Incompatible duties are adequately segregated as follows; The individual responsible for receiving money.

issuing receipts. opening and listing mail receipts. and balancing receipts against cash drawer should be
different from the individual responsible fr the accounting of the nttiiierical sequence of cash receipts.
preparing billings and following up on delinqtiencies. having access to dismiss cases on ,1hleTe,n:. and
preparing reports of cash received and disbursed. In addition, the individuals previously noted should be
different from the individual responsible for verifying that voided original receipts are kept and reviewed.
If incompatible duties cannot be adequately segregated. management should ensure that compensating
controls are implemented.

4. Ensure that citations and civil cases are properly accounted and reconciled as follows:

• A reconciliation of citations and civil cases filed at the court to those recorded on the case management
system is conducted and fomuilly documented: and

• Dtities related to citations and civil cases are properly segregated. Individuals responsible for issuing
receipts (custody responsibility) should not be responsible for entering citations and civil cases into the
case management system (reporting responsibility).

lfthe procedures cannot be implemented, management should ensure that compensating controls are
implemented.

5. Ensure dismissed cases are properly authorized and documented. At a minimum, the procedures should
require:

• “Motion to Dismiss” submitted by the District Attorney’s Office. an “Order to Dismiss” signed by the
Justice oftlie Peace, and reason(s) tbr the dismissal noted in the applicable docket: or

• ‘Order to Dismiss” andlor judgment signed by the Justice of the Peace. copies of documents as proof of
dismissal based on the judge’s discretion in accordance with state statutes (i.e.. copies of a commercial
vehicle ser ice logs, motor vehicle registration. valid driver’s license, etc.). and reason(s) for the dismissal
noted in the applicable docket.

• The use of the signature stamp for approving any legal documents (e.g.. “Motion to Dismiss”, “Order to
Dismiss”. judgments, etc.) not be allowed.

• Documents supporting dismissals he reviewed by management to ensure that the proper documentation is
presented by the defendant.

• All case paperwork. including proof of dismissal (i.e.. insurance, inspection certificate, driver’s license.
community service, jail time credit, Order and Motion to Dismiss Form. etc.) is scanned and attached to
the case in the criminal case management system.

• A case is dismissed in the criminal case management system only if an “Order and Motion to Dismiss
Form” has been signed by both the Assistant District Attorney and the Justice of the Peace.

• Blank “Order and Motion to Dismiss Forms” are not pre-signed by the Justice of the Peace. The “Order
and Motion to Dismiss Form” should only be signed by the Justice of the Peace if it contains the docket
number. de fendant’s name, and District A ttornev’s signature.

6. Ensure that access to enter dismissals into the criminal case management sstein is limited to as few employees
as possible. At a iii inimum. the procedures should require:

• Unique user ID’s and passwords be assigned to each employee.
• Sharing user ID’s and passwords be strictly prohibited.
• An employee’s computer access rights be immediately removed tipon tennination of employment.
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• An employee’s computer access rights be immediately removed arid/or modified appropriately upon a
change in responsibilities.

7. Ensure that requests to add. remove, and/or modit an employee’s computer access rights to the criminal case
management is formally documented on the “1-lidalgo County Justice Information Systems New User Form”.
The HidaIgo County Justice Information Systems New User Form” should be maintained in accordance to the
records retention schedule.

We would like to express our appreciation to you and your staff for the courtesy. coopcration. and assistance
provided to us during the audit. lfyou should have any questions. please call, Letty Chavez. Compliance Audit
Supervisor, at 318-2511 ext. 465 I, Arcy B. Duran. CPA. Director of Audit. at ext. 4645. Linda Fong. First
Assistant Auditor, at ext. 1668. or meat ext. 4604.

RespectfUlly.

C PA

cc: Mr. Valde Gtrerra, Count Executive Officer
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COUNTY 01 HIDALGO
HIDALGO COUNTY AUDITOR’S OFFICE// -

Hidalgo County Administration Buildiné/
2808 South Business Highway 281
Edinbury, Texas 78539-6243
PHONE: (956) 318-2511

__________

FAX: (956) 318-2577
WEBSITE: www.co.hidalgo.tx.us/auditor

September 2%, 2016

Mr. Ti. Arredondo. Director
Flidalgo County Planning Department
1304 S. 25” Street
Edinburg, Texas 78542

Refi Cash Count
Report No. 2016-57

Dear Mr. Arredondo:

We conducted a surprise cash coLlnt of the cash held at the Planning Department’s Mission Substation on
September 15, 2016 as required by Local Government Code § 115.0035. The objective of the cash count was
to determine hether total cash on hand reconciled to the total receipts issued for the day up to the time of the
cash count and the approved change fund.

