MORNING

9 am

9:15 am
9:45 am
10:15 am
10:30 am
11:15am

11:45 am

TAX BILL CREATION AND COLLECTION AGENDA

AFTERNOON

1 pm

1:45 pm
2:15 pm
2:45 pm
3:00 pm
1:15 pm

3:45 pm

Adam Gallagher, Dane County Treasurer
Names you Need to Know: Steve Cripps
New Deputy Treasurer

Tax Law Changes and Collection Updates

2025 Tax Bill Creation - Kay
Local Tax Collection - Kay

15 Minute Break

Tax Collection: Settlement — Kay

2025 Specials Entry & Address Changes — Property Listing
Judicial Confidentiality (aka “Daniel’s Law”) on public records

Notes and Reminders for 2025 Tax Cycle — Kay
Final Questions and Wrap-Up — Adam

Law Changes & Collection Updates

® No more Personal Property Taxes

©® Tax Bills will no longer separate out your Fire, EMS, etc. fees.
Those amounts will be recorded with your local levy.

@ Grace Period Collection by Municipalities
@ ACH/Wire/Pool Payments to the County
® Void Date on Checks

@ Just a reminder, all County emails are now @danecounty.gov

@ Everyone is using LandNav starting this year. Cue the confetti.




BEFORE Tax Bill Creation

@ You need to have access to three accounts to create your tax bills:

o Access Dane — Enter Specials working with County Property Listing
o Municipal Treasurer’s Site — Create your Mill Rate Worksheet

o DOR Online Account — File your tax forms (for example, the SOT, Levy
Limit Worksheet, etc.)

Section #1 and #2 of the Municipal Treasurer’s Tax Collection Manual
provide more details about these accounts and logins.

Tax Bill Creation Steps

1) Work with County Property Listing to complete entry of all your Special

2)

Assessments and Chargers. The County enters Agriculture Conversion,
Farm Drainage, Private Septic Fees (from Public Health), Managed Forest
Land and Lottery Credit Penalty amounts.

Gather all your levy documents:

@ Local Levy based on your municipal budget,

@ County Apportionment Form (County Treasurer Website when available),
® School District Levy and Referenda (from your school district(s)),

@ Technical College Levy (from tech college).
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ALOTOF-
IF1JUST IME

CAVE UP AND

ANOWT

Tax Bill Creation (continued)

The County Treasurer will review the levy amounts you enter based on
information we receive from the County, Tech Colleges and School Districts.
We DO NOT have any information on your local levy unless you send us some
documentation of that amount.

4) Once you have submitted your Mill Rate worksheet, you need to email the
documents below to Treasurer.Admin@danecounty.gov

@ The PA-687 Referenda reporting form.
@ Your TID worksheet (if you have a TID)

@ Your Statement of Taxes (SOT) complete through the first line of Section
F (this cell auto-fills so you only enter through Section E)

10/10/2025
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Tax Bill Creation (continued)
5) Now the County takes over ... stay tuned

6) Soon you will have tax bills to review. lItis critical that you check your bills
immediately so we can alert BCS if they should delay printing.

® Make sure the mailing address is correct.

® Make sure the name of your municipality is included in the address.
There were issues with this a couple years ago.

® Check the percent increases from last year’s bills. Was there a reval?
Reminder that your local levy will now include ems/fire. If you had those
separate before, you will show a local levy increase.

® Make sure the referenda shows up on the bill.

The Tax Manual has sample tax creation documents from three municipalities
to help you complete these documents. You can use these documents to
“practice” creating tax bills ... you know, for fun!

Tax Bill Creation — The Final Chapter

By the third Monday in December (December 15, 2025):
@ Tax bills must be mailed.
® Municipalities need to file their online SOT with DOR

© Email a copy of your SOT to the County Treasurer at
Treasurer.Admin@danecounty.gov

® Email the signed Tax Roll Certificate to the County Treasurer. This form
can be found on the DOR website at:
https://www.revenue.wi.qgov/DORForms/pa-601.pdffsearch=pa%2D601.
DOR does not need a copy.
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10/10/2025

Tax Collection
Dec 2, 2025 to Jan 31, 2026

Property Tax payments are entered into Cash Receipting or Manual Batch Entry

in LandNav. If your practice is to print out a receipt of each payment, Cash
Receipting is your best option.

Manual Batch Entry can be used for entering groups of payments, either the
day’s mail or for a large number of parcels paid by one mortgage check.

We will talk more about these two entry options in the software training but | do
want to mention that you SHOULD NEVER enter a large number of parcels in
one Cash Receipting cart. That method has timed out in the past. Itis far
better to use Manual Batch Entry for these entries.

Municipal Tax Collection: LandNav Batches

It is important to understand that LandNav has TWO kinds of batches. Cash
Receipting Batches (CR Batch) and Manual Entry Batches (Just Batch).

