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Application:
This policy applies to the collection of funds due to the Town, with the exception of taxes, grants, and utility billings.


1. Purpose
The purpose of this policy is to provide a policy framework, guidance and procedure for staff involved in the collection of the Town's accounts receivable other than municipal taxes, grant and subsidy payments, and utility billings.

2. General Policy
Some of the Town's services are provided for a fee payable by the individual consumer, as opposed to being funded out of the municipality's general revenues.  In most cases, the Town will provide these services without receiving payment in advance or at the time of delivery.  In these cases, an account receivable to the Town arises.

The following general policy principles apply to such accounts:

2.1. Because billing and collecting accounts receivable involves expenditure of resources which is not recoverable, the creation of accounts receivable should be limited to circumstances where it is appropriate for one or more of the following reasons:
2.1.1. The service is provided repetitively to the customer;
2.1.2. The amount of money involved is significant; or,
2.1.3. No alternative mechanism is conveniently available for recording the transaction.
Council may from time to time specifically designate certain service charges as being collectible under this policy (e.g. private snow removal).  In all other cases, unless one of the above circumstances applies, the creation of accounts receivable should be avoided in favour of immediate payment. 

2.2. The accounts receivable to which this policy applies arise almost exclusively from the provision of services on a user-pay basis, as opposed to a general benefit.  It follows that the general ratepayer should not be burdened with carrying costs for such charges.  In order to minimize carrying costs, procedures should be implemented to ensure that:
2.2.1. Charges are billed promptly;
2.2.2. Charges are collected quickly and efficiently; and
2.2.3. Uncollected charges are identified early, and appropriate penalties applied.
2.3. The resources used to provide user-pay services are publicly-owned, which gives rise to a fiduciary responsibility for the recovery of accounts receivable.  Customer billings should therefore be calculated precisely and consistently in accordance with rates and charges approved by Council, and should be complete.  There should be no discretion exercised to increase or reduce charges in any particular case, except by Council resolution.
3. Implementation
3.1. The Treasurer is responsible for establishing administrative systems and procedures to implement this policy.
3.2. Administrative systems and procedures for implementing this policy, shall include the following elements:
3.2.1. The information on the creation of a receivable shall be provided to the Treasurer promptly, in a consistent format, and with appropriate authorization and/or validation.
3.2.2. Proper records of activities and events giving rise to accounts receivable shall be maintained in order to ensure that the Town's claim to payment can be substantiated if necessary.   
3.2.3. Interest in the amount of 1¼% of the outstanding balance will be added to accounts receivable which remain unpaid in whole or in part at the end of thirty days following the original billing.
3.2.4. Interest charges will be compounded and accrued on unpaid accounts receivable at a rate of 1¼% every thirty days.
3.2.5. Statements of account will be sent to customers monthly. 
3.2.6. The Treasurer may collect accounts receivable by setting off amounts payable by the Town to the customer, provided that such transactions are recorded as if cash payment by both parties had occurred.
3.2.7. The Treasurer may collect accounts receivable which are more than 120 days in arrears by distress against property, garnishee or other action, or by employing the services of a collection agency, provided that the cost of such collection does not exceed 35% of the amount due.
3.2.8. When an account receivable is more than 120 days in arrears, the Treasurer shall advise the Department Head responsible for providing the service from which the account arose, and the Department Head shall discontinue the service in question for this customer until the account is paid.
3.2.9. Where a service has been discontinued under the preceding section, and payment subsequently received, the Treasurer may require that a deposit be paid by the customer in question before services are again provided.
3.2.10. Immediately on adoption of this policy, and every three months thereafter, the Treasurer shall prepare a written report for submission to Council, detailing any accounts which have been outstanding for more than 180 days, what collection measures have been undertaken in each case, and recommending measures for final disposition of the account.