Scope:
The scope of our review %as limited to a count of the cash on hand as ofthe time of the cash count. Our
review \as not designed nor intended to be a detailed study of every relevant control system, procedure, or
transaction. Accordingly, the opportunities For improvement presented in this report may not be all-inclusive
of areas where improvements could be made.

The responsibility for establishing and maintaining a sound internal control system rests with management.
The objectives of an internal control system are to provide management with reasonable, but not absolute.
assurance that assets are safegLiarded against loss from unauthorized use or thefi. and that transactions are
executed in accordance with management’s authorization and recorded properly.

As pan of our procedures. we verilied that cash on hand agreed to the total receipts issued up to the time of the
cash count. We also reviewed the internal control structure in order to verify that cash on hand was
safeguarded amsainst loss from unauthorized use and that only authorized transactions ere executed, recorded,
and reported in accordance with applicable laws and procedures. The internal controls reviewed during our
alkthrougLi included, but were not limited to. the following; custody of cash. use ot’ locked cash dra\%ers.
proper authorization of voided transactions, and segregation of duties.

Conclusion: -

Total cash on hand at the time of the cash count was $210.00. Based on the results of our review, we have
concluded that generally total cash on hand reconciled to the total receipts issued for the day up to the time of
the cash count and the approved change fund of $150.00; however, we noted that the s stem of internal
controls for the collection and salèguarding of cash requires improvement as noted in the following
obseR ations.

Observation No. 1:
Security cameras are not used there cash is receipted and safeguarded. According to stafE cameras have not
been purchased due to budgetary constraints,
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The County Auditor’s 0111cc recommends that security alarms and/or security cameras be installed in areas
where cash collections and receipts are received and safeguarded. Camera images must be stored on the type
of media (e.g.. digital recording box, tape. DVD. etc.) and retained for the period of time recommended by the
Information Technology Department. If, however, the camera images are pad of an ongoing investigation,
they must be retained for the period of time determined by the investigating agency.

Failure to properly utilize security cameras increases the risk of loss or misuse of County funds.

Recommendat ion:
Management should contact the Department of Budget and Management to request their assistance in
obtaining funding for he purchase of additional security cameras.

Observation No. 2:
We noted that a unique username and password was not required to access the Building Permit Tracker
information system. In addition, all users had unlimited access (read/write access) to the information system.
According to staff the Building Permit Tracker information system was not programTned to require the use of
a usernaine and password. According to staff there will be an upgrade in software and computers in the near
future. At that time, a new information system for the Building Permit Tracker will be implemented that will
require unique usernames and passwords.

Access control is a key component of information security. The principle of access control is to limit access to
users who have valid reasons for accessing computers, systems, or data. A users’ access and privileges should
be appropriate and consistent with their current job responsibilities. Electronic accounts consisting of a
username and password are used to identift individuals and authenticate access to an information system.

Failure to require a unique usemame and passord to access the Building Permit Tracker information system
and limit access based on the user’s current job responsibililies increases the risk of unauthorized access to the
Building Permit Tracker information system.

Recomdation:
Management should ensure that a ttnique username and password is required to access the Building Permit
Tracker infotmation system and that access to the information system is appropriate and consistent with the
user’s current job responsibilities.

Please provide written management responses to the observations noted above by October 14, 2016.

In addition, management should develop and implement procedures for the handling of cash and cash
equivalent transactions and provide a copy to the County Auditor’s Office. These procedures should include.
at a tninimum, the following:

a. An office organizational chart;
b. Localion of cash collection points;
c. Types of collections made by each cash collection point;
d. A list of those positions involved with the handling of cash. a description of their duties, and

description of how segregation of duties will be maintained;
e. A complete start to finish description of the following:

I. Process for accounting and safeguarding of the change fund, if an>’:
2. Process for safeguarding cash until it is deposited;
3. Process for accounting and safeguarding mail-in payments:
4. Process for reconciling collections, including frequency of reconciliation;
5. Bookkeeping system used, and how it is maintained; and
6. Computer hardware and software used:

f. List of the reports prepared/generated for the collection and the reporting of funds, including
procedures for preparing therepons, who the reports should be submitted to. and when the reports are
due;

g. A schedtile of how often deposits will be made; and
h. Copies of any related forms/reports.
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We would like to express our sincere appreciation to you and your staff for the courtesy. cooperation, and
assistance provided to us during the cash count. If you have any questions regarding this cash count or would
like to schedule a meeting to discuss this cash count, please contact Letty Chavez, Compliance Audit
Supervisor, at 318-2511 ext. 4651. Arcy B. Duran, CPA, Director ofAudit, at ext. 4645, or me at ext. 4601.

