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A Greet Plece to Work, Live end Play

fo{a

Cheryl Gsrow, Oi16ctor ot Financa

120 North Main Streol
uberty NY 12754

(845) 292.sr2 (p)

(E4s) 292- 13r 0 (r)

DATE:

TO:

RE:

April zo, aoa6

Supen'isor DeMayo and Tonn Board Members

Standard Work Da.r- and Reporting Resolution for Elected and Appointed
OfEcials

Each 1'ear, the New York State Retirement Sl.stem requires every Appointed and Elected

Official whom are members to either submit a 3-moDth record of acti!'ities indicating
time and duties performed for the job or to recerti$' the previous activity Io6 submitted
is currently accurate. Tte recertification ma1' be done for up to eight years.

Each of the Appointed or Elected Officials listed on the attached Standard Work Day

and Reportint Resolution have recertified their prer.ious submitted record of actitities
log as being accurate.

Please pass a resolution accepting the Standard Work Da1'and Reporting so it may be

posted for 3o days after which time I can report this to the New York State Retirement

System.

Thank you.

Our Hlsslon Ststcmc,tt
We provide ettective, transper€nt and responsible

municipat se,vice that prcmotes the highest standard of life lor aur community.



,:}I\]YSLRS
olltcB ol lno [e$/ York Slal8 Comptroil€r

ll IH SLto dd Locd Fcr.snrnl SFlart
1 l0 strt! $trit. ,bav, 16* Yln 122( { -0001

Plorl. typo or Flnl cloarly
ln bluo o, bLaL lnl

Employar Loc.oor Code

;,o;,li; rrr

Received Oate

SEE INSTRUCIIONS FOR COMPLETING FORIII ON REVERSE SIOE RS 2417-A
trw 1llrrl

Socaal
Securlty
l{ul!bor

Titl6
Cutranl Toam
Bogb a End

D{es

St ndld Wort
ory

t'lot
Submllted

P.y
Frrquanc,

T161 1

ELcbd olflcadt:

I 6ufie 0Dtahra o t1t2021-17$1t202 I B-0o 20 00i3n oJl n n
11t41t2026-12n1t2021 600 tr n

Matlhel, Oewit Higlrwe, Sqred.*ed6lll nrc1r202v1a3 tr202l 8.00 2n 00rlo in D D
Agpolntcd Oiklrb:

Men6clEm Slelnlrerq frlarnrm Soard lil€rnber I Ar i 202ri,'12 31/202t ti (lil D
JoaMe Gerow Dog Conlrol Oficer 1to1t20a6-1a31n02t 600 ?o (a/10 Jro n D
Mord€cher Aaron Halpean Zonnq Board Nefi$er 1n1no2a la3tnozl 6.m 59 tr rnonlhly D

8E lt RESOI-vEtl, that the Town of Llbertv t0357 hereby establEhed the lollo*rng standad v/prt days for hese illes and wll
(ttut1' ol Endo|r.4 ll,,j.tioo Cet

report the offrcials to [te Naw Yoll Slate aod Local Retiem€nt based on tt€ir record ot adi$lbs:

I. Laune Outche. lgtlgl*rycbrk of the qowrning board of the ol the State of New Yo.k.
Nf,'Ediacrdr,,uorirt (Ctda u.) N,6 d Ett&t t,

do h6raby csnify that I havo comparod the rorEgoing with fi€ original t€solutloo pas8ed by such board al a logely cont6ned mGeting hold oo lhe 2oth day of aodl , 2020_ on

fib as parl ot the minulea of such meeting. d that sa,ne is a lrue cooy th€raot and ihe whole of luch original

lN WTNESS mfEREOF, I have heteunlo set my hand and the seal of the Town of Liberty on thrs 21st day ol Aofll I mAl*,

An {21 )o2B and corUnued fo, at least 30 dayB. Thal the Resdulioo was evarlable to he public on the

(ssal)

6,;rn.t n o, S.€rftry 6rc|.vt,
Aflidavlt ol P@1in9: l. Laurk OutctEr b€ing duly sworn. depces and says hal the postrng oI the Rsolution b€g€n on

trY,Dr ors{,r.., F Ch.r/

E
E]

tr

fDxr€,

Employer's $€bsrte at.

Oflicialsign board at-

u/\rnr/ lowr1.}fl rltdrtvrw dov

120 Nonh Marn Str€et LIbeflY

Marn ent,anca Secretary or Chrt's oftGe al

1)754

Page __I_ of 2 - (br addrtional rofrs, attach a RS 2417-8 fom.)

