






























































ATTACHMENT 2

Number Description Number Description
1. F-1A The PAPG did not always properly maintain electronic 

property records, which served as the official inventory 
record as required by Probate Code 8850.

Implemented - Client property records 
were recorded adequately in both 
client files and electronically.

N/A

2. F-1B The PAPG did not conduct periodic physical inventories 
to verify the accuracy of the property records.

Partially Implemented - Periodic 
physical inventories are performed, 
although on a somewhat haphazard or 
informal basis and not on 100% of 
client property.

R-1.1 Policies and procedures for the performance of periodic 
physical inventories should be formally developed, 
documented and implemented.

3. F-1Ci The PAPG did not always properly tag or otherwise 
associate sensitive client property maintained in the 
drawer with the property owner.

Implemented - Client property is 
segregated in separate sealed 
containers and properly tagged.

N/A

4. F-1Cii The PAPG did not use an inventory control log to record 
deposits and removals of sensitive client property from 
the drawer.

Implemented - Master Inventories are 
used to record deposits and removals 
of client property.

N/A

5. F-1Ciii Storing sensitive personal property in the drawer, which 
was in the PAPG's portable change fund cart, did not 
provide the added measure of security of permanently 
storing the property in the Treasury vault.

Implemented - Items of value, such as 
coin collections, are stored in the 
Treasury vault.

N/A

6. F-1D The PAPG did not properly establish initial 
accountability for property received into PAPG custody 
with evidence of receipt in dual custody.

Implemented - Client property is 
received into PAPG with signed 
Inventory Reports, which are signed 
by two individuals.

N/A

7. F-1E Liquidation records, such as PAPG invoices 
documenting the sale of property, did not always 
adequately describe the disposed property to 
adequately link the property to inventory records.

Implemented - Items destined for sale 
through auction are adequately 
described in vendor reports and linked 
to client records.

N/A

8. F-2 The PAPG did not establish controls to prevent the sale 
of estate property administered by the PAPG to 
deputies or agents of the PAPG in accordance with 
Government Code Section 27443.

Implemented - PAPG documented that 
each staff member understands 
Government Code 27443, which 
prohibits PAPG staff from purchasing 
client property.

N/A
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9. F-3A PAPG staff did not always document the results of PA 
investigations regarding the existence of heirs, 
distributions of property, decedent burial arrangements, 
and similar issues.

Implemented - PAPG adequately 
documents results of estate 
investigations.

N/A

10. R-2.1 PAPG should ensure the requirements of Probate Code 
Section 12200 are met.  PAPG should attempt to 
complete every estate within the time period established 
by the Probate Code.  If this cannot be reasonably 
accomplished, then a status report should be filed with 
the court.

R-2.2 A workload assessment should be conducted in the PA 
estate area to determine staffing requirements.

11. R-3.1 Policies and procedures for interest allocation for client 
cases that are closed mid-quarter and to individual 
estates at the time of final distribution should be 
developed and implemented.

R-3.2 The new caseload management software system 
should be implemented as quickly as possible.

R-3.3 Review over fiscal operations, including the addition of 
financial expertise, should be increased.

12. F-4B Proper interest rates were not always used for accounts 
with average daily balances exceeding $100,000.

Implemented - PAPG is using the 
proper interest rate for trust accounts 
with balances of $100,000 or more.

N/A

13. F-5 Annual Date of Hearing Notices, required to renew 
conservatorships, were not always mailed to pertinent 
parties in sufficient time to provide the 15-day notice 
mandated by Probate Code Section 1822.

Not Implemented  - The single most 
significant reason for not meeting the 
15-day deadline is late submission to 
PAPG of the required physician's 
report.

N/A Because PAPG staff issues reminders and requests for 
submissions, a recommendation for PAPG corrective 
action was not made.

Continued -                               
Audit of the PAPG and 
Conservator Management 
of Client Assets and 
Administration of PAPG 
Responsibilities                                                                                  
Issued February 2004

F-4A Interest was not always appropriately allocated to 
estates administered by the PAPG.

Not Implemented - Interest is not 
allocated to clients whose cases are 
closed mid-quarter or at the time of 
final distribution.

F-3B PA estate cases were not always closed on a timely 
basis after the client's death in accordance with Probate 
Code Section 12200.

Not Implemented - For open estate 
cases that were over 18 months old, 
status reports had not been prepared 
and filed.
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14. R-15.1 PAPG should update its policies and procedures for the 
LPS conservatorship area, and develop written policies 
and procedures for Probate and PA estates.

R-15.2 PAPG should develop desk procedures for all 
operational areas.  Desk procedures should be less 
formal, easily accessible and user friendly.