Respectfully,

fracio. CPA
Auditor

Mr. Valde Guerra, County Executive Oflicer
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COUNTY

HIDALGO COUNTY AUDITORS OFFIC
Hidalgo County Administration Building
2808 South Business Highway 281
Edinburg, Texas 78539-6243
PHONE: (956) 318-2511
FAX: (956) 318-2577
WEBSITE: www.co.hidaipo.tx.us/auditor

September 28, 2016

The Honorable Lazaro Gallardo, Jr., Constable
Hidalgo County. Precinct No. 3
730 N. Rrevfogle Ste. B
Mission, TX 78573

Re: Cash Count
Repon No. 2016-58

Dear Constable Gallardo;

We conducted a surprise cash count of the cash held at your office on September 15. 2016. as required by Local
Government Code §1 15.0035. The objective of the cash count was to determine whether total cash on hand
reconciled to the total receipts issued fbr the day up to the time of the cash count.

Scope:
The scope of our review was limited to a count of the cash on hand as of the time of the cash count. OLIr

revie\% sas not designed nor intended to be a detailed study of every relevant control system. procedure. or
transaction. Accordingly, the opportunities for improvement presented in this report may not be all-inclusive
of areas where improvements could be made.

The responsibility for establishing and maintaining a sound internal control system rests with management.
The objectives of an internal control system are to provide management with reasonable, but not absolute.
assurance that assets are safeguarded against loss from unauthorized use or (hell, and that transactions are
executed in accordance with managemenfs authorization and recorded properly.

As pan of our procedures. we verified that cash on hand agreed to the total receipts issued up to the time of the
cash count. We also reviewed the internal control structure in order to yen v that cash on hand as
safeguarded against loss from unauthorized use and that only authorized transactions \sere executed, recorded,
and reported in accordance with applicable las and procedures. The internal controls reviewed during our
walkthrough included but were not limited to the following; custody of cash, use of locked cash drawers.
proper authorization of voided transactions. and segregation of duties.

Conclusion:
At the time of the cash count, receipts had not been issued and collections had not been made. However, we
noted that the system of internal controls for the collection and safeguarding of cash requires improvement as
noted in the following observations.

Observation No. 1:
We noted during our review that security cameras were not titilized where cash is received and safeguarded.
According to staft the existing security cameras monitor the outside of the bttilding. SecLirity cameras for
monitoring the areas where cash is received and safeguarded have not been purchased due to budgetary
constraints.

The County Auditor’s Office recommends that security alarms and/or security cameras be installed in areas where
cash collections are received and safeguarded. Camera images must be stored on the type of media (e.g.. digital
recording box, tape, DVD, etc.) and retained for the period of time recommended by the Information Technology
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Department. icc however, the camera images are part of an ongoing investigation, they must be retained for the
period of time determined by the investigating agency.

Failure to utilize security cameras where cash is received and safeguarded increases the risk of loss or misuse
of County finds.

Recommendation:
Management should contact the Department of Budget and Management to request their assistance in
obtaining finding for the purchase of security cameras.

Observation No. 2:
We noted during our review that segregation of duties over the handling of cash requires improvement. One of
the Administrative Assistants performs the following incompatible duties:

o Custody: Receives collections, issues receipts, opens and lists mail receipts, balances receipts
against cash drawer, maintains a cash drawer, prepares bank deposits, and has access
to the inventon’ of unused receipts

o Recording: Accounts for the numerical sequence of cash receipts. maintains inventory log of
unused receipts. and prepares the monthly report

o Authorization: Compares listed mail receipts to recorded cash receipts

According to staff, proper segregation of duties has not been implemented due to limited stall

The responsibility for sound internal controls rests with management. Segregation of duties is a basic, key
internal control in any organization. Segregation of duties prevents one individtial from performing a transaction
from beginning to end. in addition. it provides an individual with the opportunity to catch an error before a
transaction is fully executed. Duties that should be segregated incltide: custody of assets, recording transactions.
and authorization. The individual responsible for receiving collections. issuing receipts. opening and listing mail
receipts, balancing receipts against cash drawer, maintaining the cash drawer, preparing bank deposits. and
having access to the inventon of unused receipts should be different from the individual responsible for
accounting for the numerical sequence of cash receipts, maintaining the inventory log of unused receipts, and
preparing the monthly report. In addition. the individuals previously noted should be diflbrent from the
individual responsible for comparing listed mail receipts to recorded cash receipts.

