Reviewed January 31, 2012

UVALDE COUNTY HOTEL / MOTEL TIMELINE

Weekly/ 15-Mar 30-Mar 30-Apr 30-May
Monthly
15-Jun 30-Jun 30-Jul 30-Aug
15-Sep 30-Sep 30-Oct 30-Nov

REVIEW TAX OFFICE WEEKLY DEPOSITS & POST TO SPREADSHEETS
RECONCILE HOTEL MOTEL BANK STATEMENT 15-Dec 30-Dec 30-Jan 28-Feb

REVIEW HOTEL MOTEL LEDGER BOOK
EMAIL MONTHLY HOTEL MOTEL PROGRESS REPORT

MAIL QUARTERLY TAX PACKETS TO VENDORS
AUDITOR REVIEWS PRIOR QUARTER CERTIFIED MAIL
REFER DEFAULTS TO COUNTY ATTORNEY

END OF QUARTER VENDORS HAVE 30 DAYS PER STATUTE TO PAY
AUDITOR TO REVIEW PREVIOUS QUARTER DEFAULTS WITH COUNTY ATTORNEY
MAIL CERTIFIED LETTER (LETTER #3) ADVISING ANY DEFAULTS WILL BE TURNED OVER TO COUNTY ATTORNEY

STOP POSTING PAYMENTS TO CURRENT QUARTER AND CLOSE OUT
PAYMENTS RECEIVED AFTER CLOSING APPLIED TO POST CLOSING COLUMN
MAIL DELINQUENT LETTERS (LETTER #1) TO VENDORS THAT HAVE NOT PAID
PROCESS PAYMENT TO HILL COUNTRY RIVERS FOR PREVIOUS QUARTER
PROCESS QUARTERLY AUDIT PROGRAM
AUDITOR TO REVIEW AND APPROVE UPDATE OF HOTEL/MOTEL WEBSITE

MAIL CERTIFIED LETTERS (LETTER #2) TO VENDORS WHO HAVE NOT RESPONDED TO DELINQUENT LETTER
TOTAL QUARTER AND YTD RECEIPTS AND POST TO SPREADSHEET
FIRST ASSISTANT TO REVIEW QUARTER AND YTD SPREADSHEET AND TIE TO GENERAL LEDGER




