

	COLLECTION PROGRAM SURVEY



	[bookmark: Text161][bookmark: _GoBack]County or City Name:       



	Collection Department or Court Name:
[bookmark: Text150]     
	Survey Date:
[bookmark: Text151]     

	Collection Department or Court Location:
[bookmark: Text152]     

	Individual Completing Survey:
[bookmark: Text153]     
	Individual’s Title:
[bookmark: Text154]     
	Individual’s Phone Number:
[bookmark: Text155]     

	Contact Name, If Different From Above:
     
	Contact’s Title:
     
	Contact’s Phone Number:
     

	List All Courts Handled By This Collection Department:
[bookmark: Text156]     

	Regional Collection 
Specialist:
	[bookmark: Text159]     
	Walk-Through Date:
	[bookmark: Text160]     



General Instructions

	1. A separate “Collection Program Survey” is needed for each court or collection department.  A city will have only one survey.  A county may have more than one survey.  For example, if a county has a separate collection department for all justice courts, another department for county courts, and another department for district courts, there will be three separate surveys.
2. Questions 1 - 4 relate to local program operations.  For a city, all four requirements must be met to be in compliance.  For a county, all four requirements must be met for either 90% of all criminal courts in the county, or all courts except one court, whichever is greater.  If the city or county does not meet these four critical components, the auditor will ask only the “a.” part of the remaining questions 5 - 11 and not pull any cases to examine.  
3. Questions 5 - 11 relate to defendant communications.  If, and only if, the city or county has met compliance for the four components related to local program operations, the reviewer/auditor will select, initially, 30 cases for each court or collection department to measure compliance for the seven components related to defendant communications.  




	The “a.” part of the survey will be completed by questioning the court/department administrator responsible for the program.  Little factual evidence will be obtained for its completion.

	The “b.” part will include the gathering of facts that demonstrate whether the criteria have been met or not.



	Full text governing the Collection Improvement Program can be found at: 1 TAC §§ 175.1 through 175.7 and Art. 103.0033, Code of Criminal Procedure.




Dedicated Staff
	1. Is there a minimum of one staff person in this court/department whose priority job function is collection activities?  (The priority collection job function may be concentrated in one individual employee or distributed among two or more employees.  The collection function need not require 40 hours per week of FTE time, but must be a priority.)
a. [bookmark: Check5][bookmark: Check6][bookmark: Text100]|_| Yes  |_| No - Comment:      
[bookmark: Text38]Who is responsible or who is your collection person?      
[bookmark: Text39]What is his/her title?      

	b. [bookmark: Check7]Is there a job description containing the essential job functions of collection activity?|_| Yes, there is a written job description (Attach a copy) 
[bookmark: Check206]|_| Yes, there is an oral job description (Although there is not a written one, the employee verbalizes job duties that contain the appropriate collection activities.)
[bookmark: Check8]|_| No
[bookmark: Text101]Criteria met? |_| Yes  |_| No - Comment:      



	DESCRIPTION OF THE PROCESS:
[bookmark: Text44]When the defendant cannot pay the court costs, fees, and fines in full at the time of assessment (sentencing or judgment imposed date), what happens?       
[bookmark: Check127][bookmark: Check271][bookmark: Check128][bookmark: Text102]When the collection department services more than one court, is the process the same for each court or judge?  |_| N/A  |_| Yes  |_| No - Explain:      
Who is responsible for collection of court costs, fees, and fines?  (Do not include collection of paid-in-full payments.) 
	[bookmark: Check133]|_|  Collection/ Compliance Dept.
	[bookmark: Check134]|_|  CSCD
	[bookmark: Check135]|_|  County Clerk

	[bookmark: Check136]|_|  District Clerk
	[bookmark: Check239]|_|  Justice Court
	[bookmark: Check240]|_|  Municipal Court


[bookmark: Text70]Comments:      



	MANAGEMENT SYSTEMS:
[bookmark: Text94]What Case Management software do you use?       
[bookmark: Text95]What Collection software do you use?       





Payment Plan or Extension Compliance Monitoring
	2. Is collection/compliance staff person(s) assigned to monitor compliance with payment plans or extensions?
a. [bookmark: Check104][bookmark: Check105]|_| Yes  |_| No
[bookmark: Text34]Who does this?      
Is it in their job description or can staff verbalize their collection tasks/duties? 
	|_| Yes  |_| No
[bookmark: Text40]How is this done?      
[bookmark: Text76]How is it documented?      

	b. Is there an updated payment due list or a manual or electronic tickler system?
	|_| Yes  |_| No
(Reviewer verified documentation or assignment to in-house staff; verified documentation of past due list, tickler system, or computerized system; observed the monitor compliance process.)
[bookmark: Text145]	Criteria met? |_| Yes  |_| No - Comment:      