Maintaining segregation of duties is especially challenging for units with a small number of employees. In
these cases, it is important that management institute compensating controls to cover for the lack ofa basic
control. In an environment with a limited nttmber of clerical and administrative personnel. management needs
to be involved in documenting. reviewing, and approving transactions. reports. and reconciliations Adequate
and timely supervision is especially important in small departments, where limited personnel may inhibit a
thorough segregation of duties.

Failure to have adequate segregation of duties increases the risk of loss or misuse of County funds.

Recommendation:
Management should ensure that incompatible duties such as those noted above are adequately segregated. Ii
incompatible duties cannot be adequately segregated. management should enstire that compensating controls are
imp1 emented.

Observation No. 3:
A listing of the names of customers whose checks have been returned by the bank (“hot checks”) due to
insufficient funds, closed accounts, unauthorized signatures. or drawn on uncollected hinds has not been
requested from the County Treasurer’s Office.

The County Auditor’s Office requires that a listing of the names of customers whose checks have been
returned by the bank (“hot checks”) due to insufficient funds, closed accounts, unauthorized signatures, or
drawn on uncollected funds be maintained. The hot check list should be referenced when receiving checks
from customers.

Failure to maintain a hot check list may result in the loss of County funds.
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Recommendation:
Management should request the “hot check” listing from the County Treasurer’s Otlice.

Please provide sritten management responses to the observations noted above by October 11, 2016.

In addition, management should develop and implement procedures for the handling of cash and cash equivalent
transactions and provide a copy to the County ALiditor’s Office by October 14, 2016. These procedures should
include, at a minimum, the following:

a. An office organizational chart;
b. Location of cash collection points;
c. Types of collections made by each cash collection point;
d. A list of those positions involved with the handling of cash, a description of their duties, and

description of how segregation of duties will be maintained;
e. A complete start to finish description of the tbllowing:

I. Process for accounting and safeguarding of the change Fund, if any;
2. Process for safeguarding cash until it is deposited;
3. Process for accounting and safeguarding mail-in payments;
4. Process for reconciling collections, including frequency of reconciliation;
5. Bookkeeping system used, and how it is maintained; and
6. Computer hardware and software used;

I, List of the reports prepared/generated for the collection and the reporting of funds, including procedures
for preparing the reports, who the reports should he submitted to, and when the reports are due;

g. A schedule of how often deposits will be made: and
h. Copies of any related forms/reports.

We would like to express our sincere appreciation to you and your staff for the courtesy, cooperation. and
assistance provided to us during the cash count. Ifyoti have any questions regarding this cash count or would
like to schedule a meeting to discuss this cash count, please contact Letty Chavez. Compliance Audit
Supervisor, at 318-2511 ext. 4651, Arcy B. Duran. CPA. Director of Audit. at ext. 1645. or me at ext. 4601.

u&acio, CPA
ity Auditor

Valde Guerra, County Executive Officer
Renan Ramirez, Hidalgo County Chief Information Officer
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COUNTY HIDALGO

HIDALGO COUNTY AUDITORS OFFIC
Hidalgo County Administration Building
2808 South Business Highway 281
Edinbury, Texas 78539-6243
PHONE: (956) 318-2511
FAX: (956) 318-2577
WEBSITE: www. co.hidalgo. tx. us/auditor

September 28, 2016

The Honorable Jose M. Flores, Commissioner
I-Iidalgo County Precinct No. 3
724 North Breyfogle
P.O. Box 607
Mission, TX 78574

Ref’: Cash Count
Report No. 2016-59

Dear Commissioner Flores:

We conducted a surprise cash count of the cash held at the Mission Sanitation Office on September 15,2016 as
required by Local Government Code § 115.0035. The objective of the cash count was to determine hether
total cash on hand reconciled to the total receipts issued for the day up to the time of the cash count and the
approved change fund.

Scope:
The scope of our review was limited to a count of the cash on hand as of the time of the cash count. Our
review was not designed nor intended to be a detailed study of every relevant control system, procedure, or
transaction. Accordingly, the opportunities for improvement presented in this report may not be all-inclusive
of areas where improvements could be made.

The responsibility for establishing and maintaining a sound internal control system rests with management.
The objectives of an internal control system are to provide management with reasonable, but not absolute.
assurance that assets are safeguarded against loss from unauthorized use or theft, and that transactions are
executed in accordance with management’s authorization and recorded properly.

As part of our procedures, we verified that cash on hand agreed to the total receipts issued up to the time of the
cash count. We also reviewed the internal control structure in order to verify that cash on hand was
safeguarded against loss from unauthorized use and that only authorized transactions were executed, recorded,
and reported in accordance with applicable laws and procedures. The internal controls reviewed during our
walkthrough included, but were not limited to. the following: custody of cash, use of locked cash drawers.
proper authorization of voided transactions, and segregation of duties.

