	What Does the Lee County Treasurers Office Do?
Accounts Payable -- All claims/invoices payable by the County must be processed and paid within 30 days of the date of invoice. Bills must be researched to justify a valid purchase, and then processed for payment. Bills are paid twice a month and must be approved by the County Commissioners Court. Any vendor accounts needing a credit line are set up by the County Treasurer under the County’s name. Sales Tax Exempt and W9 forms are sent when needed or requested. By statute the County Treasurer is the only person allowed to disburse County funds.
Accounts Receivable –- All departments must turn their monies into the Treasurer’s office daily.  Any grant funding, sales tax income or any other type of income must be turned into the Treasurer’s office by statute for the County to have a record. All monies due the County are recorded and processed. Efficient record keeping must be kept so that any monies outstanding are collected timely. Monies are deposited daily and recorded in the appropriate places.

Monthly Reports – The County Treasurer’s office processes all monthly reports from departments.  Totals are entered into the Treasurer’s software by each line item according to the type of collection.  The money is then balanced and has to be transferred into the proper bank account associated with that collection.  This has to be done in the software and at the bank depository.
Monthly and Quarterly Billings – The County Treasurer’s office compiles a monthly bill to the Giddings Chamber of Commerce for the Utility expense they use at our Fletcher Buildings for that time period.  The Treasurer’s office must keep up with the expenses incurred for the Radio Tower, State of Texas/Mental Health and Mental Retardation Department office space, Lee Appraisal District, and Lexington ISD Safety Resource Officer.  The Treasurer compiles a Quarterly billing for expenses to be reimbursed to the County. 

Unclaimed Money –- All Unclaimed monies are to be sent to the Treasurer’s office by each department on a regular basis. Any amount over $100 is held in the County’s account for three (3) years and then forwarded to the State for their Unclaimed Money handling. Any monies $99 or less are kept in the County’s Unclaimed Money account.
Annually – This is a Federal Law. W-2’s, 1095’s, 1099’s, W-4’s, 941’s, and W-9 forms are compiled and/or collected by the County Treasurer and some must be sent into the IRS and Social Security Administration (except the W-9).  They must be kept in a file to be reviewed by the Outside Auditors and IRS for auditing purposes.
Bank Reconciliation’s -- Approximately 25 accounts have to be reconciled each month. Interest must be calculated and posted. Monthly Cash Flow Reports, Fund Recap Reports, Quarterly Investments Reports, and many others must be prepared. By statute a monthly Treasurer’s report must be prepared and taken before the Commissioners’ Court for approval and posted on the County’s website by the County’s designee.
County Investments -- Cash Management of All County Funds. The County Treasurer finds investments earning the highest possible yield without jeopardizing the safety of principal. All monies invested are in accordance with the County’s Investment Policy. All securities are monitored by the County Treasurer.
Credit Cards – The Treasurer’s office has a county credit card available for County employees to use with rules and guidelines to follow. The Treasurer balances credit card receivable monies and posts to the correct line items. All officials and employees can check out a card and return with itemized receipts to the Treasurer’s office. (See County Credit Card Policy for more details)
Jury -- A check payment is made with the cooperation of the District Clerk. Checks are processed at least once a month for those Juror’s that are selected for a Jury or Grand Jury.  By statute, the checks must be signed by the Treasurer and by the District Clerk.
State Fees and Fines Reports – There are multiple State Reports that must be compiled by the County Treasurer on a Quarterly basis. They include but not limited to: Sexual Assault, State E-File, State Civil Fees, State Criminal Costs and Fees, State Specialty Court, Texas Home Visiting, and State Appellate Fees reports.  Statements on Revenues received are calculated on a monthly and quarterly basis and submitted with payment to the State Comptroller. This is a combination of all County departments that have submitted their monthly reports for that Quarter. This does include any State reports that are paid separately to the State Comptroller.
Utility Usages – The County Treasurer must compile a monthly utility bill usage report and post on the County website on a monthly basis that shows the utility used at each building owned by the County.
Job Postings – Job postings for the County can be done through the Treasurer’s office but not required.  (See Drug Testing for CDL drivers) After the department has selected the applicant to hire then all paperwork to make them a county employee is processed through this office. Any and all benefits for employees are handled through the Treasurer including payroll. (See Payroll)
Payroll – By statute only the County Treasurer can disburse County money.  Therefore, all County payroll checks and Direct Deposits must be signed or disbursed by the County Treasurer. All employees earned pay, deductions, etc. are calculated and paid once a month. All reports (i.e.taxes) to the State, Federal, and Local Governments must be prepared and electronically sent in on time. There is a huge penalty if this is not done timely.  A quarterly report named “941 Employer’s Quarterly Tax Return” must be completed and balanced to the penny every quarter and sent in.  At the end of the year all 4 Quarters should equal the W-2 forms. Monthly Comp, Vacation, Personal and Sick Leave are documented and recorded. All deductions from employee’s pay must be balanced and checks processed. Payroll is a complicated process and the biggest expenditure of the County. Therefore, a big liability; all parts of payroll cannot be described in this synopsis. 