Standard Work Day and
Reporting Resolution for

Elected and Appointed Officials

tlYSLRS tO

RacorC gl
AcllviiL3

Rorult

nI



0ltr8 0l he tle$r Y t state 0(fip$0ller Received Datc

RS 2417-B
{rQ or/10

Standard Work Day and Reporting
Resolution for Elected and

Appointed Officials Continuation Formi}NYSLI]S
I€ir Yoa $tlt end Loc ,L,ltr0lncm sy$!m

1l0 sllh slroGl^bin," I rYfikl2l{+oml
Ple.rt vp. o. pfim clc6o
ln blue 07 blact hk

Employ!r Loerlio,l Cgde

1 0 3,t 1

Socitl
Srcurlly
HlImbor

Elandard Wo.t
O!,

Rdcord ol
AEuvittai

Rosulll{amo HYSLRS IO Ti o
Uot

Subnrltlod
Paf

Frcqrrency Tior I

Ehctod offleirb: ]]

SupcMsor 0ua1n024-12t31DO2 / 6.00 20.00r]0 0{ nFrancis OeMavo tr
D tr
tr tr
tr
D
tr u
n tr

tr
D tr

Appolnbd OlflcLlr:

D
tr E
tr tr
D !
D U
D tr
u D
D
tr n

II

I

I

I

IIII

Employer: Torn of Lrberty Location Code: 30357 Page__2_of_l_(use udh torm RS 2417-A)

Crrranl rarm
sogin & End

Orba

tr

n

ln
I

t---
I t-- o
I

tr

L

=

Lr



TOWN OF LIBE,RTY
l,rEwYoi(

A Great Place to Work, Live and Play

Cheryl Gerow, Director of Finance

120 North Main Street

Libery NY 12754

DATE:

TO:

FROM:

RE:

c. gerow@townof libedy,a$

April zo, zoz6

Supervisor DeMayo and Town Board Members

Cheryl Gerow

Capital Reserve Resolution

(BaS) 29?5772 (p)

(84s) 2e21 310 (n

Attached are two bids received off of state contract for the purchase of a
2026 Dodge Ram 35oo utility truck and zoz6 Chewolet 35oo utility truck.

Please authorize the purchase and for a capital reserve fund resolution be

drafted for the May 4,2026 meeting.

Thank you.

I
)

Our Mission Statement
We provide effective transparent and respnsible

municipal service thal promotes the highest standard of life for our community.



ROBERT GREEN TRUCK DIVISION
ROUTE 17 EAST EXIT 107, P.O. BOX 8OO2

ROCK HILL, N.Y. 12775
PHONE 845-794-0300 FAx E/15-794-0295

ONONOAGA CTY #OO1O8OE POLICE AND AOMIN VEHICLES
3113t20?6

rev-04/01/08

TIBERTY WATER, TOWN OF
120 NORTH MAIN STREET
IIBERTY, NY 12754
DAMON KNACK
CKAY TC ORDER - DAlilON TO RSG 2.3.26 '1 1:30A[4
D-Kt'JACK@TOVVN aEuBEBf_/-e8a

EASE MODEL LESS 5.s3%/FACTORY OPTIONS LESS .1o%/NON 
OEi,l LESS 50%

PH 845 796-6395/ OFFTCE 845 292-5620
FX
VN 2026 RAM 35OO UTILITY

HS GREEN

]TY UNIT PRICE NET PRICE TOTAL
1 2026 RAM D28162 35OO TRADESMAN REG CAB, 4X4, 56'CA 49,6s5.00 46,909.08 s46,909.08
1 SUPPLEMENTAL ADDITIONAL FLEET INCENTIVE -3,500.00 -$3,500.00
1 FACTORY TO DEALER DESTINATION CHARGE 2,09s,00 $2,095.00
1 PGW-GREEN EXTERIOR PAINT 500.00 450.00 s450,00
1 ESL.6,4 LITER GAS ENGINEi DFX€ SPEED AUTO TRANS
1 TXX8.HD VINYL INTERIOR
1 AAP-SPECIAL SERVICE VEHICLE GROUP 695.00 625.50 5625.50
1 LNC.CLEARANCE LAMPS 95.00 8s,50 $8s.50
1 LHL.AUX SWITCHES
1 TCP-;T275,70R 18E ON/OFF ROAD TIRES 29s.00 265,50 s26s.s0
1 XEF.TRANSFER CASE SKID PLATE 95.00 85.50 $85,s0
1 OELETE PICKUP BOX $ (400.00) $ (360.00) -s360.00
1 ADD FULL SIZE SPARE TIRE $295.00 s265.50 $265.50
1 A7&TRADESMAN LEVEL ,1 EQUIPMENT GROUP $2,295.00 $2,06s.50 $2,065.50
,1

