McLENNAN COUNTY, TEXAS

REPORT ON
CONTROLS PLACED IN OPERATION

AS OF
JULY 31, 2013



MCLENNAN COUNTY, TEXAS
REPORT ON CONTROLS PLACED IN OPERATION
TABLE OF CONTENTS

JULY 31, 2013

Page
Number

Independent Service AUdItOr’S REPOI........c.coviiiiiiiieiie e s 1-2
McLennan CoUNtY’S ASSEITION .......c.eeuiieeiiieieiie st see e e et sre e te e reesae e sreeeeanes 3-4
Description of the System Provided by McLennan County:

OVEIVIEW OF SYSEEIM ...ttt sb et b b enes 4-6

Control Objectives and Related CoNtrols ..........cooviiriieiiiienieece e 7-9

McLennan County Organizational Chart............cccocoieiiiniiei e 10

Flowchart Hlustrations of the SYStem ... 11-22



P

PATTILLO, BROWN & HILL, L.L.pr.

CERTIFIED PUBLIC ACCOUNTANTS MBUSINESS CONSULTANTS

INDEPENDENT SERVICE AUDITOR’S REPORT ON A
DESCRIPTION OF A SERVICE ORGANIZATION’S SYSTEM
AND THE SUITABILITY OF THE DESIGN OF CONTROLS

To the Honorable County Judge and
Commissioners Court
McLennan County, Texas

Scope

We have examined McLennan County’s description of its ad valorem tax collection system for
processing user entities’” transactions as of July 31, 2013, and the suitability of the design of controls to
achieve the related control objectives stated in the description.

Service Organization’s Responsibilities

On page 3 of this report, the County has provided an assertion about the fairness of the
presentation of the description and suitability of the design of the controls to achieve the related control
objectives stated in the description. The County is responsible for preparing the description and for its
assertion, including the completeness, accuracy, and method of presentation of the description and the
assertion, providing the services covered by the description, specifying the control objectives and stating
them in the description, identifying the risks that threaten the achievement of the control objectives,
selecting the criteria, and designing, implementing, and documenting controls to achieve the related
control objectives stated in the description.

Service Auditor’s Responsibilities

Our responsibility is to express an opinion on the fairness of the presentation of the description
and on the suitability of the design of the controls to achieve the related control objectives stated in the
description, based on our examination. We conducted our examination in accordance with attestation
standards established by the American Institute of Certified Public Accountants. Those standards require
that we plan and perform our examination to obtain reasonable assurance, in all material respects, about
whether the description is fairly presented and the controls were suitably designed to achieve the related
control objectives stated in the description as of July 31, 2013.
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An examination of a description of a service organization’s system and the suitability of the
design of the service organization’s controls to achieve the related control objectives stated in the
description involves performing procedures to obtain evidence about the fairness of the presentation of
the description of the system and the suitability of the design of the controls to achieve the related
control objectives stated in the description. Our procedures included assessing the risks that the
description is not fairly presented and that the controls were not suitably designed to achieve the related
control objectives stated in the description. An examination engagement of this type also includes
evaluating the overall presentation of the description and the suitability of the control objectives stated
therein, and the suitability of the criteria specified by the service organization and described at page 3.

We did not perform any procedures regarding the operating effectiveness of the controls stated in
the description and, accordingly, do not express an opinion thereon.

We believe that the evidence we obtained is sufficient and appropriate to provide a reasonable
basis for our opinion.

Inherent Limitations

Because of their nature, controls at a service organization may not prevent, or detect and correct,
all errors or omissions in processing user entities’ transactions. The projection to the future of any
evaluation of the fairness of the presentation of the description, or any conclusions about the suitability
of the design of the controls to achieve the related control objectives is subject to the risk that controls at
a service organization may become ineffective or fail.

Opinion

In our opinion, in all material respects, based on the criteria described in McLennan County’s
assertion,

1) the description fairly presents the ad valorem tax collection system that was designed
and implemented as of July 31, 2013, and

2) the controls related to the control objectives stated in the description were suitably
designed to provide reasonable assurance that the control objectives would be
achieved if the controls operated effectively as of July 31, 2013.

Restricted Use

This report is intended solely for the information and use of McLennan County, Texas, user
entities of McLennan County’s ad valorem tax collection system as of July 31, 2013, and the
independent auditors of such user entities, who have a sufficient understanding to consider it, along with
other information including information about controls implemented by user entities themselves, when
obtaining an understanding of user entities information and communication systems relevant to financial
reporting. This report is not intended to be and should not be used by anyone other than these specified
parties.

