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REPORT DETAILS 

BACKGROUND 
 
The North Las Vegas Constable’s Office is one of eleven constable offices in Clark County.  Nevada 
constables are peace officers responsible for serving civil processes such as summonses and complaints, 
small claims, notices of evictions, notices of hearings, writs of garnishments and subpoenas.  Constables 
are empowered with the authority of a peace officer by Nevada Revised Statutes (NRS) Chapter 258.  
Constables are entitled to charge fees for their services and a percentage of collections for executions or 
writs as allowed under NRS 258.125.  Fees range from $2 to $26.   
 
Constables are elected officials that serve a four year term, until their successors are elected and 
qualified.  Constables also take an oath prescribed by law and execute a bond to the State of Nevada.  
NRS 258.040 provides that the Board of County Commissioners establish the compensation of the Clark 
County Constables.   
 
NRS 258.060 allows constables to appoint deputies who are authorized to perform services for the 
Constable.  In larger townships, such as North Las Vegas, deputies are required to be peace officers.  All 
appointments of deputies are done in writing and filed, along with an oath of office, with the Clark 
County Recorder.  Constables are responsible for the compensation of their deputies.   
 
In October 2014, the Board of County Commissioners approved the establishment of an enterprise fund 
to account for the activities of the North Las Vegas Constable’s Office.  Prior to this resolution, the North 
Las Vegas Constable’s Office was treated like an outlying township constable’s office, wherein the 
Constable was paid a minor stipend, and then kept the collected fees.  Those fees were used to pay the 
constable and deputies.  The enterprise fund became effective in January 2015.  After this date, all 
revenues earned through fees charged on services performed by the North Las Vegas Constable’s Office 
are deposited in the fund.  The fees deposited in the fund may be used for operational expenses 
including staffing, services, supplies, capital, debt service, furniture, equipment and technology.  
Residual funding rolls over to the following budget year for the aforementioned uses.  
 
The North Las Vegas Constable’s Office implemented the CourtView application to assist with case and 
financial management, including receipting and check processing.  CourtView is used by all Justice 
Courts and other Constables’ offices, except for the Las Vegas Justice Court. 
 
As of June 2018, The North Las Vegas Constable’s Office consisted of the Constable, four deputy 
constables, and two clerical support positions. The North Las Vegas Constable and clerical support staff 
are County employees and are paid from the enterprise fund.  The deputies are independent 
contractors hired by the Constable.  The current salary for the North Las Vegas Constable is $103,456. 
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In accordance with the enterprise fund resolution, the North Las Vegas Constable’s Office collected 
enough in revenue to support the costs of the office since the enterprise fund creation.  Exhibit 1 shows 
a summary of departmental revenue and expenses.  
 

Departmental Revenues and Expenditures    Exhibit 1 
North Las Vegas Constable's Office     
Fiscal Year 2016, 2017 and 2018     
      
Revenues 2018   2017   2016 
Constable Fees $333,878.56   $519,161.42   $495,610.16 
Other 635.01   16,381.44  5,651.21 

Total Revenues $334,513.57  $535,542.86  $501,261.37 

      
Expenditures          
Other Professional Services $102,439.84  $104,518.59  $88,116.78 
Permanent Salaries 103,473.60   103,836.24   104,234.08 
Other 86,670.77    99,534.74    64,160.54 

Total Expenditures $292,584.21   $307,889.57   $256,511.40 
Difference $41,929.36    $227,653.29    $244,749.97 

Source: Clark County Accounting System 

     
The current North Las Vegas Constable was re-elected In November 2018 to serve his second term in 
office. 
 
 

OBJECTIVES, SCOPE, AND METHODOLOGY 
 
The objectives of this audit were to determine whether revenue and expenditure transactions are timely, 
properly accounted, properly recorded and supported in accordance with governing laws and regulations 
and to determine whether adequate controls are in place to safeguard assets.   
 
In order to achieve our objectives, we performed the following procedures: 
 

• Used professional judgment to select a sample of 9 deposits and tested to determine 
whether receipted funds are properly recorded, completely accounted for and 
deposited in a timely manner to the designated bank account.  

