TOWN OF SCHROON
WATER AND WASTEWATER FEE COLLECTION POLICY

Adopted by the Town Board of the Town of Schroon on November 6, 2025
PURPOSE
Be it resolved that all rules listed herein are adopted as the Town Clerk for the Town of Schroon. The water and waste
water fee collector, also known as the collecting officer shall abide by and adhere to all NYS laws regarding Water and
Wastewater fee collection as well as the Rules& regulations, laws and ordinances enacted by the Town of Schroon.

SCOPE
This policy is the standard that applies to all Water and Wastewater fees collected.

POLICY

1.0 Office Hours and Collectors

1.1 Collecting Officers
Collecting officer and deputies are the only persons authorized to collect water and/or wastewater bills.

1.2 Office Hours
Collecting officer office hours will be a standard of Monday-Friday 8AM to 2PM. Office hours are
subject to change per unforeseen events or circumstances. Should the office be closed for an unforeseen
circumstance, notice will be placed on the door with alternative dates. Office does observe federal
holidays.

2.0 Collection Dates and Penalty Periods

2.1 Collection Dates
Water and/or wastewater bills shall be billed and payable on January 1, April 1, July 1 and October 1.
Bills are due within 30 days of the dates listed.

2.2 Penalty Periods
30 days after the billing date, a one-time penalty of ten percent (10%) shall be assessed against all charges
within the billing period. All water and/or wastewater bills, penalties and other charges for service within
the limits of the Town of Schroon not paid on or before November 1 shall be relevied to the Town tax roll
for collection.

3.0 Reports

3.1 Monthly Reports
A monthly report indicating activities and monies received by the Town clerk for water and/or wastewater
bills shall be presented to the board no later than 5 business days after the close of the month.
Additionally, reports will be created upon request by either Chief Water Operator or Chief Wastewater
operator.

3.2 Annual Reports
An annual report shall be generated by the collecting officer preceding the close of the year. Annual report
shall be created in a clear and organized manner. Annual reports shall include but not limited to, monies
in, fees, interest explanations, fee explanations, relevy totals, total collections, total outstanding, and
expenses. Special report items may be added as desired by the Town Board or Department Heads.

4.0 Mail Payments
4.1 Mail procedures
Mail will be opened and processed within a reasonable and timely manner. Once mail has been opened,
monies will be processed and deposited in 24 hours. Mail will be held securely in the vault until
processing. Checks, certified check, bank checks or Money orders are the only acceptable form of
payment in the mail. Mail payments received after the 30-day billing cycle, the envelope will be retained
for proof of postmark date.

4.2 Post Mark
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Any mailed water and/or wastewater payment received with a valid postmark dated within the 30-day billing
cycle is a timely payment — even if the collecting officer physically receives the payment after the 30-day billing
cycle. Envelopes shall be retained with the payment slip for proof of postmark.
To qualify as a timely valid postmarked payment, the payment must be:

1. Contained within a post-paid wrapper (envelope) with a legible postmark — the collecting

officer must be able to ascertain the date of the postmark;

2. Properly addressed to the appropriate collecting officer; and

3. Deposited in a post office or official depository
If the postmark is illegible or does not appear on the envelope, it is not a proper postmark, and any payments
received in these instances are deemed paid upon the date received by the collecting officer, not the date of the
postmark. Additionally, the postmark rule does not apply to foreign postmarks. Only United States post marks are
valid under the law.

5.0 In Person payments

5.1 In person procedures
In person payments will be accepted by the collecting officer or deputy during normal business hours. In person
payments may be made in the form of cash, check, money order, certified check or bank check. Payments will be
processed within 24 hours or a reasonable and timely manner. Unprocessed payments will be stored securely in
the vault.

5.2 Coins
in person payments that exceed $10.00 in coins must be rolled. Exact change is not required, but appreciated.

6.0 Online Payments
Online payments will be available for the billing cycles. Online payments will be closed after the close of the 4"
quarter billing cycle. At which time the collecting officer shall prepare relevy information for the Essex County
Real Property.

7.0 Returned Checks
The Town of Schroon adopted a $20.00 returned check fee per General Municipal Law §85 for all returned
checks.

8.0 Refunds
Water and/or wastewater payments are non-refundable. Collecting officer may collect less than due amounts as
well as overages. Overages will be applied as a credit to the account and may not be requested back from the
customer. The Town of Schroon does not issue refunds regarding water and/or wastewater fees.

9.0 Amendments

The Town of Schroon reserves the right to amend this policy from time to time by town board
resolution.
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