Tarrillo, Browm & HUL, LLf

Waco, Texas
December 10, 2013



MCLENNAN COUNTY, TEXAS

REPORT ON CONTROLS PLACED IN OPERATION
AS OF JULY 31, 2013

ASSERTION OF MCLENNAN COUNTY

We have prepared the description of McLennan County’s ad valorem tax collection system (the “description”)
for user entities of the system as of July 31, 2013, and their user auditors who have a sufficient understanding
to consider it, along with other information, including information about controls implemented by user entities
of the system themselves when obtaining an understanding of user entities’ information and communication
systems relevant to financial reporting. We confirm, to the best of our knowledge and belief, that:

1) The description fairly presents the ad valorem tax collection system made available to user entities of the
system as of July 31, 2013, for processing user entities’ transactions. The criteria we used in making this
assertion were that the description:

a) presents how the system made available to user entities of the system was designed and implemented
to process relevant transactions, including:

i) the types of services provided, including the classes of transactions processed,;

i) the procedures, within both automated and manual systems, by which services are provided,
including procedures by which those transactions are initiated, authorized, recorded, processed,
corrected as necessary, and transferred to the reports and other information prepared for user
entities of the system;

iii) the related accounting records, supporting information, and specific accounts that are used to
initiate, authorize, record, process, and report transactions; this includes the correction of
incorrect information and how information is transferred to the reports and other information
prepared for user entities of the system;

iv) how the system captures and addresses significant events and conditions, other than transactions;
V) the process used to prepare reports and other information provided to user entities of the system;
vi) the specified control objectives and controls designed to achieve those objectives; and

vii) other aspects of our control environment, risk assessment process, information and
communication systems (including the related business processes), control activities, and
monitoring controls that are relevant to processing and reporting transactions of user entities of
the system.

b) does not omit or distort information relevant to the scope of the ad valorem tax collection system for
processing user entities’ transactions, while acknowledging that the description is prepared to meet the
common needs of a broad range of user entities and their independent auditors and may not, therefore,
include every aspect of the system that each individual user entity of the system and its auditor may
consider important in its own particular environment.

2) The controls related to the control objectives stated in the description were suitably designed as of July 31,
2013, to achieve those control objectives. The criteria we used in making this assertion were that:

a) the risks that threaten the achievement of the control objectives stated in the description have been
identified by us.

b) the controls identified in the description would, if operating as described, provide reasonable assurance
that those risks would not prevent the control objectives stated in the description from being achieved.



MCLENNAN COUNTY, TEXAS

REPORT ON CONTROLS PLACED IN OPERATION
AS OF JULY 31, 2013

DESCRIPTION OF THE SYSTEM PROVIDED BY MCLENNAN COUNTY

Overview of Operations

The Tax Assessor-Collector’s office of McLennan County is located in Waco, Texas and provides taxation
and collection of ad valorem tax for taxing entities in McLennan County. The office issues all tax
statements to tax payers and receives all payments before submitting receipts to taxing entities. This
description addresses only those controls related to the processing of ad valorem taxes.

RELEVANT ASPECTS OF THE CONTROL ENVIRONMENT, RISK ASSESSMENT, AND
MONITORING

Control Environment

Organizational Structure

Operations are under the control of the Tax Assessor-Collector and ultimately the County voters. Set
forth in Exhibit 1 is the organization chart for McLennan County dated July 31, 2013. The taxation and
collection of ad valorem taxes are an integral part of the Tax Assessor-Collector’s office, which is
overseen by the Tax Assessor-Collector. The organizational chart for this office is presented in
Schedule B.

Management Control

Taxpayer billing activities are conducted in accordance with policy and procedure guidelines that are
periodically reviewed and updated. The Tax Assessor-Collector’s office maintains procedure guidelines
in flow chart form. These charts are updated on an annual basis.

Controls Related to Personnel

McLennan County and the Tax office have formal hiring practices designed to ensure that new
employees are qualified for their job responsibilities. Hiring policies include requiring that employees
have minimum education and job experience requirements, obtaining statements from references and
verifying necessary licensing and educational credentials.

Training of personnel is accomplished through supervised on-the-job training. Supervisory personnel are
responsible for encouraging the training and development of employees so that all personnel continue to
qualify for their functional responsibilities. Department heads attend yearly seminars for ad valorem tax
law and software updates. They then pass on the information to the appropriate personnel through staff
meetings.

Formal performance appraisals are conducted on an annual basis. Employees are evaluated on objective
criteria based on performance.



Internal Audit

The Tax office’s activities are monitored by an internal auditor that reports directly to the County
Auditor. The internal audit function is designed to evaluate compliance with the Tax office’s controls
and the laws and regulations to which it is subject. The internal audit function also addresses the
soundness and adequacy of accounting, operating and administrative controls. Formal reports of audit
findings are prepared and submitted to the County Auditor.