• Used professional judgment to select a sample of 25 garnishment case payments, 25 
non garnishment case payments and 25 cases with a mileage fee charged and tested 
services fees to determine whether the fees charged by the Office are consistent with 
the fees prescribed by NRS.  Further, we tested garnishment order payments to 
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determine that receipted funds were disbursed to the correct party, and service 
commission was correctly calculated. 

• Reviewed 9 months of bank records for the bank holding account to determine whether 
operational deposits and withdrawals are reasonable and corresponding to the 
functions of the Office. 

• Used professional judgment to select a sample of 10 payroll vendor claim vouchers and 
tested deputy payments to determine whether payments are supported and in 
accordance with agreements and/or payment schedules. 

• Used professional judgment to select a sample of 10 non-payroll vendor claim vouchers 
and tested vouchers to determine whether reimbursement claims are appropriately 
supported and business related. 

• Reviewed compliance with applicable NRS 258 requirements related to peace officer 
certification, oaths of offices, bonds, and quarterly financial statement filings. Used 
professional judgment to select a sample of two quarterly financial statement filings to 
review for accuracy. 

• Used professional judgment to select and review a sample of two months of client 
billings to determine whether statements are accurate and accounts receivable activity 
is monitored and resolved. 

• Used professional judgment to formulate a sample of 25 reversed transactions and 
reviewed the transactions to determine whether the reversal was appropriate, 
documented and a subsequent correcting transaction was processed if applicable. 

• Reviewed selected controls for the CourtView application to ensure controls are 
adequate and sufficient and in compliance with Clark County Information Technology 
Directives.  

 
Our review included an assessment of internal controls in the audited areas.  Any significant findings 
related to internal control are included in the detailed results.  Our procedures considered the period of 
January 1, 2015 through June 30, 2018.  The last day of fieldwork was March 13, 2019. 
 
While some samples selected were not statistically relevant, we believe they are sufficient to provide 
findings for the population as a whole. 
  
We conducted this performance audit in accordance with generally accepted government auditing 
standards.  Those standards require that we plan and perform the audit to obtain sufficient, appropriate 
evidence to provide a reasonable basis for our findings and conclusions based on our audit objectives.  
We believe that the evidence obtained provides a reasonable basis for our findings and conclusions 
based on our audit objectives. 
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CONCLUSION 
 
Generally, the North Las Vegas Constable’s Office has adequate procedures in place to safeguard assets 
and record transactions accurately and timely in accordance with governing laws and regulations.  
However, we identified some areas of potential improvement.  We believe the North Las Vegas 
Constable should implement an independent review of amounts paid to deputies, as we found several 
errors during our testing.  We identified net underpayments to deputies of $11,575.  The 
underpayments were the result of clerical errors, and a formula error in the spreadsheet used to 
calculate payments. We also found the following areas related to the operation of the office: 
 

• Various internal controls could be improved; 
• Policies and procedures need to be documented, including procedures for obtaining and retaining 

oaths; 
• CourtView user access should be reviewed, and audit logs should be produced;  
• Garnishment checks that are posted as money orders in CourtView should be categorized more 

appropriately; and 
• The Constable should consult with the Civil District Attorney on whether current procedures for 

garnishment exemptions are appropriate. 
 
Each finding includes a ranking of risk based on the risk assessment that takes into consideration the 
circumstances of the current condition including compensating controls and the potential impact on 
reputation and customer confidence, safety and health, finances, productivity, and the possibility of 
fines or legal penalties.  
 
Auditee responses were not audited and the auditor expresses no opinion on those responses. 
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FINDINGS, RECOMMENDATIONS, AND RESPONSES 

FINDING 1 – DEPUTY PAYMENTS NEED INDEPENDENT REVIEW (HIGH) 
 
The Constable submits a vendor claim voucher to the County in order to receive reimbursement for 
deputy expenses.  The County deposits the funds in a North Las Vegas Constable owned and titled 
account.  The account serves as a pass through, with funds deposited and then withdrawn for payment 
to deputies.   
 