15. R-2 The elected Treasurer / Tax Collector / Public 
Administrator should consider defining specific 
experience and qualification requirements for the 
position of Assistant PAPG and conducting a formal 
recruitment for candidates in the future.

Implemented - Specific qualification 
requirements for the Assistant PAPG 
have been developed and were used 
in the hiring process for the current 
Assistant PAPG.

N/A

16. R-3 The PAPG's Office should continue efforts to recruit and 
fill the two vacant Deputy PAPG positions and quickly 
transition the Senior Deputy PAPG into a supervisory 
role.

Implemented with Recommendation - 
The two Deputy PAPG positions had 
been filled, but another position 
became vacant during the audit.  The 
Senior Deputy PAPG has been 
upgraded to a supervisory role.

R-15.3 PAPG should fill the vacant Deputy PAPG position that 
became vacant during the audit.

17. R-4 The PAPG's Office should consider establishing a 
supervisory function over the administrative and fiscal 
operations of the Office.

Not Implemented R-15.4 PAPG should consider establishing a supervisory 
function over administrative and fiscal operations.

18. R-5 The PAPG's Office should consider developing specific 
workload, timeliness, and quality performance indicators 
for each position to more clearly define performance 
expectations.

Partially Implemented - Performance 
standards were developed by the 
previous PAPG manager; however, 
metrics reports were too cumbersome.

R-14.1 Performance indicators for positions need to be revised, 
updated and integrated into new caseload 
management/accounting system upon implementation.

19. R-6 The PAPG's Office should consider developing formal 
Requests for Bids/Proposals and entering into formal 
term contracts through County Purchasing if possible, 
particularly for services frequently required to manage 
client estates.

Partially Implemented - PAPG 
successfully completed two RFP 
processes; however, the RFP process 
has not yet been implemented across 
the broad range of services 
contracted.

R-2.3 In the procurement of work/services from non-
governmental entities, PAPG should only use 
contractors that have undergone a contracting process 
and have been approved either by the PAPG or by 
another County or City agency.

R-1 The PAPG's Office should continue to focus on refining, 
expanding, and implementing written policies and 
procedures, including developing step-by-step 
procedures or desk procedures, and conducting staff 
training.

Partially Implemented - Staff training is 
conducted on a regular basis.

Review of the PAPG 
Implementation of 
Corrective Actions 
(Objective I Report)                    
Issued March 2007
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20. R-5.1 PAPG should track data and develop management 
reports for Probate and PA estate cases.  Management 
performance reports should include compliance issues 
being tracked such as I & A's and hearing notice filing 
dates.

R-5.2 Quality performance indicators and performance 
metrics should be revised, updated and integrated with 
the new caseload management system upon its 
implementation.

21. R-2.2 The PAPG Office should formally document detailed 
procedures for the intake of cash from client bank 
accounts.

Partially Implemented - Procedures 
have been developed, but not formally 
documented.

R-6.1 PAPG should develop written policies and procedures 
for the transfer of funds from client bank accounts to 
Treasurer Trust accounts.

22. R-2.3 The intake of cash should be controlled with a separate 
written and signed confirmation from the bank.  
Confirmation should include amount released, to whom, 
and date of withdrawal.  The confirmation should be 
mailed or faxed separately.

Not Implemented - PAPG requests a 
separate confirmation from the bank 
upon withdrawal of funds from client 
bank accounts, but the banks are not 
providing this documentation on a 
consistent basis.

N/A Because meetings with local bank managers are 
planned to discuss these concerns, a recommendation 
for PAPG corrective action was not made.

23. R-2.4 The PAPG should consider providing financial 
management oversight of PAPG financial operations 
with assistance from the Treasury/Tax Collector 
Department.

Implemented with Recommendation - 
The Treasurer/Tax Collector 
Department (TTC) has provided 
PAPG with temporary financial 
assistance; however, this assistance 
will cease when PAPG operations 
move to HSA.

R-7.1 HSA should consider providing PAPG with financial 
management assistance to effect the smooth transition 
of the PAPG operations to HSA.  The financial 
assistance currently provided by the TTC is temporary 
and will be concluded when PAPG operations move to 
HSA.

24. R-2.5 The PAPG should perform a review of the fiscal 
operations job duties and needs in relation to job 
specifications and job classifications to identify the 
specific financial expertise and training required.

Partially Implemented - County 
Human Resources performed an 
analysis focusing on the audit function 
over PAPG fiscal operations, resulting 
in the reclassification of a Fiscal 
Manager I in TTC.

R-7.2 PAPG should perform a review of fiscal operations job 
duties and needs to identify the specific financial 
expertise and training required.

R-2.1 The PAPG's Office should develop a formal report of 
specific compliance and performance metrics to monitor 
and formally report to top management on a regular 
basis.  These metrics should relate, in the aggregate, to 
the workload, timeliness, and quality performance 
indicators for each position.