Risk Assessment

The TAC office has placed into operation a risk assessment process to identify and manage risks that could
affect the TAC office’s ability to provide reliable tax assessing and collecting for user organizations. The
process requires management to identify significant risks and to implement appropriate measures to address
those risks. This process has identified risks resulting from the nature of the services the TAC office
provides and management has implemented various measures to manage those risks.

Monitoring
The Tax Assessor-Collector and supervisory personnel monitor the quality of internal control performance
as a routine part of their activities. Management measures the results of the various processes involved in
providing tax assessing and collecting to user organizations. Reports are generated that identify:

e Total collections by cashier per day;

e Receivable balances by year by user organization;

e Comparisons of cash receipts to deposits;

e Comparisons of deposits to disbursements to user organizations; and

e Comparisons of total accounts taxed to accounts with levies to insure all taxpayers are
issued statements.

INFORMATION AND COMMUNICATION

Information Systems

Processing Environment

The Tax office uses ACT software for all transactions related to the assessing and collection of taxes and
the subsequent disbursements to the user entities.

Information Security
Information security encompasses those controls that prevent and detect unauthorized access to

application programs. Each staff person is assigned a log-in that limits their access to areas of the
software that are applicable to their duties.



Data Security
Backups of data are performed nightly using an offsite data facility that is connected to the
Department’s server. From the data facility, a weekly tape is made that is sent to an offsite data storage
facility and maintained for one year.

Communication

The Tax office has implemented various methods of communication to ensure that all employees understand
their individual roles and responsibilities over transaction processing and controls, and to ensure that
significant events are communicated in a timely manner. These methods include orientation and training
programs for newly hired employees and periodic staff meetings as appropriate. Every employee has a
written position description and a responsibility to communicate significant issues and exceptions to an
appropriate higher level of authority within the organization in a timely manner.



Control Objective #1

Controls provide reasonable assurance that property values are received from authorized sources and that
taxable values and assessed taxes are accurately computed.

McL ennan County's Controls

Property values are certified by the Appraisal District no later than July 25. The Tax office
receives the certified values from McLennan, Bell, Falls, Bosque, Hill, Coryell and Limestone
Appraisal Districts along with the associated taxable value report information via compact disc,
email or the Tax office’s File Transfer Protocol (FTP) site.

Once the data file for the tax roll has been uploaded to the Appraisal and Collections Technologies
(ACT) system the Chief Deputy verifies that the numbers in the original tax roll submissions from
the different appraisal districts match the data uploaded to ACT.

After the tax rate is adopted, each entity returns its Tax Rate Adoption Form or the actual tax
ordinance to the Tax office. The Chief Deputy and Deputy Clerk enter the new rate into ACT. The
Chief Deputy, Assistant Chief Deputy and Deputy Clerk review all rates entered into ACT for
accuracy.

Once this information is verified, a sample of statements is pulled. The Chief Deputy and
Assistant Chief Deputy review these statements, calculating tax amounts checking for accuracy.

Control Objective #2

Controls provide reasonable assurance that customers are billed accurately, completely, and in a timely
manner.

McLennan County's Controls

The printer sends 500 sample statements to the Tax Office, and the Chief Deputy and Assistant
Chief Deputy verify the accuracy of account information and amounts appearing on the
statements.

The Chief Deputy or Assistant Chief Deputy e-mails the printer to approve production and
distribution of the tax statements.

The printer sends a count report to the Tax Office. The report indicates the number of statements
mailed to the taxpayers and it is compared to the total statement batches in the ACT system.



Control Objective #3

Controls provide reasonable assurance that the accounting records completely reflect the amounts
collected and that all collections are deposited in the bank in a timely manner.

McL ennan County's Controls

e The Tax office collects payments via mail, internet, and in person. Methods of payment include
cash, check, money order, and credit card. The clerk collects the payment and posts it to the
customer’s balance. Partial payments are accepted. The clerk must differentiate between payment
types (cash, checks, credit/debit card, money order, etc.) when recording the transaction.

e Only a supervisor has the ability to void a transaction. The supervisor that voided the transaction
initials the receipt along with the clerk’s initials. A new receipt is printed for the customer to keep.

e The Deposit Proof Summary, which printed at the end of each day and used to reconcile the
clerk’s drawer, automatically prints the number of voids for the day, the total void amount, and the
amount per type of transaction.

e At the end of the day, each clerk must balance his/her checks and cash receipts to their daily
deposit summary and create a deposit slip for their drawer. Deposit summaries display separate
amounts for each payment type. Deposit summaries also indicate the number and amount of
voided receipts.

o After all clerks and cashiers have balanced their reports, a supervisor recounts all the cash the
clerks collected to verify the accuracy. The supervisor will then initial their recount on the deposit
slip.

e All deposits are placed in a sealed plastic bank bag, which is kept in the safe until picked up by an
armored-truck courier.

e Each day a supervisor prints a Deposit Status Report for all collections from the previous day to
verify that all the deposits were received and deposited.