Deputies are independent contractors who are paid based on the number of documents served.  A 
Senior Legal Office Specialist determines deputy payment amounts.  It is a manual process, requiring the 
staff member to count tally marks, record totals, enter those totals on a spreadsheet, and then enter the 
data into CourtView.  Formulas included in the spreadsheet are in unprotected cells.  The Senior Legal 
Office Specialist takes information from the spreadsheet and uses it to create the vendor claim 
vouchers.  The North Las Vegas Constable signs the vendor claim vouchers, attesting to the just and 
reasonableness of amounts owed.  However, there is no review of deputy expenses that are included on 
that form once it is prepared by the Senior Legal Office Specialist.   
 
We used professional judgment to select a sample of 10 vendor claim vouchers for testing, representing 
total deputy expenses of $56,097 for the period of January 1, 2015 through June 30, 2018.  We found 
errors in the payment amounts made.  The net effect of these clerical errors was a $1,270 
underpayment to Deputy Constables.  The clerical errors related to data entry, misclassification and 
miscounting of documents served/work performed. 
 
Additionally, we found three instances in which the Constable’s Office did not pay a Deputy for 
documents served/work performed, totaling $400.  After we reported the issue to the Constable’s 
Office, they processed payment for the deputy.   

 
We also found an error in one of the spreadsheet formulas for one Deputy Constable. The rate paid for 
Completed Evictions increased on 1/1/17, and staff updated the formula for all Deputies except one.  
The Deputy was underpaid $9,905 for the period of 1/1/17 through 9/21/18 because of this error.  We 
informed the Constable’s Office of the formula error during the course of the audit and the Constable’s 
Office paid the Deputy via the Vendor Claim Voucher Process on 10/15/18.  

 
The total net underpayments to deputies totaled $11,575 as follows: 
 

Description Amount  
Clerical Errors $  1,270  
Missed Payments  $     400  
Spreadsheet Formula Error  $  9,905  
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Total Net Underpayments $11,575  
 
We also found staff was not consistently following deputy payment procedures, contributing to the 
errors.  This resulted in discrepancies between the daily pay log sheets completed by the Deputies, the 
summarized pay logs completed by North Las Vegas Constable staff, and the data entered in CourtView. 
 
RECOMMENDATION 

1. Assign a second person to verify calculated payments for Deputy Constables, and require the 
preparer and reviewer to sign off on the amounts.  

2. Train staff on proper deputy payment procedures and monitor their adherence to them. 
 

MANAGEMENT RESPONSE 

1. Agreed.  Implemented immediately. 
2. Agreed.  Implemented immediately. 

 
 

FINDING 2 – IMPROVEMENTS TO INTERNAL CONTROLS ARE NEEDED (MEDIUM) 
 
The North Las Vegas Constable’s Office needs to improve key internal controls over cash and 
segregation of duties.  Each weakness we identified is discussed in detail below.  
 
Periodically Reconcile Change Banks 
The office has a $200 change fund.  There are two registers, with a $100 cash bank for each register.  
Throughout the day, staff keep cash receipts in a locked drawer, along with the change bank.  At the end 
of the day, staff balance the cash drawers and turn in daily cash receipts to a senior staff member, who 
prepares the deposit.  The change bank is stored in a safe.  There is no independent count of the change 
bank. 
 
The resolution that established the change banks requires that the funds be reconciled no less than once 
per month.  However, the Clark County Fiscal Directive No. 16, Petty Cash Funds, Imprest Funds and 
Revolving Bank Accounts, Section III C.3 requires that revolving bank accounts (e.g. change funds) be 
reconciled to the Board approved amount on a daily basis.  Although the change fund is minimal, 
without a reconciliation and independent verification, misappropriation may go undetected.   
 
Implement Procedure to Review Prepared Deposits 
A single staff member prepares the deposit.  Although most customers pay by check, that staff member 
may also accept cash payments.  No one performs an independent verification of the total deposit, with 
deposits in our testing ranging from $1,700 to $31,000. 
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A small office staff makes deposit preparation and verification by two staff members difficult.  However, 
by not having an additional person involved in the deposit preparation and/or verification, errors or 
intentional misappropriation of funds could go undetected. 
 
