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CITY OF MASON CITY 

ADMINISTRATIVE POLICY 

Policy Number: 3.21 

Approved By: Aaron Burnett 

PURPOSE: 

Subject: City Utility Service Policy 

Effective Date: July 17, 2023 

Iowa Code Chapter 384.84 recognizes that the primary parties to the water supply 
transaction are the City, as supplier, and the property benefitted by water service 
availability, and the account holder. The purpose ofthis Administrative Policy (AP) is to 
provide for the effective and efficient administration of the billing and collection 
functions of the City's utility operations. 

SCOPE: 

This AP applies to all City staff, and most specifically utility billing staff who in the 
normal course of their daily duties have oversight authority over city utility accounts. 

PROCEDURE: 

APPLICATIONS FOR SERVICE 
Applicants for service may apply by contacting the Finance Department office by phone 
at (641) 421-3610 or in person at City Hall. The City of Mason City shall supply service 
to the applicant in accordance with this policy and at a rate schedule as established by the 
City Council. Applications for service should be made at least 48 hours before the 
applicant takes possession of or lease begins on the property. 

In order for the application to be complete, the applicant must provide, in addition to the 
above: 

• Full name of primary account holder 
• First and last name of other adult occupants 
• Social Security Number and valid driver's license (passport and birth certificate 

may substitute if needed) 
• Telephone Number 
• Employer and Business Telephone Number 
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All billings, notice and other correspondence will be addressed to the primary account 
holder. In the event an unpaid account is turned over for collection, the account will be 
turned over under the primary account holder's name. 

Property Owner Responsibility for Charges 
For rental and non-owner occupied properties, the City may bill property tenants for 
water usage as a convenience to the property owner. A landlord wishing to claim lien 
exemption/tenant responsibility for utility charges under Iowa Code 384.84(4d(l)) must 
file a letter for each property affected at least 48 hours prior to the tenant taking 
possession of that particular property. After July 1, 2022, newly developed or newly 
converted rentals may not be listed in the tenant's name unless the property has a separate 
outside curb box for each unit or outside access (i.e., without having to gain access 
through a dwelling unit) for City staff to lock out individual meters. Any properties or 
units newly developed or converted after this date not meeting these standards must be 
listed in the landlord's name. 

For existing rentals, landlords are strongly encouraged to provide for outside shut-offs 
and access, and staff is empowered to find creative solutions on a case-by-case basis or to 
develop programs to work toward the goal of having easily accessible shutoffs for each 
residence. 

Customer Service Deposits 
A deposit intended to guarantee payment of bills for service may be required from either 
an existing account holder or new customers. A person other than the customer may pay 
the deposit. 

Credit Criteria for Initial Customer Service Deposits 
A deposit may be required of an applicant if any of the following criteria exists: 

• Primary account holder's past payment history with the City of Mason City is 
unsatisfactory, either as a primary account holder or occupant at a previous 
address. "Unsatisfactory" shall be defined as a past history that, in the judgment 
of utility staff, presents considerable risk of non-timely payment to the City. 

• Payment history of any occupant listed on the account is unsatisfactory. 
• Payment history of primary applicant in another community is unsatisfactory or 

not long enough to establish a good payment history. 
• Incomplete application. 
• No Social Security or driver's license number is provided. 

The amount of the initial service deposit for residential customers will be equal to the 
monthly usage charge of a typical residence, as determined by the utility billing staff, and 
must be paid before service may commence. 

Commercial deposits, when applicable, will be calculated at the rate of two times the 
monthly usage of similar business types in the city. 
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Criteria for Additional Deposits 
A new or additional deposit may be required, upon 48 hours written notice, of a current 
customer whose initial deposit has been refunded or is found to be inadequate. The 
amount of a new or additional customer deposit will be no more than the actual or 
estimated maximum charge for two months' service in the last 12-month period, and 
must be paid by cash or credit card. Criteria for requiring a new or additional deposit 
from a current customer are: 

• Customer has received two disconnect notices, two NSF checks, two ACH reject 
notices or any combination of the foregoing in the last 12-month period. 

• Diversion of services or fraud. 

Interest on Deposits 
No interest will be paid on deposits held. 

Deposit Refunds 
A deposit may be refunded after 12 consecutive months of prompt payment. This time 
may be extended if the City has reason to believe that continued retention of the deposit 
is required to ensure payment for future billings for services. The records of a customer 
not eligible for a deposit refund on the first deposit refund anniversary date will be 
reviewed monthly until twelve consecutive months of payments have been received. As 
applicable, the deposit will be credited to the customer's account. Upon termination of 
service, the deposit will be reimbursed to the account holder. 