Delinquent Cases
	3. Does the court/department have a component designed to improve collection of balances more than 60 days past due?
a. [bookmark: Check264]|_| Yes
[bookmark: Text142]Describe the component(s):      
[bookmark: Text143]Where is it documented?      
[bookmark: Check265]|_| No

	b. [bookmark: Check266][bookmark: Check267]Is there a documented process/component designed to improve collection of balances more than 60 days past due?   |_| Yes   |_| No
[bookmark: Check268][bookmark: Check269][bookmark: Text144]	Criteria met? |_| Yes  |_| No - Comment:      



Reporting
	4. Is this court/department reporting in the approved format to the Office of Court Administration updated information regarding the collection activity?
a. [bookmark: Check117]|_| Yes - 	|_| Reporting Monthly by the 20th of the next month  
[bookmark: Check118]	|_| Reporting Annually 
[bookmark: Text43]Who does the entry?      
|_| No

	b. [bookmark: Check119][bookmark: Check120][bookmark: Check121]Reporting? |_| Yes   |_| No   |_| N/A (Temporary waiver from this requirement)
[bookmark: Text36][bookmark: Text37]Name of OCA staff providing verification:        Date:      
[bookmark: Check237][bookmark: Text80]	Criteria met? |_| N/A   |_| Yes  |_| No - Comment:      




Application/Contact Information
	5. If a defendant is unable to pay in full on the day of assessment (sentencing or judgment imposed date), is an application used to determine a defendant’s ability to pay or is current contact information obtained?
a. [bookmark: Check11][bookmark: Check12][bookmark: Text106]|_| Yes  |_| No - Comment:      
[bookmark: Check33][bookmark: Check34][bookmark: Check35]Is the application/contact info taken: |_| Immediately   |_| 2-5 days   |_| 6 days - 1 mo.
Does the application/contact information include?
	
	Item
	Yes
	No

	Application
	Contact
	Info
	Home address
	[bookmark: Check207]|_|
	[bookmark: Check208]|_|

	
	
	
	Home phone number or primary contact phone number
	[bookmark: Check210]|_|
	[bookmark: Check211]|_|

	
	
	
	Employer’s or source of support’s
	Name
	[bookmark: Check232]|_|
	[bookmark: Check233]|_|

	
	
	
	
	Address
	[bookmark: Check214]|_|
	[bookmark: Check215]|_|

	
	
	
	
	Phone number
	[bookmark: Check216]|_|
	[bookmark: Check217]|_|

	
	
	
	Personal references (at least 2)
	[bookmark: Check241]|_|
	[bookmark: Check242]|_|

	
	
	
	Signature or acknowledgement and date
	[bookmark: Check218]|_|
	[bookmark: Check219]|_|

	
	[bookmark: Check262]Financial institutions and account balances	|_| N/A
	[bookmark: Check220]|_|
	[bookmark: Check221]|_|

	
	Creditors, debt balances and payment amounts	|_| N/A
	[bookmark: Check222]|_|
	[bookmark: Check223]|_|

	
	Stated income	|_| N/A
	[bookmark: Check226]|_|
	[bookmark: Check227]|_|


 

		b. 
	
	Yes 80% to 100%
	Partial50% to 79%
	No    Less than 50%

	
	Is application/contact information completed within one month of assessment date?
	|_|
	|_|
	|_|


Attach a copy of the application form.
[bookmark: Check140][bookmark: Text107]Criteria met? |_| Yes   |_| Partial   |_| No - Comment:      



Verification of Contact Information
	6. Is the contact information verified?
a. [bookmark: Check41][bookmark: Check42][bookmark: Text108]|_| Yes  |_| No - Comment:      
[bookmark: Check40]Is the verification generally done:|_| Immediately  |_| 2-5 days  |_| More than 5 days
[bookmark: Text27]Who conducts this verification?      
[bookmark: Check67][bookmark: Check68]Is the home or contact phone verified?  	|_| Yes  |_| No
[bookmark: Check69][bookmark: Check70]Is employment or source of support verified? 	|_| Yes  |_| No
[bookmark: Text96]How is it done?      
[bookmark: Text30]How is the verification documented?       

		b. 
	
	Yes 80% to 100%
	Partial 50% to 79%
	No    Less than 50%

	
	Is contact information verified within 5 days?
	[bookmark: Check80]|_|
	[bookmark: Check82]|_|
	[bookmark: Check84]|_|


[bookmark: Text109]Criteria met? |_| Yes   |_| Partial   |_| No - Comment:      




Interview
	7. Does the court/department conduct an in-person or telephone interview with the defendant either to review the application and determine an appropriate payment plan or to review the terms of the judge-imposed payment plan?
a. [bookmark: Check85][bookmark: Check86]|_| Yes  |_| No
[bookmark: Check87][bookmark: Check88][bookmark: Check234]Review is done:  |_| Immediately   |_| 2-5 days   |_| 6-14 days
[bookmark: Text31]Who conducts the review?       
[bookmark: Text73]How is it done?       
[bookmark: Check89][bookmark: Text32]Is each interview/review documented?	|_| Yes - Where?      
[bookmark: Check90]	|_| No

		b.
	