Employee Insurance –The County issues contracts to purchase Health, Dental, Vision, and Life Insurance for its employees annually. Accurate record keeping as well as monthly reports and payments must be processed. The Treasurers’ staff can provide assistance as needed to the employee regarding any Insurance question if able; if the Treasurer’s office is not able to answer the question or issue then they are referred to the right person for additional help.
Insurance Open Enrollment – This process is held once a year during the month prior to our Fiscal Year, which is October 1. Anyone wanting to make changes or additions to their medical, dental, vision, life, and supplemental insurances are to do so at this time. A certain day is set aside for all employees to have the opportunity to come and listen as to what the insurances are offering and consist of.
Cafeteria Plan – This is a Federal Law. Annual enrollments plus monthly continued enrollments for new employees must be organized and presented. Most insurances but not all are eligible for tax deferment on payroll.
ACA/Affordable Care Act – This is a Federal Law. After Payroll is disbursed a monthly spreadsheet report must be sent to our insurance provider (TAC/Texas Association of Counties). They keep track of all the employees and dependents in order to send a 1095 tax form to the IRS each employee at the end of the year. This is for income tax reporting purposes to show proof of insurance coverage, which is the law. Also, it is required that the County pay insurance on an employee who is considered fulltime in a completed twelve (12) month measurement period. If the employee does not need the insurance, they must indicate denial in writing. (See County Policy for more details)
FMLA/Family Medical Leave Act – This is a Federal Law. All full time Lee County employees that have worked more than a year for are eligible to take up to 12 weeks of FMLA time if they have a qualifying event. The Treasurer has to keep record of all the paperwork sent to the employee and make sure that a doctor’s form is received back to the County explaining why the employee needs to be off. While the employee is off, the County must pay for the employee’s insurance, but not the dependent’s insurance. An employee who has annual time accrued must use this time while off on this leave. Lee County follows a rolling twelve (12) month measurement period. (See County policy for more details)
COBRA/Continuation of Benefits Resolution Act – This is a Federal Law. An employee who is on the County’s medical or dental insurance is eligible when he leaves employment with Lee County to remain on the County’s medical or dental insurance at his own cost for either 18 or 36 months. Texas Association of Counties will send a letter indicating this within 14 days of separation. (See County Policy for more details)
HIPAA – This is a Federal Law.  Personal liability is sought if not adhered to.  HIPAA stands for: Health Insurance Portability and Accountability Act and the utmost care is made to insure privacy to the employee. Anything qualifying for this rule is kept in a separate folder in the employee’s personnel file and locked up at all times.
Retirement - The County’s retirement benefit is handled through the Treasurer’s office.  Legislation governs the Retirement laws.  All payments and matching amounts are handled through the payroll process. All plan options are voted on by the Commissioner’s Court. Retirement plans and options are then processed and sent to TCDRS through this department also, upon request. (See County Policy for more details)
Retiree Insurance Benefits - Retiree Supplemental insurance payments, dental and/or medical insurance benefits are handled through the Treasurer’s office.  Once a year the retiree supplemental insurance rates are researched and are based on the Federal Medicare rates. All Retirees that are eligible are notified and must provide proof of supplemental insurance in order to get their supplemental insurance amounts paid to them. (See County Policy for more details)
Deferred Compensation – The Treasurer is the deferred compensation coordinator. This is an opportunity for employees to put additional monies in an investment account either in a fixed or variable fund. This is not County matched but is eligible for tax deferral purposes. (See County Policy for more details)
Child Support – Child Support is a court ordered legal document that is sent to the County from a family court that requires that an employee that is employed by Lee County be garnished wages for child support payments. Sometimes it is a set amount and sometimes it is a percentage amount. This figure will then have to be configured every time the employee is paid. The Treasurer informs the employee only regarding this matter. All documents are kept in the employee’s personnel file.
New Hires – The State of Texas required that all new hires are reported to the Attorney General’s office as soon as they start working.  This could result in Child Support Garnishments, Levies, and/or Medical insurance for dependent’s garnishments. The Treasurer informs the employee only regarding this matter.