Documented Review of Payment Reversals is Needed 
CourtView system access allows users to reverse their own transactions without having an additional 
staff person authorize the reversal.   A senior staff member is able to accept a cash payment, reverse the 
transaction, and issue instructions for service to be performed without additional authorization.  There 
is no independent review prior to the reversal; however, the reason for the reversal is noted in 
CourtView.   
 
For lower level employees, the senior staff member reviews the reason for the reversal prior to 
processing and notes the reason for the reversal in the case file.  There is no reversal report currently 
run/reviewed that captures the reversals done in a particular period (e.g. day/week).  While there are a 
low number of cash transactions, allowing users to reverse their own transactions creates the risk of 
misappropriations of cash going undetected.  We believe a report of all reversals should be created and 
reviewed regularly by an independent staff member. 
 
Perform Monthly Bank Statement Reconciliations 
There are two bank accounts used by the North Las Vegas Constable, and bank account reconciliations 
are not currently being performed for either account.  One bank account is in custody of the North Las 
Vegas Constable and used to make payments to Deputy Constables.  The other bank account is used to 
deposit revenues and sweeps into the County’s Fund bank.  Not reconciling the bank accounts could 
lead to errors or misappropriations. 
 
RECOMMENDATION 
 

1. At the beginning of the shift, have staff perform a verification of the change bank amount and 
sign off on the amount.  

2. On a daily basis, perform an independent verification and reconciliation of the change bank fund 
to the Board of County Commissioners (BCC) approved amount.  

3. Update the BCC Resolution to indicate that the change bank is reconciled on a daily basis, in 
accordance with FD. 16. 

4. Have an additional staff member verify and sign off on the bank deposit.  
5. Work with the CourtView IT team to create an ad-hoc report that identifies reversals and 

documented reasons for reversals.   
6. Review the reversal report once a week to monitor for inappropriate or unauthorized reversals.  
7. At least monthly, perform and document a monthly reconciliation of both business bank 

accounts.  
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MANAGEMENT RESPONSE 
 

1. Agreed, already in place. 
2. Agreed, already in place. 
3. Agreed. 
4. Agreed, as staff is available. 
5. Agreed, will contact IT. 
6. Agreed.  Until IT creates a report, will print all voids and keep with deposits. 
7. Agreed.  Already in place. 

 
 

FINDING 3 – CONSULT WITH THE DISTRICT ATTORNEY’S OFFICE ON PROPER 
PROCEDURES FOR GARNISHMENT EXEMPTIONS (MEDIUM)  
 
Occasionally defendants file a motion with the court to exempt earnings from garnishment.  The 
defendant provides the motion to the Constable’s Office.  If the office receives a garnishment payment 
from an employer after this, they mark it in CourtView as an exemption and do not process the 
payment.  The North Las Vegas Constable’s Office holds these garnishment checks in the safe and does 
not deposit them until the court makes a ruling and they receive the judge’s order.  On average, it takes 
about a month for the court to make a decision.  If the judge exempts the earnings, the Constable’s 
Office returns the check to the issuer, with the expectation that the company will then return the funds 
to the employee. 
 
By holding checks without depositing them, the office is at risk of revenues not being recognized in the 
period received, theft of the checks/funds going undetected, and checks becoming stale dated.  Further, 
there is a risk that funds returned to the check issuer will not be returned to the defendant. 
 
RECOMMENDATION 
 

1. Consult with the Clark County Civil District Attorney’s Office on whether the current practice is 
appropriate. 

 
MANAGEMENT RESPONSE 
 

1. Will consult with Civil DA. 
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FINDING 4 – DOCUMENT OFFICE POLICIES AND PROCEDURES RELATED TO CASH 
OVERAGE/SHORTAGE AND JOB FUNCTIONS (MEDIUM)  
 
We identified two areas where the North Las Vegas Constable’s Office does not have documented 
policies and procedures.   
 
Cash Shortage/Overage Policies and Procedures Need to Be Documented  
We tested nine deposits and identified a $20 cash shortage for the deposit on April 2, 2018.  The cash 
shortage appeared to be an isolated incident.  Due to the low amount of cash transactions and small 
office staff, the Constable did not establish a formal written policy on cash shortages/overages.   
 