Partially Implemented - Performance 
metrics are tracked and an LPS 
management report has been 
developed, although reports for 
Probate and PA estate cases have not 
yet been developed.

Report on Review of 
Internal Controls and 
Compliance of the PAPG 
(Objective II and III Report)                                     
Issued May 2007

Schedule Prepared by the Auditor-Controller 4
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25. R-2.6 The PAPG should consider conducting an annual fiscal 
review of PAPG fiscal activities by an independent third 
party.

Not Implemented R-7.3 PAPG should conduct an annual review or audit over 
fiscal activities.

26. R-2.7 The Assistant PAPG should require documentation 
attesting that dual person control requirements have 
been met for client inventory purposes.

Implemented - Client property is 
received into PAPG with signed 
Inventory Reports, which are signed 
by two individuals.

N/A

27. R-2.8 The Assistant PAPG should upgrade the digital camera 
used for inventory purposes to a digital video recorder 
to improve the recorded documentation of the inventory 
process.

Implemented with Recommendation - 
PAPG uses a digital video recorder 
and single shot camera for the intake 
of inventory.

R-1.2 Procedures and best practices for the use of the video 
camera should be developed and disseminated to staff 
through in-service training for more effective use in 
recording inventory.

28. R-2.9 The Assistant PAPG should require notification of third 
party County agencies by email 24 hours prior to the 
performance of the inventory assessment.  Third parties 
should include the Patient Rights Advocate and the 
Public Defender.

Not Implemented - Due to perceived 
impracticality in cases where 
immediate action is necessary.

R-1.3 A procedure that consistently notifies a third party 
County agency, such as the Sheriff Department, 24 
hours prior to the performance of initial inventory 
assessment for Conservatorships should be considered.  
This policy should allow for some exceptions with the 
written approval of the Assistant PAPG.

29. R-2.10 The PAPG should maintain a copy of the completed 
questionnaire to evidence that proper procedures were 
adhered to prior to the destruction of client property.

Partially Implemented - 
Questionnaires are maintained in 
client files, but are not always 
completed as required.

R-8.1 Procedures to complete questionnaires before the 
disposition of client property for 100% of cases should 
be adhered to.

30. R-2.11 The PAPG Office should develop detailed procedures 
for the auctioning of client assets. These procedures 
should be documented and included in the PAPG 
written policies and procedures.

Partially Implemented - Procedures 
have been developed, but not formally 
documented.

R-8.2 PAPG should formally document procedures for the 
auctioning of client assets.

31. R-2.12 The PAPG Office should perform periodic reviews of 
auctioneer records to verify the sale of client assets and 
prices received.

Not Implemented - Due to lack of 
financial expertise and manpower.

R-8.3 Periodic reviews of auctioneer records should be 
performed.

Continued -                         
Report on Review of 
Internal Controls and 
Compliance of the PAPG 
(Objective II and III Report)                                     
Issued May 2007
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32. R-2.13 Facility Trust Accounts should be reviewed on a 
periodic basis.

Not Implemented - Due to lack of 
financial expertise and manpower.

R-9.1 Periodic reviews of facility trust accounts should be 
performed.

33. R-2.14 The PAPG Office should continue its efforts to upgrade 
its current Mission Software system to a Windows 
based, menu driven technology that provides increased 
capacity to interact with other software systems.  In the 
interim the Office should develop simple spreadsheet 
and database tools to address the key shortcomings of 
the current system.

Partially Implemented - 
Implementation of the new caseload 
management system was delayed into 
2009; however, appropriate 
spreadsheet tools have been 
developed and are being utilized until 
the new system software is 
implemented.

N/A Because the new caseload management system is 
being actively pursued and appropriate spreadsheet 
tools have been developed in the interim, a 
recommendation for PAPG corrective action was not 
made.

34. R-3.1 The Public Guardian and Behavioral Health, with the 
assistance of their respective County Counsels, should 
develop criteria to be considered in making placement 
decisions for individuals under LPS Conservatorship 
and clearly define roles and responsibilities for making 
placement decisions.  The agreed upon criteria and 
roles and responsibilities should be documented in a 
Memorandum of Agreement.

Partially Implemented - PAPG and 
Behavioral Health have established a 
weekly meeting to discuss and 
determine LPS placement issues.

R-10.1 The criteria for placement of LPS Conservatees should 
be documented in a Memorandum of Agreement 
between PAPG and Behavioral Health.

35. R-3.2 The PAPG's Office should complete all property 
inventories and appraisements (I & A) past due by the 
end of May 2007.

Partially Implemented - Only one past 
due I & A is still outstanding, although 
many I & A's are still not completed 
within the 90-day deadline.