Control Objective #4

Controls provide reasonable assurance that customer refunds include only those amounts for which the
Tax office has a legitimate obligation.

McL ennan County's Controls

When a customer initially overpays an account, the excess amount is deposited into a Tax
Disbursement account.

The Head Bookkeeper generates a Refunds Due report and a refund request letter is sent to
taxpayers. The refund request must be signed and returned before refund checks are generated.
Refunds generated due to appraisal supplements do not require a refund request.

The Assistant Bookkeeper prints refund checks and forwards the checks and supporting
documentation to the authorized signatories of the checking account.

The Tax Assessor/Collector, the Chief Deputy, the Assistant Chief Deputy, and one Bookkeeper
are the authorized signatories. Checks require two signatures.

Control Objective #5

Controls provide reasonable assurance that collections are distributed to taxing entities accurately,
completely, and in a timely manner, and that the collection reports made available to those entities are
accurate and complete.

McL ennan County's Controls

Funds are distributed to entities daily through direct deposit or a check. Distributions are
processed by the Accounting Department.

Once the direct deposits have been completed, a confirmation report is printed from the bank’s
website and given to the Chief Deputy Clerk along with the supporting documentation for review.

After reviewing the direct deposit documents, the Chief Deputy as well as the Assistant Chief
Deputy initials to verify the deposits were made accurately.

The Chief Deputy is the only employee authorized to enter or change any bank accounts involved
in the direct deposit process.
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and CUTLAY
DISTRICTS ('

YING APPRAYISAL
7 Othar Entities)

COUNTY
ASSESSOR~
COLLECTOR'S OFFICE

TAX

INQUIRY,
MAINTENANCE

&
TRANSACTION
ENTRY
CAPRBILITIES

MCLENNAN COUNTY, TEXAS

TAX ASSESSOR-COLLECTOR'S OFFICE
ENTITY RELATIONSHIPS IN TAX ASSESSMENT

COLLECTION PROCESS

AS OF JULY 31, 2013

A,
(Software Support Company)

COMPUTER
INTERACTION
CAPABALITIES
{See Note 1)

SCHEDULE A

LOWEST BEST
(CONTRACTOR FOR PRINTING AND
MAILING OF TAX STATEMENTS)

A

TAX
STATEMENT

PAXPAYER

DELINQUENT TAX ATTORNEYS

¥IRM A

REPRESENTS ALL ENTITIES NOT
HANDLED BY FIRM B

REPRESENTS 11 ENTITIES,
INCLUDING THE CITY OF WACO

FIFRM B

AND WACO ISD

*IRM A has in

$OTE 1 - The intexactive capabiblities of each law firm are as follows:

chity capabalities and the ability to and does e
suit flags on.,

The suit flags cause the system to ad
in the form of attou

FIRM B has only inguiry capabilities.

suit flags for them.

ney fees.
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TAX
COLLECTION
LETTER

nter notes in the system concerning tax suits and can tucn the
d 15%-~20% to the amount due from the taxpayer

They send the tax office a list of taxpayers in tax suits, and who turn on the



MCLENNAN COUNTY, TEXAS

TAX ASSESSOR-COLLECTOR'S OFFICE SCHEDOLE B

TAX OFFICE ORGANIZATION CHART

AS OF JULY 31, 2013

TAX
ASSESSOR~-COLLECTORY

CHIEE DERITY **

PRIMARY FOUNCTIONS
1. Vehicle t.n\mut:ozy tax,

statapant mailing.

4. Procoasas delingquent
attorney, shaxiff, and
rasale procasds.

Deputy Clerk Asst. Chiaf Deputy

PRIMARY FUNCTIONS
1. Initiates all ocutgoing

PRIMARY FUNCTIONS

correspondence

L. Reve:napa!megns on 2. Desie boeh ait probles
‘i’::‘é:ﬁ: rebill 3. ;uporvi.us 211 Tax .

2. Perfoxm tax rate departnent personne.
calculations for all 4. Lisson between Tax
entities Dapaxrrment and

3. Perform duties of s Commissionexs Court
@ail clerk in her . BAnswers switchboaxd
absenae €. Processes the Appraisal

roll Joad and
statemants for mailing

{ !