Having a cash shortage/overage policy establishes guidance for employees that handle cash, creates a 
course of action for employees who continuously have cash shortages/overages, and promotes 
uniformity to reduce the occurrence of cash shortages.  The policy should include immediate 
actions/steps to resolve shortages and establish a materiality threshold for reporting material shortages 
to the County Comptroller. 
 
Policies and Procedures Regarding Job Functions Need to Be Documented  
Although the Constable’s Office has documented procedures for processing items through the 
CourtView application, there are no formal policies and procedures relating to each job function.  In 
addition, the office implemented new procedures for payroll, however, they were not documented.   
 
Undocumented departmental policies and procedures may lead to inconsistencies in standard daily 
operations.  Established and documented policies and procedures allow for enhanced performance 
measurement of internal control, consistency within job functions and guidance during staffing changes.  
 
RECOMMENDATION 

1. Create a written policy and procedure that addresses the treatment of cash overage/shortages, 
establishes materiality threshold for reporting and specific actions for immediate resolution of 
shortages.    

2. Document policies and procedures as they relate to each specific job function and update as 
needed. 

3. Document new procedures regarding payroll. 
4. Distribute policies and procedures to staff and periodically review.  Make them available as a 

resource in a location accessible to all employees. 
 

MANAGEMENT RESPONSE 
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1. Will create a policy. 
2. Implemented immediately. 
3. Implemented immediately. 
4. Implemented immediately. 

 
 
FINDING 5 – REVIEW COURTVIEW USER ACCESS AND CREATE AUDIT LOGS (MEDIUM) 
 
We identified two opportunities to strengthen controls over user access security in the CourtView 
application.  The two users of CourtView at the North Las Vegas Constable have mirrored profiles, as 
they back each other up in their job duties.  This makes it challenging to adequately segregate duties 
within the CourtView application, and the Constable does not periodically review user access for 
appropriateness.  In our review, we found an area where both users have the ability to generate, print 
and void checks; however, we confirmed that no checks are processed at the office.  We also noted an 
area where both users have the ability to modify system parameters and add a user/office in CourtView.  
System administration is most properly handled by Information Technology (IT) personnel.  Clark County 
standards are such that access to the CourtView database is formally administrated by the IT team, 
providing a mitigating control over some areas of adding users to the CourtView application.  Both of 
these areas, check printing and certain system administration privileges are examples of access that is 
not required to fulfill the user’s job duties.     
 
There is a potential that users will have access to areas that are in conflict with segregation of duties and 
perform unauthorized transactions that could lead to fraud and theft, and excessive access privileges 
adds to this risk in that they could be used to perform transactions not necessary or appropriate for the 
user’s job functions.  The Clark County Information Technology Security Directive states: 
 

Information Technology Directive 1: IV. PROCEDURE, B. Access 
All users of County Computing Systems and Networks will be provided the least amount of access 
to data and information and associated network and server access based on a business “need-to-
know” basis. Users will be granted the minimum amount of access privileges required to 
successfully fulfill their official assigned duties and job requirements. Where users require 
greater access privileges, a stronger system of access controls will be implemented. 

 
Information Technology Directive 1:   IV. PROCEDURE, C. System Access Control, 2. 
Authentication, b. User Accounts 
Authorized user access to County Computing Systems and Networks must be controlled on the 
basis of rights and permissions that are assigned to each user or group. Each authorized user or 
group shall be granted the minimum set of rights and permissions necessary to accomplish their 
assigned departmental tasks. Users who are granted access to excluded/exempt data or 
information are subject to a background check conducted by Human Resources. 
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Further, audit logs are not produced and reviewed for Courtview as required by IT Directive 1.  We 
found multiple instances of users failing to log off of the CourtView system.  Not logging off workstations 
could potentially allow an unauthorized user access to CourtView, or allow an authorized user to do 
work under someone else’s login other than their own.  Although the physical access to computers in 
the North Las Vegas Constables Office is limited and identifiable via card reader access logs and Clark 
County standards are such that workstations are locked after 15 minutes of inactivity, these only provide 
a minor mitigating control when the CourtView application is not logged out of.  Not reviewing the log 
reports that capture log-in/log-off activity to identify unusual/inappropriate activity could expose the 
system to unauthorized access or to be used to perform unauthorized transaction.  The Clark County 
Information Technology Security Directive states: 
 