R-11.1 Although PAPG has shown progress in completing 
filings for I & A's, PAPG still needs to improve its 
management oversight and enforcement to ensure all I 
& A's are completed within the 90-day deadline.

36. R-3.3 The PAPG's Office should develop a mechanism for 
tracking inventory and appraisements and deadlines.

Implemented - PAPG has begun to 
track I & A compliance information on 
an internal management spreadsheet.

N/A

37. R-3.4 The PAPG's Office should, in coordination with 
Behavioral Health, determine an appropriate visitation 
schedule for each client and establish visitation goals 
for each client based on need.

Implemented - PAPG and Behavioral 
Health have established a weekly 
meeting to discuss and determine LPS 
placement issues.

N/A

Continued -                         
Report on Review of 
Internal Controls and 
Compliance of the PAPG 
(Objective II and III Report)                                     
Issued May 2007
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38. R-3.5 The PAPG's Office should work with County Behavioral 
Health to develop a mechanism for sharing visitation 
information and coordinating visits to LPS clients.

Implemented - Communication 
between PAPG and Behavioral Health 
was reported to be good and a weekly 
meeting between the two agencies 
has been established to discuss and 
determine LPS placement issues.

N/A

39. R-3.6 The PAPG's Office should develop a mechanism for 
tracking visitations for each client to enable them to 
determine the extent to which visitation goals for each 
client are being met.

Implemented - PAPG and Behavioral 
Health have established a weekly 
meeting to discuss and determine LPS 
placement issues.

N/A

40. R-3.7 The PAPG's Office should, in coordination with 
Behavioral Health, County Counsel, and the Court, 
develop an effective process for ensuring that treating 
physicians receive and return assessments required for 
reappointment hearings in a timely manner. This should 
include a penalty or sanction by the court for cases 
where treating physicians received the assessment 
forms with appropriate time to complete and return them 
and still failed to do so.

Partially Implemented - Although 
PAPG has established processes to 
help ensure that treating physicians 
receive and return assessments for 
appointment hearings in a timely 
manner, both physician assessments 
and hearing notices continue to be 
filed past the due date of 15 days prior 
to the hearing date.

N/A Because PAPG processes included the maintenance of 
a court calendar, maintaining a spreadsheet which 
tracks clients, hearing and filing dates, and weekly staff 
meetings in which upcoming client hearings are 
discussed and planned for, a recommendation for 
PAPG corrective action was not made.

41. R-3.8 The PAPG's Office should provide final reconciliations 
detailing transactions that occur between the hearing 
resulting in termination and the refund of remaining 
assets.

Partially Implemented - Reviews are 
conducted, but not formally 
documented.

R-7.4 PAPG should document the review of transactions that 
occur between the hearing resulting in termination and 
the refund of remaining assets upon the account 
closing.  This should be included with other closing 
documentation kept in the client file.

42. R-3.9 County Counsel and the Public Guardian should work 
collaboratively to develop an effective working 
relationship. The County Executive Office should 
facilitate the transition of County legal representation in 
LPS matters to the County Counsel to the extent 
possible.

Implemented - PAPG legal 
representation has been transitioned 
to County Counsel.

N/A

Continued -                         
Report on Review of 
Internal Controls and 
Compliance of the PAPG 
(Objective II and III Report)                                     
Issued May 2007
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43. R-3.10 The Public Defender should ensure it is appropriately 
monitoring and tracking LPS processes and 
requirements.

Implemented - The Public Defender 
implemented a new LPS 
Conservatorship database and 
tracking system.

N/A

44. R-3.11 The Court Executive Office should conduct an 
evaluation of the Mental Health Court and its monitoring 
and oversight capacity and practices.

Implemented to the extent that the 
Mental Health Court ensures that LPS 
Conservatorship requirements are 
being met, although the Court stated 
that it did not consider itself a 
"monitor."

N/A

45. R-3.12 Ongoing coordination and consensus meetings should 
be established and held to address current conflicts 
within the LPS Conservatorship system, clearly define 
roles and responsibilities, and ensure effective 
processes for meeting requirements and addressing 
deficiencies are developed and implemented.  The 
County Executive Office should facilitate these meetings 
to the extent possible.

Partially Implemented - 
Communication was reported to be 
good and higher level County 
management has provided additional 
oversight.

R-13.1 Ongoing coordination and consensus meetings should 
be established and held to address current conflicts 
within the LPS Conservatorship system, clearly define 
roles and responsibilities, and ensure effective 
processes for meeting requirements and addressing 
deficiencies are developed and implemented.  The 
County Executive Office should facilitate these meetings 
to the extent possible.

Continued -                         
Report on Review of 
Internal Controls and 
Compliance of the PAPG 
(Objective II and III Report)                                     
Issued May 2007
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