Unclaimed Deposits 
Deposits remaining unclaimed after termination of service will be transferred to the State 
Treasurer in accordance with Chapter 556.11, Code oflowa. 

BILLING INFORMATION 
Customers shall be billed on a monthly basis according to the appropriate rate schedule 
on one of six billing cycles as determined by utility billing staff. 

Billing Form 
The following information will be included on the billing form: 

• The actual or estimated meter readings at the beginning and end of the billing 
period. 

• The date of the meter reading. 
• The due date. 
• The balance owed including penalty if not paid before the due date. 

Bill Payment Terms 
Bill payment terms shall be as specified in the Mason City Code of Ordinances, Section 
6-IA-l(C). Each account will be granted up to a single forgiveness of a late payment 
charge in a 12-month period, upon presentation of good cause by the account holder. 
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Billing Procedure 
A utility bill will be sent to either the tenant or the property owner, depending on who 
applies for utilities at said address. However, it shall be the responsibility of the owner to 
pay for any usage during the time the property is vacant. 

A. All accounts shall be carried in the name of the renter and/or owner. If the 
utility charges are in the name of the renter, any charges shall be billed to 
that person. If the renter should vacate the property, the utility bill will be 
put in the owner's name at the date the dwelling is known to have been 
vacated. The owner then shall be liable for any usage of water supplied to 
his/her property, whether he/she is occupying the property or not. The 
owner will be only charged if there is usage during the vacancy. 

B. Water, sewer, storm sewer and refuse service charges shall be billed 
together. Bills shall be mailed to the customers monthly and shall specify 
the water consumed and the water/sewer/storm sewer/sanitation charges in 
accordance with the rates set out in the City Code of Mason City Chapter 
6 Municipal Utilities. 

Minimum Bill 
The minimum bill provided in the rate schedule will apply to any billing period during 
which the service remains connected. 

OTHER BILLING CIRCUMSTANCES 
Returned Checks and Automatic Clearing House (ACH) Rejects 
In the event of a second NSF check or ACH reject notice in a 12-month period, a service 
charge equal to the maximum amount allowable under Iowa Code, Section 554.3512(1) 
( currently $30) shall be assessed to any customer whose check is returned unpaid by 
ACH payment, or check that was rejected by the bank on which it was drawn. The 
service charge shall be in addition to the late payment penalty if the ACH or check is not 
made good and the service fee not paid prior to the delinquent date of the bill. If the 
account was in delinquent status at the time of receiving the payment, and the ACH or 
check was to avoid disruption of service, upon receiving the item back from the bank, the 
city will discontinue service without further notice. 

Customers having a second NSF check or ACH reject notice in a 12-month period shall 
be placed on cash-only payment status. This status will only be cleared after 3 
consecutive months of on-time payments. 

Payment Agreement 
A residential customer about to be disconnected who is unable to pay the delinquent bill 
in full may be offered an opportunity to enter into a reasonable agreement to pay that bill 
unless the customer is in default upon a prior agreement and not eligible for another 
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payment agreement.  The City may consider prior defaults on similar agreements in 
determining the reasonableness of a payment agreement.  
 
Payment arrangements shall only be made once per account in a 12-month period, unless 
authorized by the Finance Director, and should typically not exceed 6 months in length of 
repayment terms.  All payments must be made in compliance with the agreement to avoid 
disconnection.  In limited circumstances, payment arrangements may be extended for 
repayment of past charge-off balances to allow the water to be turned on at a residence. 
 
If the City intends to refuse a payment agreement offered by a customer, it must provide 
a written explanation to the customer within 30 days of mailing of the initial disconnect 
notice.  
 
Income Offset Program 
The City of Mason City participates in the State of Iowa income offset program.  Under 
Iowa Code Section 8A.504, a qualified governmental agency may collect against any 
claim owed to it by attaching the debt to any State of Iowa repayments owed the person.  
The City assesses an administrative fee equal to that levied by the State (currently $7) for 
each debt certified to the Income Offset Program. 
 
Collection Agencies 
The City reserves the right to send unpaid items to a collection agency, if social security 
number is unavailable for submission to the Income Offset Program, or if other 
circumstances merit in the judgment of utility staff, including in such consideration the 
amount of the bad debt.  Generally, accounts with less than a $100 balance will not be 
sent to collection, but the non-paying account holder will be flagged in the system for 
future reference. 
 
