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Gregg County Tax Office Policy 

Paperwork Drop Off 

Purpose: To help tax office staff process multiple transactions in a timely 
manner but still be able to prevent increased wait times for walk-in taxpayers 
and improve workflow. 

1.  Businesses presenting more than 3 transactions may wait for up to 3 to 
be processed over the counter.  Remaining transactions should be 
dropped off.  This allows staff to continue working with the public or 
other off-counter transactions in the order they were received. 

2. Clerks will process walk-in customers first. 
3. Dropped off transactions will be processed in order of received 

date/time. 
4. All transactions will be processed as quickly and accurately as possible 

with a goal of less than 72 business hours to finish any dropped-off 
transaction. Clerks will call or email businesses when the bundle is 
complete. 

5. Drop-offs should limit 3 transactions per check to allow multiple clerks 
to help with processing. 

6. 4 pm will be the cutoff time for getting in line for processing the 3 over 
the counter transactions each day. 

 

 