YEAR RECEIPT DATE
BATCH CR BATCH |
TRANS# |
2023 1 09/05/2024
320905 625

166252

Using the Manual Batch Entry process does not immediately “POST” the
payment and print a receipt. You can enter a pile of payments, run a report to
see if it matches your batch total, and make corrections needed. Then, you
POST the batch. We will go into more detail about these two types of entry at
the software training.
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Municipal Tax Collection

U Use December 1 to enter Lottery Credits, only use this date for Lottery
Credits.

U Municipalities can use one batch number per day or one batch number per
staff or one batch number per staff per day.

U At the end of the day on Wednesday, December 31*, send a report, as
defined in the manual, to the County Treasurer. In the email, include the total
collected in December based on your deposits. That number should, of
course, match your total on the report attached.

U Municipalities can continue to collect taxes on January 2. You should not use
December 31 as the payment date. If you feel the need to use that date, wait
until Monday, January 5 so the County is able to pull most Settlement
documents before you start entering again.

* Or December 30 for Municipalities that have a Holiday on New Year’s Eve.

Municipal Tax Collection: Lottery Credits

U Lottery Credits added/removed after 2025 tax bill creation will ALL be
entered at the municipal level. The County will not enter any lottery credit
forms in December or January. We will email you all hard copy or emailed
LC Forms received by the County.

U Enter all Lottery Credits with a date of December 1. See instructions in the
Tax Manual for when there is a payment before the lottery credit form is
received (can no longer enter the credit with a December 1 date.

U Before you enter the credit, make sure the parcel does not already have a
lottery credit.

U Enter the credit BEFORE the tax payment, if possible
U Absolutely NO Lottery Credit Forms cannot be entered after January 31.

10



Lottery Credits

In January and December, local treasurers will enter/remove lottery
credits that are received 1) from the DOR, 2) from the County, and 3) in
your office. The DOR emailed forms are cumulative® (so be careful not
to add lottery credits twice.

If you receive a form that is NOT your municipality, scan and send it to
the County Treasurer in a separate email. We will get the form to the
correct location.

* The DOR emails will include ALL forms received for your municipality, including
additions that were added by the County before tax bills were created or even forms that
you already entered. We recommend keeping electronic or hard copies of the forms you
have entered so you can track duplicates.

Municipal Tax Collection:
Overpayment Spreadsheet

The issues with tracking overpayments in our tax system are improving
but to be 100% confident, we still encourage you to keep a spreadsheet
list of your overpayments. Include 1) parcel number, 2) name and
address, and 3) amount.

The biggest overpayment issues relate to lottery credit overpayments
when someone pays their full tax bill and later submits a LC100 form.

We also STRONGLY recommend that you do not send out overpayment
refunds until after February Settlement.

Discuss: Tax overpayment refund minimums.

11



Municipal Tax Collection: Returned Payments

Returned payments after January Settlement will no longer require
a Void Form. You can void December payments when you get the
details from your bank.

Void Forms will still need to be completed after you finish
collecting in February.

If you receive a returned payment after the February export, you
will need to email a void form to the County Treasurer. Those
voids will be entered as a Special so the total will be returned to
the municipality when payment is received.

Tax Collection: Adjusting Specials

Use the Specials Adjustment form on the Municipal Treasurer’s Page
Deadline: Friday, January 9, 2026 (or date determined by Property Listing)

Before early in January, Specials can be added, deleted or moved to another
parcel. After this deadline, Specials cannot be adjusted because Property
Listing has rolled over to the next tax year. After rollover, municipalities will
need to make the payment. If paid to the municipality before February, the
“refund” will be part of February Settlement. If paid to the County, the refund will
come back to the municipality as part of September Specials Settlement.

If the adjustment changes the total tax roll, you will need to amend your SOT
with DOR and send a copy to the County Treasurer.

If a Special is moved from one parcel to another, you do not need to update
your SOT and Tax Roll Certificate. There is no change in the bottom line.
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Tax Collection: Omits, Splits, Corrections

To create these amended bills, work with your assessor, follow the directions in
the tax manual, or contact us. For some questions, we may refer you to DOR
since these adjustments are governed by the state more than the County.

Omitted Bills

If the omission is discovered within three years, report the adjustment to the
DOR on Form PC-205.

The omitted bill cannot be created until the property owner has had an
opportunity to appeal the increase with the Board of Review.

Tax Collection: Omits, Splits, Corrections

To create a corrected tax bill, you will need:
O Any adjusted assessment amounts from your assessor
O The original tax bill for this parcel, if any

O The Statement of Taxes report that the County Treasurer uploaded to your
Access Dane account for the tax year affected.

All errors and omissions need to be reported to the DOR in Section J of the
SOT. If the adjustment is discovered before February 1, you can still update the
current tax year SOT.
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Tax Collection: Omits, Splits, Corrections
Split Bills

If a sale involves the split of the property into 2 or more pieces, a local Treasurer
may be required to create a split tax bill. Your local assessor will need to get you
values for each portion of the split. Use the original tax bill to create the two (or
more) new tax bills.

The total of all the newly created tax bills must be exactly the same as the totals
on the original bill.