E-Verify – The County Treasurer is authorized by the United States Homeland Security to run all new hires Homeland Security website/E-Verify system with the information received from the I-9 form that requires proof of identity and citizenship.  This MUST be done within the first 3 days of hiring a new employee.  Homeland Security will contact the Treasurer if there is a problem with clearance and further action might be needed.
Tax Levies – A tax levy is a legal document that is sent by the Internal Revenue Service to garnish an employee’s wages. This must be done every time the employee is paid until paid in full or another legal document is received to change it. The Treasurer informs the employee only regarding this matter.
Student Loan Levies – A student loan levy is a legal document sent by a federal agency to garnish an employee of Lee County’s wages if a default in payment has been made for a student loan. This must continue to be paid until another legal document is received. The Treasurer informs the employee only in this matter.
Worker's Compensation Insurance - The County Treasurer completes the annual Worker’s Compensation renewal and presents to the County Commissioner’s Court for approval.  The Treasurer also configures and compiles billings of Quarterly Payments that must be processed, calculated and paid quarterly. All Lee County employees must report accidents to the Treasurer’s office within 48 hours of an accident and the Treasurer’s office reports to the insurance company with details.  The department head is contacted.  All forms are to be sent electronically to the insurance carrier for claims and for missed time of work. There are many times that the Treasurer’s office sends the employee to the Emergency Room and contacts the hospital with all the insurance information so that the employee can be seen as soon as possible.  Sometimes the Treasurer’s office converses with doctors, pharmacies, and hospitals to make sure all claims and bills are correct and true. The treasurer must keep track of when an employee is still absent or returns.  There are deadlines that must be met in coordination with the Worker’s Compensation insurance company, so it is very important that Payroll and worker’s compensation both coincide with each other. (See County Policy for more details)

Safety Meetings – Training and safety meetings sometimes are coordinated through the Treasurer’s office and certificates are issued to those employees attending.

Drug Testing/Commercials Driver’s License (CDL) Drug Query – This is a Federal Law.  Commercial Driver’s License (CDL) Holders that work for Lee County are randomly drug tested per State requirements.  Before a CDL driver can be hired, they must be registered with the Federal Motor Carrier Safety Administration (FMCSA) Clearinghouse website.  The Treasurer will then get written permission from the applicant and run a limited drug query. The Treasurer will communicate with the County Commissioner whether or not he is prohibited from working. The Treasurer coordinates and receives all drug testing information and it is kept confidential in the treasurer’s office in the employee’s personnel file. (See County Policy for more details)
Sick Leave Pool Coordinator - The Treasurer is the Sick Leave Pool Coordinator. An annual letter is sent out to all eligible employees and they are asked if they would like to donate some of their sick leave balance to the pool. There are eligible sicknesses that were adopted by the Commissioners Court included in the County Personnel Policy Manual for employees to refer to in order to withdraw them. There are also rules to be followed in order to be eligible for it. (See County Policy for more details)
Unemployment Insurance -The Treasurer configures and compiles billing of Quarterly Payments that must be processed, calculated and paid quarterly. All unemployment is reported through the treasurer’s office.  All immediate officials and/or department heads must complete the proper paperwork when an employee leaves for whatever reason. Paperwork is forwarded by the Treasurer to Unemployment if there should be a claim filed. The employee is contacted if there has been a fraudulent claim done while they are still currently working for the County. The immediate elected official or department head is contacted if a claim has been filed against their office.
Wellness Programs -The Treasurer’s office encourages and invites all employees to participate in wellness programs provided by our insurance carrier, Texas Association of Counties.  It is at no cost to the employee to join. Just simply register and follow the contests. Details and how-to instructions are occasionally included in payroll envelopes.  As a courtesy the Treasurer’s office compiles a monthly newsletter with Wellness ideas which is also included with paychecks.
There are many other responsibilities that the Treasurer’s office takes care of as it comes to our attention.  
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