ACCOUNTING DPT. MATX, ROCM COLLECTIONS DPT. EASY PHMT YE-Z" RESEARCH
Accounting Supervisor Mail Clerk/ supexv.i.lar of E~2 Payment Supervisor | -e---- “
Senior Deputy Asst. Chiel Deputy lections E«% Payment Clexk

-“nl ections Clexk A Senior Deputy/E-2
PRIMARY FUNCTIONS Collecticns Clerk B Payment
PRIMARY FUNCTIONS Collections Clerk €

1.0pens, soxts & distri- PRIMARY FUNCTIONS PRIMARY FONCTIONS

1.Run computer trans-
action reports

2.Txansfer funds col-
lected to appropriate
entities

3.Receive formula fee
from parcicipating
entities

4.Prepars monthly reports
for Auditers office

5.Prepaxre roports as
Tequested by cach
entity

§.vehicle {nventory tax,
ruceives yearly declar~
atfons and monthly
sales reports

7.Reports credit card
cransactions to colle-
ction dept. for pro-
cesging

butes incoming mall
2.Applies postage & seals
outgoing mail

1.AL) payments by cash ox
payments with some
discrepancies

2.Handle all payments
made at the counter

3.Answayr inquiries fxom
taxpayers on phone or
in person

4.Bach clerk malintains

own cash drawexr, Gounts
cash, balances and
prepares deposit esach
day

l.Applicacion of “easy
pnts. (i.e. payments by
check, with the goupon
and no dicrepancies).

2.Proceas chauges from
tha Appraisal Distriet

3. Pexrfoxm ressaxch for
taxpayers via phone or
in person

4.Assiat public in use of
the public access CRT's

.

* The 'ta'x Assessor-Collector is bonded for $200,000 (5108,000 Governor's State Boud plus $100,000 McLennan County Judge's County Bond).

** In the Absence of the Tax Assessor-Collector, the Chief Deputy assumes the role and acts in tho)capac.zcv of the Tax Assessor-~Collector

whexe allewed by law. The Chief Deputy is bonded and all other tax affice employees are not b

Policy, iimited to $20,000 per océurrence.

«%v In the absence of the Chisf Deputy, the Assistant Chief Deputy assumes the role and acts in the capacity of the Chief Deputy.
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MCLENNAN COUNTY, TEXAS
OFFICE OF THE COUNTY TAX ASSESSOR-COLLECTOR
SCHEDULE €
OVERVIEW OF DOCUMENTATION FLOW FROM COLLECTION TO
DISTRIBUTION TO ENTITIES

AS OF JULY 31,2013

Malli-ins Walk-ins

Mail Room

Coupen and
chu:k’ Hatch

Collections

EZ Payment Dopt Department.

From Schedule
b-8

Via Courdex

Collections
Depaxtment
Supervisor

Remote
Checks Peposit

Reports

Accounting
Department

Taxing Delinquent Tox Rusessor-
Entities Tax Collector
Attorneys Fee Account
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MCLENNAN COUNTY, TEXAS
OFFICE OF THE COUNTY TAX ASSESSOR-COLLECTOR

SCHEDULE D-1
CASH RECEIPTS PROCESSING
MAIL ROOM PROCEDURES
AS OF JULY 31, 2013
PRERPORMED
Mail received
in
mail room
Open mail with the
letter opening
machine.
VALY CLERK
&
EZ PAYMENT h 4
Review contents of
.- each envelope
. I
"
Are §he 70
envelo]
” contents for Autemebile
the automobile Department
v depaxtment
"
v
Bebit Mamo
"
Does the Yes =
- envelope contain & S g : TO O]
returned check and €K B
a debit to the
v checking acct
o
.
v Coxxespon~
dence
Poes the
A envelope contain » Yes
paymerl\t. f(;r a ar"‘:c > /_\....._._> TO SCHEDLLE
revicusly ret " ©
v pby the b%nk
"
"
"
v
Have approx
. and & watching 100 vemittances
aok nc:h\xzu).g:dhin A
? s s < COPIRRR Note: The system
" dmitation is
200 payments per
batch, but the tax
h office keeps the
batches at approx
100 for ease in
L4 Opened Envelope handling
o Run an adding
machine
Coupon, etc tape of the checks ¢
o one of the coupons.
EZ PYMT Match tape totals.
CLERK

TO SCHEDULE
-3

Covpon

TO SCHEDULE
p~2

TO SCHEDULE
[-BF3
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MCLENNAN COUNTY, TEXAS
OFFICE OF THE COUNTY TAX ASSESSOR-COLLECTOR