The split properties will have separate parcel numbers starting in the next tax
year.

December Payments
(January Settlement)

o There is no “Export” to the County. Payments entered into the “joint” system
with dates December 31 or before will be included in January Settlement.

February Settlement is calculated using the total collected throughout
municipal collections and subtracting the payments made in January so
there will not be duplicate settlement based on the entry date.

o By the end of the day on December 31, email the County Treasurer a Report that
shows all the payments received. The report specifications are defined in the
Tax Manual. In the email, include a total of your December collections (obviously
this number needs to match the total on the emailed report).
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Using December 31 as the Payment Date:

There is NO requirement that you enter payments with a
December payment date if the payment is received after the
new year. Postmark does not determine the payment date.

If you want to use December 31 as a payment date,
DO NOT ENTER PAYMENTS ON FRIDAY JANUARY 2

unless you use January 2 as the payment date. The County
needs more time to run all the Settlement reports before you
start adding payments with December 31 as the entry date.

LandNav January Payments
(February Settlement)
Due End of Day Friday, February 6

*%* LandNav users can continue to enter payments until February 6 (the end
of the Grace Period). Payments entered during the grace period can be
dated in February but MUST MUST MUST still have interest and penalty
at JANUARY 31.

% By the end of the day on February 6, send the County Treasurer a report
of the full amount collected during December and January.

** In the email, include the total amount collected during the entire
collection cycle (provide a separate amount for January payments if
possible).
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February Settlement Documents

Below is a list of all reports that will be uploaded to Access Dane:

+* District Summary
J

*%* Lottery Credit

*
** Overpayments
J

L)

«* February Payments

R/

»* PC-501 (February payment summary)
+* PC-502 (Collection Summary)
J

X/

X/

% Record of Settlement (Payments due to each taxing district)
*%* Tax Roll (Parcel by parcel detail)

*%* Specials Paid
+* Sum of Payments

February Settlement DistSum Report

The February Settlement payment to the County may be adjusted for 1)
Agricultural Conversion, 2) Managed Forest Payments, 3) Farm Drainage, and
4) Lottery Credit Penalties.

Post February Settlement Documents

Payments received AFTER local collections end: Endorse any checks
you receive, date stamp the envelope, and send everything on to the
County Treasurer. We recommend that you keep a copy of the check and
the envelope in case questions come up later ... and they often do.
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2026 Dog License Tag Reporting Changes

Email all dog reports to us in a spreadsheet format (not a PDF) at
Treasurer.Admin@danecounty.gov

If you are using the Transcendent Dog License Report (or other software),
save the report as a CSV/Spreadsheet. The report MUST include all the
information shown in the County Treasurer Dog Report Template, including
the county portion per dog.

We recommend you do not wait to send us all your 2026 dog licenses in
September. If corrections are needed, you risk losing the rebate because
we cannot balance with your dog reports before the deadline.

2026 Dog Tags

2025 Dane County Dog License Report Cover

All dog license reports must be accompanied by
e e e the Dane County Dog Cover Sheet found on the
5 ' 5 Municipal Treasurer’s page of our website.

2026 Dog tag fees due to the County per dog are:

$18.75 Spayed or Neutered dog
$29.75 Un-spayed or U N
$17.25 Neutered/Spaye ' A\ by July 1) dog
$25.75 Un-Neutered/Un .
$54.75 Multiple Dogs (Kennel) :
$29.75 each Additional tags (for dogs over the 12 included in the kennel)

Make sure you use the most updated cover sheet.
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2025 Tax Collection Reminders

@ Use the Local Treasurer Checklist to make sure you do not miss any
deadlines.

@ Use Treasurer.Admin@danecounty.gov for EVERYTHING.

© Municipal Treasurer Webpage

https://treasurer.danecounty.gov/municipal-treasurer-access

Home Pay Property Tax Online  Property Info w  Unclaimed Funds.  Municipal Treasurers Jortgage & Title Industry

Dane County Treasurer's Office Munic'pa Treasurer

Municipal Treasurer Login

2025 Tax Collection Reminders

@ Please send your dog license reports regularly, not just in the beginning
of September. And, use the “NEW* Dog Cover Sheet with changes
requested by the County Clerk and more clear for us to balance.

@ Log into Access Dane to check for any prior year tax documents that
have not been saved to your computer files. 2022 tax documents will be
removed from Access Dane to make space for 2024.

@ If you mail your own tax bills, you will pick up your printing at Business
Communications Services (317 Raemisch Road in Waunakee).
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FINAL - EQUATED
STATEMENT OF ASSESSMENT FOR 2024

b

G. Special Assessments and Charges

Special Assessments

Water main and later

Dane County Treasurer Annual Training
Tax Creation and Collection Wrap Up

L No Unclaimed Funds in 2026 (applause, applause) but | will add the 2027
spreadsheet to the website if you want to start creating your list.

U Paper Clips

L Final Questions and Discussion.

AND FINALLY.....
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