Conclusion:
Total cash on hand at the time of the cash count was 5500.00. Based on the results of our review, we have
concluded that generally total cash on hand did reconcile to the total receipts issued up to the time of the cash
count and the approved change Rind ofS 100.00. However, we noted that the system of internal controls for
the collection and safeguarding of cash requires improvement as noted in the following observations.
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Observation No. 1:
We toted that manual receipts issued were not being submitted to the County Auditor’s Office on a monthly
basis. According to staff they were not aware that a copy of the manual receipts issued had to be submitted to
the County Auditor’s Office but will do so from now on.

According to the approved Cash Handling Guidelines and Procedures “If a computerized system is used, a
manual back-up receipting system must be available. Pre-numbered manual receipts must be issued to
customers when the computerized receipting system fails. If a manual receipting system is used, receipts will
be ordered in triplicate. The first copy of the receipt must be issued to the payer, the second copy must be
retained by the department, and the third copy must be submitted to the County Auditor’s Office.”

Failure to ensure that manual receipt copies are sent to the County Auditor’s Office could result in [lie
misstatement of collections and/or loss of County funds.

Itecommendation:
Management should ensure that a copy of all manual receipts issued be sent to the County Auditor’s Office on
a monthly basis.

Observation No. 2:
Cameras are installed in the area where cash is receipted and safeguarded; hoever, a notice stating “this area is
being monitored by a security camera” was tiot posted at the entrance of the area being monitored. According to
staff they were not aware that a notice needed to be posted. The notice was posted by staff immediately after they
were notified by the County Auditor’s Office.

The County Auditor’s Office requires that a notice stating that an area is being monitored by a security camera be be
posted at the entrance to the area being monitored.

Failure to ensure that the required notice is posted increases the risk of loss or misuse of County Rinds.

Recoin men cia tion:
Management should ensure that a notice stating “this area is being monitored by a security camera” is placed in the
entrance of the area being monitored by cameras.

Please provide written management responses to the observations noted above by October 14, 2016. In addition,
management should develop and implement procedures for the handling of cash and cash equivalent transactions and
provide a copy to the County Auditor’s Office by October 14, 2016. These procedures should include, at a
minimum, the following:

a. An office organizational chart;
b. Location of cash collection points;
c. Types of collections made by each cash collection point:
d, A list of those positions involved with the handling of cash, a description of their duties, and

description of how segregation of duties will be maintained;
e, A complete start to finish description of the following:

I. Process for accounting and safeguarding of the change fund, if any:
2. Process for safeguarding cash until it is deposited;
3. Process for accounting and safeguarding mail-in payments;
4. Process for reconciling collections, including frequency of reconciliation;
5. Bookkeeping system used, and how it is maintained; and
6. Computer hardware and software used:

f List oldie reports prepared/generated for the collection and the reporting of funds, including procedures
for preparing the reports, who the reports should be submitted to, and when the reports are due:

g. A schedule of how often deposits will be made; and
h. Copies of any related forms/reports.
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1-Innorable Jose NI. Flores
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We would like to express our sincere appreciation to you and your staff for the courtesy, cooperation, and
assistance provided to us during the cash count. Ifyou have any questions regarding this cash count or would like
to schedule a meeting to discuss this cash count, please contact Ricardo Nunez, Internal Auditor I, at 956- 318-
25 II, ext. 4644, Letty Chavez, Compliance Audit Supervisor, at ext. 4651, Arcy B. Duran, CPA, Director of
Audit, at ext. 4645, or me at ext. 4604.

Respectftilly,

/ ay fracio, CPA

/ Coit Auditor

7’ cc: Valde Guerra. County Executive Officer
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COUNTY HIDALGO
HIDALGO COUNTY AUDITOR’S OFFICE/I
Hidalgo County Administration Bulldkf
2808 South Business Highway 281
Edinburg Texas 78539-6243
PHONE: (956) 318-2511
FAX: (956) 318-2577
WEBSITE: wwweo.hidalpo.&us/auditor

September 28, 2015

Ms. Angie Z. Chapa, Law Librarian
Hidalgo County Law Library
100 N. Closner Blvd.
Edinhurg, Texas 78539

Re: Cash Count
Audit No. 2016-61

Dear Ms. Chapa:

We conducted a surprise cash count of the cash held at your office on September 21. 2016, as required by Local
Government Code § 115.0035. The objective of the cash count was to determine whether total cash on hand
reconciled to the total receipts issued for the day up to the time of the cash count and the approved change [hod.