Information Technology Directive 1:   IV. PROCEDURE, M. Security Monitoring, 3. Monitoring 
and Reporting, c. Log-in Monitoring 
County Computing Systems and Networks logs will be monitored for exception anomalies. 
Systems shall be deployed to: Log user access to network components, critical systems, and 
systems that create, collect, process, store, and transmit excluded/exempt data and information; 
to record and report any failed login attempts; and provide immediate notifications for response 
to potential network and critical applications breaches of security. The following attempted 
access activities shall be monitored and recorded: Logons and logoffs; failed logon attempts; 
failed file access attempts; and all privileged user actions. Weekly exception reports must be 
generated. 

 
RECOMMENDATION 
 

1. Set user access to segregate duties wherever possible. 
2. Implement a procedure to have management and IT review access annually to identify access 

privileges office staff do not need for their job duties, and remove unnecessary access.   
3. Require users to log off at the end of their workday, and review log-in/log-off reports monthly 

for unusual activity. 
 
MANAGEMENT RESPONSE 
 

1. Will work with IT. 
2. Will work with IT. 
3. Computers automatically lock when not in use.  Will sign out of CourtView at the end of each 

shift. 
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FINDING 6 – GARNISHMENT CHECKS POSTED AS ‘MONEY ORDERS’ IN COURTVIEW 
(LOW) 
 
While the Constable’s Office accepts a low number of checks, the majority of checks are for 
garnishments.  In CourtView there is no way to distinguish the type of check or payment received.  
Therefore, all garnishment checks are posted as type “money order” rather than “check” so that they 
can be distinguished for balancing/tracking purposes.  In addition, any garnishment payments received 
in cash are also receipted as type “money order.”  Good business practice requires checks, cash and 
money orders be properly posted with the correct classification.  Misclassification of garnishment checks 
and payments can result in potential revenue loss due to theft and abuse. 
 
RECOMMENDATION 
 

1. Work with CourtView vendor and/or IT team to allow for the ability to properly post the type of 
garnishment payments for reporting purposes.   
 

MANAGEMENT RESPONSE 
 

1. Will work with IT. 
 
 
FINDING 7 – IMPLEMENT PROCEDURES FOR OBTAINING AND RETAINING OATHS OF 
OFFICE (LOW) 
 
NRS 258.060 requires that all deputy appointments be in writing and must, together with the oath of 
office of the deputies, be filed and recorded within 30 days after the appointment.  When reviewing 
oaths of offices, we were unable to locate the oath of offices for three deputy constables.  The three 
missing oaths appeared to be an isolated incident and were subsequently filed during the course of the 
audit.  The North Las Vegas Constable did not have a procedure for obtaining oaths and maintaining 
copies in the Constable’s office.  
 
RECOMMENDATION 
 

1. Implement a new deputy checklist to ensure future filings get recorded timely and retain copies 
of filings.  
 

MANAGEMENT RESPONSE 
 

1. Implemented. 


	REPORT DETAILS
	BACKGROUND
	OBJECTIVES, SCOPE, AND METHODOLOGY
	CONCLUSION

	FINDINGS, RECOMMENDATIONS, AND RESPONSES
	FINDING 1 – DEPUTY PaYMENTS NEED INDEPENDENT REVIEW (HIGH)
	FINDING 2 – IMPROVEMENTS TO INTERNAL CONTROLS ARE NEEDED (MEDIUM)
	FINDING 3 – CONSULT WITH THE DISTRICT ATTORNEY’S OFFICE ON PROPER PROCEDURES FOR GARNISHMENT EXEMPTIONS (MEDIUM)
	FINDING 4 – Document Office POLICIES AND PROCEDURES Related to Cash Overage/shortage and JOB FUNCTIONS (MEDIUM)
	FINDING 5 – Review COURTVIEW user access and Create audit logs (medium)
	FINDING 6 – GARNISHMENT CHECKS POSTED AS ‘MONEY ORDERS’ IN COURTVIEW (LOW)
	FINDING 7 – Implement PROCEDURES FOR OBTAINING AND RETAINING OATHS of Office (LOW)