	Yes 80% to 100%
	Partial 50% to 79%
	No    Less than 50%

	
	Is date (within 14 days of receipt of application) and name of interviewer documented?
	|_|
	|_|
	|_|


[bookmark: Text147][bookmark: Text84]	Criteria met? |_| Yes   |_| Partial   |_| No - Comment:      



Payment Terms
	8. Payment plans should require the highest payment amounts in the shortest period of time that the defendant can successfully make, considering the amount owed, the defendant’s ability to pay, and the defendant’s obligations for payment of any other court-mandated fees, including child support, victim restitution, and fees for drug testing, rehabilitation programs, or community supervision.
a. Describe what happens if I were to go to court and am unable to pay in full:
[bookmark: Text75]     
[bookmark: Text89]Who sets the payment terms?       
[bookmark: Text90][bookmark: Text91]How is the payment plan determined?       

	b. Time requirements for payment plans set by a judge are within judicial discretion.  If the judge does not set the terms, the time requirements are as follows: 
(1). Municipal and Justice Court Cases:
Do the payment plans provide for full payment within four (4) months of the assessment date?
(2). County and District Court Cases:
(a). Defendants placed on community supervision:
Do the payment plans provide for full payment at least two (2) months before expiration of the term of community supervision?	
(b). Cases not involving community supervision:
1. No incarceration - Do the payment plans provide for full payment within six (6) months of the assessment date?	
2. Incarceration - No time requirement on payment plan.
	
	
	Yes 80% to 100%
	Partial 50% to 79%
	No    Less than 50%

	
	Payment Terms
	|_|
	|_|
	|_|


[bookmark: Text148][bookmark: Text83]	Criteria met? |_| Yes   |_| Partial   |_| No - Comment:      



Phone Contact
	9. Is a phone call made to the defendant when a payment is not paid on the due date?
a. [bookmark: Check110]|_| Yes - |_| 1-5 days   |_| 6-15 days    |_|  16 days - 1 month
[bookmark: Check111]|_| No
[bookmark: Text53]Who does this?      
[bookmark: Text54]How is it done?      
[bookmark: Check115][bookmark: Text35]Is there a record made of these phone calls?	|_| Yes - Where?      
[bookmark: Check116]	|_| No

		b.
	
	Yes 80% to 100%
	Partial 50% to 79%
	No    Less than 50%

	
	Phone contact for past-due payments within one month?
	|_|
	|_|
	|_|


[bookmark: Text81]Criteria met? |_| Yes   |_| Partial   |_| No - Comment:      



Mail Contact
	10. Is a written delinquency notice sent to the defendant when a payment is not paid on the due date?
a. [bookmark: Check263]|_| Yes - |_| 1-5 days   |_| 6-15 days    |_|  16 days - 1 month
[bookmark: Check235]|_| No
[bookmark: Text41]Who does this?      
[bookmark: Text42]How is it done?      
Is there a record made of these notices?	|_| Yes - Where?      
	|_| No

		b.
	
	Yes 80% to 100%
	Partial 50% to 79%
	No    Less than 50%

	
	Written delinquency notice for past-due payments within one month?
	|_|
	|_|
	|_|


Attach a copy
[bookmark: Text78]	Criteria met? |_| Yes   |_| Partial   |_| No - Comment:      




Capias Pro Fine Notice
	11. Is a capias pro fine sought?  
a. [bookmark: Check203][bookmark: Check270]|_| No - Justice Courts   |_| No - County Courts   |_| No - District Courts
[bookmark: Check202]|_| Yes - Is either a pre- or post-capias pro fine phone call made or written notice sent to the defendant in addition to the efforts as detailed in items 9 and 10 when the defendant fails to respond to those efforts?
Notice Sent - |_| 1-15 days   |_| 16 days - 1 month   |_| Over 1 month
Who does this?      
How is it done?      
Is there a record made of these notices?	|_| Yes - Where?      
	|_| No
Attach a copy of the notice if a notice is sent

		b.
	
	Yes 80% to 100%
	Partial 50% to 79%
	No    Less than 50%

	
	Capias pro fine phone call made or notice sent for past-due payments within one month of phone contact/mail notice in items 9 and 10 (whichever is later)?
	|_|
	|_|
	|_|


[bookmark: Text149]Criteria met?  |_| Yes   |_| Partial   |_| No - Comment:      
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