Scope:
The scope of our review was limited to a count of the cash on hand as of the time of the cash count. Our
review was not designed nor intended to be a detailed study of every relevant control system, procedure. or
Iransaction. Accordingly, the opportunities for improvement presented in this report may not be all-inclusive
of areas where improvements could be made.

The responsibility for establishing and maintaining a sound internal control system rests ith management.
The objectives of an internal control system are to provide management with reasonable, but not absolute.
assurance that assets are safeguarded against loss from unauthorized use or theft, and that transactions are
executed in accordance with management’s authorization and recorded properly

As part of our procedures, we verified that cash on hand agreed to the total receipts issued up to the time of the
cash count. We also reviewed the internal control structure in order to verify that cash on hand was
safeguarded against loss from unauthorized use and that only authorized transactions were executed, recorded,
and reported in accordance with applicable laws and procedures. The internal controls reviewed during our
walkthrough included but were not limited to the following: custody of cash. use of locked cash drawers.
proper authorization of voided transactions, and segregation of duties.

Conclusion:
Total cash on hand at the time of the cash count was $60.50. Based on the results of our review, we have
concluded that total cash on hand did reconcile to the total receipts issued for the day up to the time of the cash
cotint and the approved change fund of $300.00; however, we noted that the system of internal controls for the
collection and safeguarding of cash requires improvement as noted in the following observations,

Observation No. 1:
We noted during our review that segregation of duties over the collection and recording of cash requires
improvement. In addition, compensating controls to cover the lack of basic internal controls have not been
implemented. The Law Librarian performs the following incompatible duties:

o Custody: Receives collections, issues receipts, balances receipts issued to cash on hand,
maintains a cash drawer, and has access to inventory of unused receipts

o Recording: Accounts for numerical sequence of cash receipts and prepares monthly reports
o Authorization: Approves the monthly report and verifies that voided original receipts are kept and

reviewed
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Ms. Angie Chapa
September 28, 2016
Pagc2of2

The responsibility for sound internal controls rests with management. Segregation of duties is a basic. key
internal control in any organization. Seuregation of duties prevents one individual from performing a
transaction from beginning to end. In addition, it provides an individual with the opportunity to catch an error
before a transaction is fully executed. Duties that should be segregated include: custody of assets, recording
transactions, and authorization. The individual responsible for receiving collections, issuing receipts, balancing
receipts issued to cash on hand, maintaining the cash drawer, and having access to the inventory of unused
receipts should be different from the individual responsible for accounting for numerical sequence ofcash
receipts and preparing the monthly report. In addition, the individual responsible for the responsibilities
previously noted should be different than the individual responsible for approving the monthly report and
verifying that voided original receipts are kept and reviewed.

Maintaining segregation of duties is especially challenging for units with a small number of employees. In these
cases, it is important that management institute compensating controls to cover for the lack of a basic control. In an
environment with limited numbers of clerical and administrative personnel, management needs to be involved in
documenting, reviewing, and approving transactions, reports, and reconciliations. Adequate and timely supervision
is especially important in small departments, where limited personnel may inhibit a thorough segregation of duties.

Formal monitoring procedures have not been developed and implemented to ensure that incompatible duties are
adequately segregated or that compensating controls are implemented. Failure to have adequate segregation of
duties increases the risk of loss or misuse of County revenues.

Recommendation:
Management should develop and implement formal monitoring procedures to ensure that incompatible duties are
adequately segregated such as those noted above. If incompatible duties cannot be adequately segregated,
management should ensure that compensating controls are implemented.

We would like to express our sincere appreciation to you and your staff for the courtesy, cooperation, and assistance
provided to us during the cash count.

If you have any questions or would like to schedule a meeting to discuss this surprise cash count, please contact Letty
Chavez. Compliance Audit Supervisor, at 318-2511 ext. 4651, Arcy B. Duran, CPA. Director of Audit. at ext. 1645.
Linda Fong. First Assistant County Auditor, at ext. $668 or me at ext. 460$.

Tracio, CPA
ALiditor

Guerra, County Executive Officer
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COUNTY
HIDALGO COUNTYAUDITOR’S QFFIQV
Hidalgo County Administration Buik%fl’g
2808 South Business Highway 281
Edinburg, Texas 78539-6243
PHONE: (956) 318-2511
FAX: (956) 318-2577
WEBSITE: www.co.hidalgo.tx.uslauditor

September 30, 2016

Mr. Eduardo Olivarez, Chief Administrative Officer
Hidalgo County Health and Human Senices Department
1304 S. 25” Street
Edinburg, Texas 78539

Ref: Cash Count
Report No. 20)6-545

Dear Mr. Olivarez:

We conducted a surprise cash count of the cash held at the Pharr Health Clinic on September 7,2016 as
required by Local Government Code §115.0035. The objective of the cash count was to detennine whether
Iota) cash on hand reconciled to the iotal receipts issued for the day up to the time of the cash count and the
approved change fund.

