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Mission 
 
The mission of the Tax Collection department is to accurately collect payments received for various taxes, fees and other 
charges whilst providing excellent customer service to our residents. We keep precise records of all transactions in order to 
ensure the accuracy of our financial records as well as maintain compliance with state and local laws and guidance. 
 
Services Provided 
 

• Motor Vehicle Registrations: Processing and overseeing registrations of automobiles, trailers, motorcycles, and other 
vehicles. Performing internal audits on all registrations for accuracy and making corrections as needed. Importing rapid 
renewal (online registrations) information daily and export our information to rapid renewal monthly. Download pre-
prints from the BMV monthly. Maintain inventory of all supplies from the BMV, including all plates, stickers, and forms. 
Process weekly reports for the BMV, and mail white copies, titles, and sales tax forms to the State along with a check 
for payments received in that period. 

 

• Boat, ATV, Snowmobile Registrations: Processing registrations of boats, ATVs, and snowmobiles. Maintain inventory 
of supplies for these registrations and return any extra to the State at the end of each season. Inventory is reconciled 
on a regular basis, and corrections are made if needed.  Process monthly reports, which are mailed to the State along 
with a check for payments received in that period.  

 

• Property Tax Collection: Creating tax bills, inputting payments, and creating and mailing courtesy letters to advise 
taxpayers with past due balances.  Preparing lien and foreclosure notices, letters, and filing liens at Cumberland County 
Registry of Deeds. Preparing discharges and/or quit claim deeds once the liens are paid off. Process tax data for 
financial institutions and download electronic payments from financial institutions and other sources. Process 
abatements and supplemental Taxes as determined by Assessing. Research and process refunds of overpayments.  

 

• Process Passport Applications: Process passport applications, prepare daily transmittal sheets, and oversee the 
daily delivery of applications to the Post Office. Ensure our record keeping is in line with National Passport Agencies 
guidelines.  
 



• Reconciliation Duties: Balance all cash drawers daily to ensure accuracy. Verify deposit backup and prepare cash 
deposit, which we are also responsible for depositing into the Town’s bank account. Checks deposits are processed 
through our check scanner daily.  A copy of daily cash up is submitted to the Manager’s office daily and another copy is 
kept for our retention.   

 

• Collection of NSF Checks: Contact necessary parties to restore payment, by phone or certified mail. If payment is not 
received, the payment is reversed and State agencies are contacted. 

 

• Collaboration with Town Clerk Department: Assist the Town Clerk's office with voter registration, absentee ballots, 
dog licensing, and hunting and fishing licensing. 
 

• Communications: Respond to telephone and e-mail inquiries, such as tax questions, registration quotes, or passport 
questions. Regularly respond orally and in writing to citizen inquiries and complaints. Monitor tax information, and 
completing necessary forms, written and electronic, for financial institutions and interested parties.    
 

Staff 
 
The Tax Collection department is overseen by the Town Manager & Tax Collector and the Finance Department. It is primarily 
staffed by two Administrative Assistants and a Tax Specialist and is supervised by the Deputy Tax Collector. The Administrative 
Assistants and Tax Specialist are responsible for interacting with residents daily to process transactions on their behalf. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Equipment & Assets 
 
Equipment used by the Tax Collection department includes office equipment such as computers, monitors, specialized printers, 
adding machines, and a check reader. We also maintain an inventory of supplies for all types of registrations including plates, 
stickers, and registration forms. The main software used by the Tax Collection department is the Town’s financial software: 
Tyler Technologies’ Enterprise ERP (formerly known as MUNIS). This software is used to process all the financial transactions 
we handle during the day at the counter in Town Hall. 

  
 
Budget Commentary 
 
Our goal in the Tax Collection budget was to reassess needs based on historical budget performance and shift line items 
around to allow us to deliver a departmental budget decrease of $1,690 (-3.78%) for the total of all expense lines excluding 
Regular Full-Time Wages (11300-41110). The key factor allowing us to achieve this is a reduction of $1,500 on the overtime 
expense line item, which was removed from the budget. The remaining savings resulted from the new telephone contract 
combined with the elimination of the fax line. We are confident that the decreased overtime budget will not cause any ill effects 
as we rely primarily on salaried personnel when additional work is required beyond the standard work hours. 
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