CASH RECEIPTS PROCESSING
EZ PAYMENT DEPARTMENT PROCEDURES

AS OF JULY 31, 2013

SCHEDULE D-2

-6

PERFORMED
BY 2 RANMERYYT DR .
FROM
scHEDULE
Be3 Post-marked
envelopes
from
mail-ins
w Input coupons in TN
the batch with \—’/
coupon bar code scanner
» or, if . A.?T‘
- nacessary, 1 Soft-
key in the batch wWare
Tot through the
ve keyboard. \__/
.
. )
Print hard- A.C.T.
regquest a copy ipt > soft-
v recelipt fyom system Ware
? for maliling
" ‘ N
. Receipt
To mail reom
clysten | for mailing
" to taxpayer
v
v
Coupons bavches
4 post-marked
- Coupon maia-dn
ansvelopes axe
2 filed fox
" reguiced
xetention pariecd
A
FROM
soneouns | €
D1 Post Marked
enveloped
fixom wmail ~
ina
E%Z PAVMENT TN
" S— tk
ve
Tot
v ~ At?:h
daposit
" for bank
. ¥
Match deposit
v control screen
to tape of
" checks TO
Schedule
l -4
.
"
Investi~ | Yes /Error No
gate & jd—— / Detected
" correct ?
E2 PAYMENT Y
5 Print "Deposit »
Proof" report Peposit
v using tha Proof
Deposit 17O SCHEDULE
Contxol Screen \/\ i DS
" /" beposit
Copy From
Slip Bank
Validated
A 4
*F* | 90 SCHEDULE
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MCLENNAN COUNTY, TEXAS
OFFICE OF THE COUNTY TAX ASSESSOR-COLLECTOR

o SCHEDULE D-3
CASH RECEIPTS PROCESSING
COLLECTIONS DEPARTMENT PROCEDURES = MAIL-INS
AS OF JULY 31, 2013
Forformed
By COLIECTIONS DEPARTMENT
From
mon
delinquent
;c::ww tax attornays
Motas e | e
"wa‘lﬂns“ ! Note: If texes are in
are d i | dalinqguent status, 15%-20%
{ on the next | of the tax is due as &
Opened Envelope fletter, svit delinguent attornsy fee,
L Page e ocumentation If this is {ncluded in the
lete. ofeen I payment, it is applied ss
Ioupon, ete H such., If it i3 not in-
1 | eluded, “a balance due exists
cx H on the taxes for the said
ck i | tract of land, Some taxpsyers
: send their payments to the
H ‘dellnquun!: tax attorneys {who
H bring it to the tax office) and
: ] soma taxpayers bring the pmt
feeedh dbrectly - to-thdmax office
EPmcs from the mail room
raxe all those except for
tpints by check which pex-
ifectly match the amount
idue and the coupon was in
5the anvelope. :
SUPERVISOR
oF
o <
d
COLL documentation
CLERK A and reseaxch as nec-
& cesssaxy. Apply pmt
COLL the system,
CLERK B (See Note 1 at MAXL ROGH
& bottom
COLL of paga)
CLERK C
Recoxd
Returned
" returned Herewith Lttr
> em on »
returned
"
Complete a “re~ ek ck
turned hexewith"
N hrough 5& apply letter for the
to this pmt sender & give to
? mall room for
" mailing.
"
"
"
"
be Enter payment in
payment. the system .
. ests no, 2 To
and 4 apply Notu: entries in Refund
to this pmt the collection Processing
- ? deportment axe
on=-line/real-time
"
"
“
Do
payment
" ests no. 3
and X apply Enter payment in
" o th%a Pt the system .
"
“
Pxint hacd- Receipt T{o man“r:am
copy 3, oY 104 ne
" Lrom system g G:,ﬁ:md to taxpayer
for matling
«
seREDULY
D4
w
No action
required
"
NOTE 1: The payment tests listed below are & d by ref into the £ hart ebove.
BT,
TEST
NO. TEST
1. If payments are /-~ $.01 to ¢/- §1.00 the difference is added to or subtracted from penalty & interest.
2. If payments are over by more than $1,00, the system genexates a rvefund,
3. If payments are undex by more than $1.00, the payment is applied leaving a balance due.
4. Tf the payment is for multiple txacts, with one or more bcln% duplicate payments and one ox more beling valid
payments, the entirc check is entexed inte the system, with the duplicate being refunded by the system,
5. The check is returned to the sender, if any of the following conditions exist:

8. The entire check is a duplicate of prior payments.

b. The payee on the check is incorrect.

€. The check is not aighed.

d. The nature of the check s unidentifisble.

€. The written amount doesn't agrea with the
numerical mmount in the box
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OFFICE OF THE COUNTY TAX ASSESSOR-COLLECTOR

COLLECTIONS DEPARTMENT -~ WALKINS

MCLENNAN COUNTY, TEXAS

CASH RECEIPTS PROCESSING

AS OF JULY 31, 2013

SCHEDULE D-4

ferformed
by

COLIECTIONS DEPARIMENT

15 TONS]

SCHEDULE
D3

FROM
BCREOULE
s

SUPERVISOR

"

ACCOUNTING!
SUPERVISOR

Enter payment in
the system

y

frint h&t.d'

Receipt To Taxpayer

at Countex

copy P
from system
for taxpayer

Print Deposit
Proot report

h 4

System
Genexated

Note:The
Collegtions

business day.