Scope:
The scope of our review was limited to a count of the cash on hand as of the time of the cash count. Our
review was not designed nor intended to be a detailed study of every relevant control system, procedure, or
transaction. Accordingly, the opportunities for improvement presented in this report may not be all-inclusive
of areas where improvements could he made.

The responsibility for establishing and maintaining a sound internal control system rests with management.
The objectives of an internal control system are to provide management with reasonable, but not absolute,
assurance that assets are safeguarded against loss from unauthorized use or theft, and that transactions are
executed in accordance with management’s authorization and recorded properly.

As pan of our procedures, we verified that cash on hand aureed to the total receipts issued up to the time of the
cash count. We also reviewed the internal control structure in order to verify that cash on hand was
safeguarded against loss from unauthorized use and that only authorized transactions were executed, recorded,
and reported in accordance with applicable laws and procedures. The internal controls reviewed during our
walkthrough included, but were not li,nited to, the following: custody of cash, use of locked cash drawers.
proper authorization of voided transactions, and segregation of duties.

Conclusion:
Total cash on hand at the time of the cash count was S200.00. Based on the results of our review, we have
concluded that total cash on hand did reconcile to the total receipts issued for the day up to the time of the cash
count and the approved change find of 525.00. 1-lowever. we noted that the system of internal controls for the
collection and safeguarding of cash requires improvement as noted in the following obsenations.

Observation No. 1:
We noted during our review that although security cameras are located in the lobby area and outside of the
backdoor, security cameras have not been installed where cash is received and safeguarded. According to staff
security cameras have not been installed where cash is received and safeguarded due to budgetary’ constraints.

JESSE CCNTRERAS
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Mr. Eduardo OIi arc
Scptcnibcr 30, 2016
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The County Auditor’s Office recommends that security alarms and security cameras be installed in areas where
cash collections and receipts are received and safeguarded. Camera images must be stored on the type of
media (e.g., digital recording box, tape, DVD. etc.) and retained for the period of time recommended by the
Information Technology Department. If. however, the camera images are part of an ongoing investigation,
they must he retained for the period of time determined by the investigating agency. Furthermore, a notice
stating that an area is being monitored by a security catnera must be posted at the entrance to the area being
monitored.

Failure to utilize security cameras where cash collections are received and safeguarded increases the risk of
loss or misuse of County finds.

Recommendation:
Management should ensure that security cameras are installed and utilized where cash is receipted and
safeguarded. Management should contact the Department of Budget and ManageTnent to request funding
assistance to purchase the security cameras.

Observation No. 2:
We noted during our review that when transporting the cash deposit to the bank, the key to the cash bag is
taken by the employee responsible for making the deposit. According to staff, the key is taken by the
employee to verify that the validated deposit slip corresponds to the amount being deposited. Furthermore,
staff has not been infonned by the Central Office that procedures need to be changed.

The County Auditor’s Office requires that cash be secured in a locked cash bag when transporting deposits to
the bank or County Treasurers Office, as applicable. The courier should exercise caution when transporting
deposits by not taking the key to the cash bag with them and by varying the time and the route taken.

Failure to ensure that the employee making the deposit does not lake the key to the cash bag when transporting
the cash deposit to the bank may result in the loss or misuse of County finds.

Reconi mcn dittion:
Management should ensure that the employee making the deposit does not take the key to the cash bag when
transporting the cash deposit to the bank. Furthermore, staff can request to view the validated deposit slip prior
to the cash being locked by the bank teller.

Observation No.3:
We noted during our review that fees are waived by the RN Supervisor (for immunizations only), if funds are not
available to provide correct change. In addition, ifa check payment is received for less than the amount due, staff
will waive the retnaining balance.

The County Auditors Office requires that individuals make payment of all fees at the time sen-ices are
rendered, with the exception of individuals that are deemed indigent, based on the Hidalgo County Health and
Human Services Department “Income Guidelines and Schedule of Charges-Sliding Fee Schedule”. In
addition. a change fund in the amount necessary to maintain an etThctive cash handling operation should be
maintained and utilized for making the appropriate change when necessary.

Failure to ensure that individuals make payment of all fees at the time services are rendered and that a change
fund, in the amountnecessary to maintain an effective cash handling operation, is maintained tnay result in the
loss or misuse of county finds.