 
CREDITING OF SEWER FEES FOR OUTSIDE USAGE 
The City permits an additional meter to be installed at the customer’s cost to measure 
water usage that is used for irrigation of yards, gardens, or other uses in which the 
sanitary sewer is not utilized.  The maximum credit per year on sewer usage from these 
meters shall not exceed 200% of the equivalent purchase cost of a standard 5/8” meter, up 
to a yearly benefit of $600 in annual sewer billing deductions. 
 
Any new or replacement meters installed for this purpose retroactive to January 1, 2023 
must be at least a standard 5/8” radio read meter permanently installed in a manner 
approved by the City inside an appropriately climate-controlled house or building.  Staff 
is directed to develop a program to convert existing yard/garden meters to this new 
standard, with the City’s stated goal being elimination of all temporary or outside 
installed meters over a reasonable period of years.  
 
Beginning January 1, 2024, pool fills will only be subject to deduction of sewer charges 
if the usage is properly metered as described above.  Staff is directed to provide a 



notification letter to each property owner affected under this section as soon as possible 
following the approval of this policy amendment. 

LEAK ADJUSTMENTS 
The City has a fee adjustment policy in the case of leaks that have caused excessive 
usage. No more than once in a 12-month period, a customer's bill may be adjusted, 
provided that the leak is repaired and proper communication is made to back to the City. 
Staff will monitor usage reports and attempt to make customers aware of unusually high 
usage whenever possible. Only usage of greater than 50% in a single month versus the 
average of the past 12 months is eligible for a leak adjustment. 

A leak adjustment is figured by taking the difference between the excess usage and the 
average bill for the time period of the leak and dividing in half. In most cases, a leak 
should only span one billing period. If the calculated leak adjustment exceeds $500 or if 
a time period for the adjustment exceeds two months/billing cycles, the Finance Director 
must provide advance approval. 

DISCONNECTION OF SERVICE 
The City of Mason City does not turn the water off at a curb valve unless requested by 
the owner, in the case of a City emergency, or in case of being turned off for non
payment. The current service fee, as stated in City Code Section 6-lA-l(C), will apply to 
cover the cost of disconnect and reconnect for shutoffs in case of non-payment. 

Voluntary Disconnects & Reconnects 
The City may, upon reasonable notice by a customer, make disconnects for the 
customer's convenience. A property owner may request water service be discontinued 
and shut off at the curb valve when the property is expected to be vacant for an extended 
period of time or for other reasons as deemed acceptable by utility billing staff. The 
customer must complete and sign an authorization form, and there shall be a fifty dollar 
($50.00) fee, plus tax, collected for shutting the water off at the curb valve. During a 
period when service is temporarily discontinued as provided herein, there shall be no 
minimum service charge. The City will not drain pipes or pull meters for temporary 
vacancies. Only the City may reconnect the water service and will do so within a 
minimum of forty-eight (48) hours' notice from the property owner. 

Involuntary Disconnects & Reconnects 
In the event of any nonpayment for water, sewer, storm water or sanitation services for 
any billing cycle, the City shall have all remedies as provided in Chapter 384.84, or by 
any other applicable law, including, without limitation, liens and/or shutting off the 
service. However, prior to any service being shut off, the Utility Collections Department 
shall provide written notice of nonpayment at least 7 days prior to actual shut off of 
service. The written notice shall be mailed to the account holder. 
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If the owner/landlord wants to be notified of a scheduled shutoff for non-payment, they 
must provide Mason City Public Utilities with the name of tenant, applicable service 
addresses and an email address for disconnect notification. At the time a disconnect 
notice is mailed to the customer, the owner/landlord will be emailed the service address 
with the scheduled date of disconnect. The owner/landlord may choose to avoid 
disconnection by being responsible for full payment of the balance due as stated on the 
disconnect notice for the customer/renter. The owner/landlord may verify who the renter 
is for the service address and choose to change the utilities into his/her name contingent 
on payment of the customer's full balance due at the time of the change. A 
customer's/renter's balance will not be given to anyone other than that individual except 
for the situation of the owner/landlord taking the responsibility of payment as stated 
above. 

Payment for the restoration of service for involuntarily disconnections for nonpayment 
shall be as specified in the Mason City Code of Ordinances, Section 6-lA-l(C). Water 
re-connections will be scheduled between 1 :00 PM and 3:30 PM on the same day full 
payment is made. If full payment is made after 1 PM, the water will be reconnected the 
following business day. All payment for water reconnections must be paid by cash or 
money order. No personal checks will be accepted. 

Effective Date: May 20, 2022 
Amended: July 17, 2023 
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~~ 
Aaron Burnett, City Administrator 
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