-
]

for deposit :
i

o~

using the
posit
Control acrean

!

Count. cash and
checks in cash
drawex, and

Match cash and
checks to the

subtract change
tfund balance

bt Deposit Proof

Recount. cash,
checks & match

to
deposit proof in
detai)

PESPATS QOPOdit

alip and place

it and the cash
in a bank
security

envelopa/couxier

id # to Deposit
‘ S1ip photocopy:

Give depasit to

Sypervisor of

Collections for
courier

Dep Slip
Validated

Proof Head
Cashier ox
designated

Attach security
envelopa pull-off

foxward to Acentyg

Erom
Schedule
b-2

File gox
Bank

Recon

Deposi! PLOO!

3
by n'ccoununq
Superviser
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MCLENNAN COUNTY, TEXAS
OFFICE OF THE COUNTY TAX ASSESSOR-COLLECTOR
SCHEDULE D-5
CASH RECEIPTS PROCESSING
BANK DEPOSIT PROCEDURES

AS OF JULY 31, 2013

Rexformad
»y COLLECTIONS DERARIMENT
Chacks are remotely deposited
FROM FROM
SCHEDULE
B2 D48
SURERVISOR
OF
corLECTION

Complete courdex
receipt form

with
total cash,

Courler Rept

otal
checks & bag
numbers

Daposit Siip ple Copias
opy

Deposit Slip
Orig

Deposit Slip

Courier Rept

Oxiginal &
Multiple
Coples
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MCLENNAN COUNTY, TEXAS
OFFICE OF THE COUNTY TAX ASSESSOR.COLLECTOR
SCHEDULE D-6
CASH RECEIPTS PROCESSING
ACCOUNTING DEPARTMENT PROCEDURES

AS OF JULY 31, 2013

BY PCCOUNTING DEPARTMENT
FROM FROM
SCHEOULE BCHEDULE
req D2 .
Peposit Proof Deposit Eroof] Rt TC298-3 I
Rpt TC298~E
Dep S14) t PC298-K
N Ropy ™ ot 7C258-D e B
3 i
Validated Validated Rpt. TC299-C L
Rpt. TC299-B “
rﬂou Most \ R
AcCooNTING chacks are 98-R Rpt TC29B~R
SUPERVISOR { depositod | Rpt TCR
| remotaly H \../__.,\
[ I |
ACCOUNTING
CLERK
Match
- Peposit Rpt TC298-K
Proof to
» TC298-A Rpt
. »
"
v
Yas
$3
” Investigate (- Exxors
" Reconclle ?
" No
"
. Rpt TC298-A

ireports TC298-R
" ithrough TC298-E
iaxe varicus extrac-
itions of the same
o b tdatabasue, vain
1digfexont sorts and
Create MS Excel itotaling levels.
worksheet *Daily H
Di sl

from the TC298-D
Report

Calculator tipe
o1 1isting tenative
Daity Pisb. A g

Match tape to
TC298-A, ALflx
tapeto TC298-A

ro
SEREDULE
©-7

Input the
amounts
to be disbursed
via electronic
funds transfer
4nto the Auto
Cash Transfer
software.