Recommendation:
Management should ensure that individuals [flake payment of all fees at the time services are rendered and that
a change fund, in the amount necessary to maintain an effective cash handling operation, is maintained.
Furthermore. management should continue to monitor the adequacy of the change fund amount and request an
increase if needed. In addition, the cashier should request the payer to correct the check subtnitted for payment
if amount written is incorrect.
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Mr. Eduardo Olkart!
September 30,2016
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Observation No.4:
We noted during our review that segregation of duties over the handling of cash requires improvement. Tile
Clerk Manager and three of the Clerk H positions perfonn the following incompatible duties;

o Custody: Receive collections, issue receipts, balance copies of receipts against the cash
drawer, maintain a cash drawer, prepare bank deposits, and have access to the
inventory of unused cash receipts

o Recording: Account for numerical sequence of cash receipts, maintain inventory log of unused
cash receipts. and prepare repons of cash received

o Authorization: Verify that voided original receipts are kept and reviewed

According to staff, segregation of duties is difficult to iTnplement due to limited staff; however, staff alternates
responsibilities on a daily basis depending on staTs time schedule for the day.

The responsibility for sound internal controls rests with management. Segregation of duties is a basic, key
internal control in any organization. Searegation of duties prevents one individual from perfonning a
transaction from beginning to end. In addition, it provides an individual with the opponunity to catch an error
before a transaction is fully executed. Duties that should be seuregated include: custody of assets, recording
transactions, and authorization. The individual responsible for receiving collections, issuing receipts,
balancing copies of receipts against the cash drawer, maintaining a cash drawer, preparing bank deposits, and
having access to inventory of unused cash receipts should be different from the individual responsible for
accounting for the numerical sequence of cash receipts, maintaining inventory log of unused cash receipts, and
preparing reports of cash received. In addition, the individuals noted above should be different from the
individual responsible for verifying that voided original receipts are kept and reviewed.

Maintaining segregation of duties is especially challenging for units with a small number of employees. In
these cases, it is important that management institute compensating controls to cover for the lack of a basic
control. In an environment with limited numbers of clerical and administrative personnel, management needs
to be involved in documenting, reviewing, and approving transactions, reports, and reconciliations. Adequate
and timely supervision is especially important in small departments. where limited personnel may inhibit a
thorough segregation of duties.

Failure to ensure that incompatible duties are adequately segregated or that compensating controls are
implemented increases the risk of loss or misuse of County funds.

Re comm end a ti on:
Management should ensure that incompatible duties are adequately seeregaced, such as those noted above. If
incompatible duties cannol be adequately segregated. management should ensure that compensating controls
are implemented.

Observation No.5:
A schedule of auihonzed fees was not posted in a conspicuous location for the public’s view. According to
staff, staff has been instructed not to post the fee schedule.

The County Auditor’s Office requires that a schedule of authorized fees be posted in a conspicuous location for
the public to see. The schedule sets forth those fees to be charged by the County pursuant to state statues and
Commissioners Court approval.

Failure to post the required schedule increases the risk of loss or misuse of Counn’ funds.

Recommendation:
Management should ensure that a schedule of authorized fees is posted in a conspicuous location for the
public’s view.

Please provide written management responses to the obsenations noted above by October 21, 2016.

In addition, information regarding the items listed below was previously provided to our office. Please provide
any updated procedures, if applicable, by October 21,2016.
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a. An office organizational chart;
b. Location of cash collection points;
c. Types of collections made by each cash collection point;
d. A list of those positions involved with the handling of cash, a description of their duties, and

description of how segregation of duties will be maintained;
e. A complete start to finish description of the following:

I. Process for accounting and safeguarding of the change fund, if any;
2. Process for safeguarding cash until it is deposited;
3. Process for accounting and safeguarding mail-in payments;
4. Process for reconciling collections, including frequency of reconciliation:
5. Bookkeeping system used, and how it is maintained: and
6. Computer hardware and software used;

F. List of the reports preparedenerated for the collection and the reporting of finds, including
procedures for preparing the reports, who the reports should be submitted to. and when the reports are
due;

g. A schedule of how often deposits will be made; and
h. Copies of any related fonns/repons.

We would like to express our sincere appreciation to you and your staff for the courtesy, cooperation, and
assistance provided to us during the cash count. If you have any questions regarding this cash count or would
like to schedule a meeting to discuss this cash count, please contact Grieelda Quintero, Internal Auditor I, at
(956)318-2511, ext. 4643, Yvonne Torres, Revenue Audit Supervisor, at ext. 4642. Arcy B. Duran, CPA,
Director of Audit, at ext. 4645, or me at ext. 4601.

Respectfully,

.1

R/y Ejacio, CPA
Auditor

/ ce:ir. Valde Guerra, County Executive Officer

/
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