
Sylvia H  Ortiz 

361) 222-4106
sylviaortiz71@gmail.com 

EXPERIENCE  Accounting Manager.  Texegy LLC,  Texas 
January 2018 - 
Oversight/Management of Upstream Oil & Gas accounting functions utilizing Wolfepak

. Preparation, analysis and closing of both standalone/
consolidated financial schedules/statements. JIB  Revenue 
Distribution, DOI owner relations, Engineering, 
Production and Land department collaboration.  Ad Hoc reporting.  Engagement

 and support among auditing/tax professionals.  Direct support to CFO. 

Accountant/Supervisor/Financial Analyst.  Martex Energy Corporation, C.C. Texas 
March 2001 – January 2021 

• All oil & gas corporate accounting functions through year end – QuickBooks
• Revenue Distribution
• Joint Interest Billing
• Evaluations of drilling prospects, leases and contracts
• Analyses of , taxation, budgets, investments, and trusts – Excel
• Federal and State Corporate/ Employer Tax  Reporting Compliance
• Implementation of conversion from DOS to QuickBooks
• Microsoft Office – Word, Excel, Access and PowerPoint; Peachtree
• Texas Notary Public

Accountant/Lease Analyst.  Lamar Oil & Gas, Inc., Rockport, Texas
April 1998 – March 2001

• All oil & gas accounting functions through year end - WolfePak
• Revenue Distribution
• Joint Interest Billing
• Required operators multi-state and regulatory reporting of Oil & Gas Production
• Preparation of oil & gas division assignments
• Federal and State Employer Reporting and Compliance
• Implementation of conversion from QuickBooks to WolfePak

EDUCATION  Texas A&M University, Corpus Christi, Texas 
Master of Business Administration (MBA) – May 2016 
Bachelor of Business Administration (BBA) – Aug 2013 Major: Accounting 



Responsibilities and Supervision of:

Accounting & Financial Process, Closing and Reporting for (3) Companies and Consolidated:

Daily, Weekly or Monthly: 
1. Daily Monitoring of Bank accounts 
2. Transmitting of ACH/Wire transfers 
3. Remote deposit of cash receipts 
4. Collaboration of Departmental check requests 
5. Approval of Accounts Payable 
6. A/P check run and review accounts payable for aging invoices. 
7. Supervision of the JIB process 
8. Reviews the JIB receivables 
9. Owner relations 
10. Land support 
11. Legal Suspense Clearance 
12. Maintenance of DOI deck 
13. AFE – Discussion of Coding with Engineering Department 
14. Provide support to Production Department – Allocation worksheets 
15. Texas Severance tax reporting/Comparison to Production reports 
16. LATAP Severance tax payments 
17. Revenue Suspense/ Owner DOI changes. 
18. Revenue and (AR JIB) deposit receipts recorded. 
19. Revenue Disbursement cycle 
20. Review Aging receivables for discussion with Rajan. 
21. Payroll entries provided by Aggie recorded. 
22. Manual ACH transactions recorded. 
23. Standard monthly entries such as ad valorem, depletion, insurance, prepaids. 
24. Intercompany transactions 
25. Determination and generating of JE’s required 
26. Monitoring of Chart of Accounts 
27. Reconcile GL Detail accounts 
28. Reconciles bank ledgers. 
29. Reconcile Balance Sheet for outliner accounts. 
30. Reconcile Income Statement for outliner accounts. 
31. Bank reconciliation of all accounts. 
32. Standalone Financials 
33. Preparation of consolidated eliminations 
34. Update consolidation company reporting. 
35. Closed periods. 
36. Amortization and depreciation schedules 
37. Asset Retirement Obligation Schedule 
38. Weekly Bank Position Report 
39. P&L and LOS Consolidated reporting 
40. Engineering report requests 



41. SV Energy Payroll
42. All Employer Federal reporting and payments – 941, TEC, W-2s and FUTA 
43. Processing of SV entries and provide data to CPA for tax preparation. 
44. 1099 Revenue and Payable Process 

 

Specialized Competences: 

CFO Support 

Complete auditing support 

Tax preparation support 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Providing small screenshot example of the volume of reporting that is necessary to complete Quarterly 
Management Reporting: 

3rd Quarter

 

 