v

v

70
b SCHEDULE
o7
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ACCOUNTING DEPARTMENT PROCEDURES - DISBURSEMENT

MCLENNAN COUNTY, TEXAS
OFFICE OF THE COUNTY TAX ASSESSOR-COLLECTOR

CASH RECEIPTS PROCESSING

OF COLLECTIONS FROM ESCROW ACCOUNT

AS OF JULY 31, 2013

SCHEDULE D-7

Mail) checks
to

entities thru
the malleoom

Rpt TC298-A

PEFORMED
BY ACCOUNTING DEPARTMENT
IACCOURTING
| SUPERVISOR i~
BCHEDULE
©-6 Note: Maintenance to the allowable
IACCOUNT ING transferacs names and bank sccount
CLERK A R EETTINN numbers is accessible only by the
4 Ad Valorem Supervisor aftex dual
s pagsword protection is obtained by
ran xans~ both the Tax Office Accountant and
fer instrucions ths Ad Valorem Supsrvisor
. to bank to comp«
ate
Internet transactions
b Securaed ACH and print
transcations reports
detailing the
b transfexa, -—
v -
Genetat'ctﬂ ttach G?ne:ntcd
ons > D, e
3 Dally
v Listing T nisting to —
Cresl Baity = Tronsactn.
.- ﬁapm.:t and cash .
Reconciliation Rpt TC298-B
Balancing Report
w
Rpt TC298 R
" To accounta &
of tha
various Genezated B
w taxing [fransactiona
entities fulsting
at thelr
e banks
Daily Disb,
v
"
re Prepare & sign
checks fox the
county
" comnissions and
fees instead of
EFT's
" {electyonic fund
transfers)
v
.
" I 1
" - q
"
" m
. FROM
SCHEDULE
o-6
Chief Daputy
Asst. Chief
Deputy Sign checks
whils
reviewing .
reports
Genprated
£ rransactions
[SUPERVISOR Listing
Daily Disb.
CLERK A
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TAXPAYER REQUEST, PROCESSING BY ACCOUNTING DEPARTMENT, PAYMENT TO ESCROW

MCLENNAN COUNTY, TEXAS
OFFICE OF THE TAX ASSESSOR-COLLECTOR

CREDIT CARD (INTERNET) PAYMENT PROCESSING

AS OF JULY 31, 2013

SCHEDULE D-8

PREFORMED
BY

ACCOUNTING DEPARIMENT

ANY
COLLECTION
CLERK

Currant J
Year

ax
Statemen

Attorney 1§
Deling f

Tax
Notice

CertifiedPayments.net

Taxpayer

Credit
ward ox
e-chk
account

Contact
made
with CP by
one of two
methods

?

Information
Requir:
by cp

call 800-549-1010

[Meitpefty V1~ — cimieoiaer ] TtaEEhoTEe s
If Tax Stmt or 1 ‘I | VISA, MC, 11 Agreement || Agreement Service Fee
Atty Latter not 12? Discover,or to Charge to Charge from Prescribed
indicated or Non  feef o & s 8F 1} Avex or 1} accoung {{ Aceount  }---{ Schedule Allowed
Apprvl CP advipes 2x State e-chk Acc for fox | by Tax Assessor-
to contact Taxofge] | §REOF 17 umver I service Collsctor
S (Lo LTINS L Ko ]
; Lestas A — A = e
H 4
: €P seaks
Not Approved "p";mu
e . Credit Card
camguny of
Total Amount
Approved
Y
Online on session Confixmation
date to tax offc Bumber given
of transaction feeceveeseenoieceies o Taxpayex
{payer, prop 1D, during the
amount, etc) Session
Taxpayer given Transaction
crgd t og the Fransfer to accomplished at ho
Confirmation Date feecosserrennns [ENF shaeiii-ibifing-5:budl EITERTTITIERTRIN] cost to McLennan
{Transfer Date up Couzty or i: any
to 4 days later} (CP keeps Fee) taxing entity

Tax
£ Check on
CC Bank Acct
to AdValorem
Escrow Hank
Acct for Tax
Amnt.
"~

N

TN

AdValorem
Escrow Bank
Acct Cneck

given to

Cashier

To Schedule
c
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OFFICE OF THE COUNTY TAX ASSESSOR-COLLECTOR

MCLENNAN COUNTY, TEXAS

CASH RECEIPTS PROCESSING
RETURNED CHECK PROCEDURES ACCOUNT

7

Returned
ok

\

1.Get returned check
fxom file
2.Enter poayment in
payment history
3.Genexate receipt
for taxpayer

Receipt '
Returned
ci

3
To
Taxpayer

AS OF JULY 31, 2013 SCHEDULE E
PERFORMED
By ACCOUNT EING D IFARCMOS AT T
Debit Memo
[rcoounting § ¥R
Supexvisor |
Bor [ fromeseesnssercarsecese e ey
"
o
Debit
o Mema
Moke photocopies
of returned cks Copy
o for fide.
Foxwaz Returned Ck
originals to Copy
o Deputy Clerk
"
” "
Sort ret's
checks
by bank acct and »
" run total tapes Returned
by bank for bank ck Copy
. reconciliations
"
l WASE  AODIIERYI S UMRAL O,
* Entex sec'd
check
on taxpayer's
2 history [—————wmm—mefo- B
Deputy screen as a pmt
Claxk reversal
{reopens
Rec?:insd lance due

Prepare & mall
correspondence
to taxpayer

Walk-in
Taxpayer

lLetter Re(;,‘:?:d
File
Returned
ck
o

ioxder.

iRemittances for returned
ichecks are usually made by
mail and are ususlly by
icashiers check or money

NationsBank

sautomatically redeposits
ixeturned checks on the

{Eirst

return

Prepare deposit
s1ip or include
on & deposit

slip
of one of the
Collection Dept
deposlt slips

O BEHCOULE
o-e

—®
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