INSTALL FACTORY BACK UP CAMERA s150.00 s 150.00

1 RGTD.PZ975 97.sDBL BACK UP ALARM $168.00 $64.00 s84.00
1 ANTICORROSION PROTECTION & UNDERCOAT $659.00 $329.s0 $329.50
1 LUVERNE 41506G401831 7' GRIP STRUT SIDE STEPS $1,395.00 $697.50 s697.50
1 FRONT MUOFLAPS . TRUCK ryPE $182.00 s91 .00 s91 .00
1 ANTI SAIL MUDFLAPS INSTALLEO REAR WHEELS $318.00 s159.00 $ 159.00

1 7 WIRE FLAT TRAILER RECEPTACLE $318.00 $1s9.00 $159.00
,1 RECEIVER HITCH w/ INSERT & -D'RINGS (DOES NOT INC. BALL) $1,020.00 s510.00 $510.00
,1 STROBE LIGHTS BODY REAR PILLARS 51 ,264.00 s632.00 bOJZ.UU

1 STROBE LIGHTS GRILLE (4) XTP.IA AMBER $1 ,264.00 $832.00 s632.00
1 FIRE EXIINGUISHER AND TRIANGLE REFLECTOR KIT s19s.00 s97.50 $97.50
1 FRONT TIMBREN LOAO BOOSTERS $€82.00 s341 .00 s341 00
'1 REAR TIMBREN LOAD BOOSTERS $914.00 $457.00 s457.00
1 BOSS 8'2' POWER V DXT PLOW $15,920.00 $7,960,00 $7,960.00
1 SNOW DEFLECTOR FOR V.PLOW UP TO 9'2" $900.00 s450.00 s450.00
'I CUTTING EDGE FOR DXT UP TO 9'2" s1,500.00 $750.00 $750.00
1 READING SPACEMAKER S98G s23,392.00 511 696.m s11,696.00
'I RECESSED REAR BUMPER $4s8.00 s229,00 $229.00
1 DECKPLATE GRAVEL GUARDS FRONT OF BODY $324.00 s162.00 $ 162.00
1 SPRAY IN LINER .FLOOR, SIDES. GATE, AND TOP OF BOX 62,470.00 $1,235.00 $1,235.00

SUB TOTAL $75,808.58
DELIVERY

s75,808.58
E

TAL



ROBERT GREEN TRUCK DIVISION
ROUTE 17 EAST EXIT 107, P,O, BOX8OO2

ROCK H|LL, N.Y. 12775
PHONE 84t794-0300 FAX E45-794-02S5

ONONOAGA Cry #OO1O8O8 POLIGE AND ADMIN VEHICLES
3113t2026LIBERTY WATER, TOWN OF

.120 NORTH MAIN STREET
LIBERTY, NY 12754
DAMON KNACK

D. KIJ TOWN CFLlB i Ri/. C RG

BASE MOOEL LESS 5.53%iFACTORY OPTIONS LESS 
,IO%iNON 

OEM LESS 50%

PH 845 796-6395/ OFFTCE 845 292-5620
FX
VN 2026 CHEV 35OO UTILITY

RS GREEN

)TY UNIT PRICE NET PRICE TOTAL
1 2026 CHEV 3sOOHD REG CAB, 4X4, 56" CA 49,600,00 46,857.12 $46,857.12
1 SUPPLEMENTAL ADDITIONAL FLEET INCENTIVE -1,000.00 -$1,000.00
1 FACTORY TO DEALER DESTINATION CHARGE 2,595.00 $2,595.00
1 PGW.GREEN EXTERIOR PAINT 450.00 405,00 s405.00
1 18T.6,6 LITER GAS ENGINE/ MKM-10. SPEED AUTO TRANS
,1

,t 65.705N5.REAR CAMERA KIT 73.00 s6s.70
1 ROOF MARKER LAMPS INCL
1 135,00gLT.UPFITTER SWITCH KIT 150.00 s 135.00

342.001 ZYG.LT275[7OR18E ONiOFF ROAD TIRES SPARE TIRE 380.00 9342.00
1 VYU.SNOW PLOW PREP GROUP WITH SKID PLATES 300,00 270,00 s270.00
1 DELETE PICKUP BOX e (1,155.00) $(1,03e.s0) -$1,039 s0
1 $450,00 $405.00 $405.00DWI.POWER ADJUSTIBLE HEATED TRAILERING MIRROR

$2,295.00 s2,065.50 $2,065.501 9LT.UPFITTER SWITCH
$300.00 $300 001 INSTALL FACTORY BACK UP CAMERA AND UPFITTER SWITCH WIRING

SB4 OO s84.00
,1

RGTD-P2975 97,5DBL BACK UP ALARM s16E.00
$329.501 ANTICORROSION PROTECTION & UNDERCOAT $659.00 s329. s0

1 LUVERNE 415060.401031 7'GRIP STRUT SIDE STEPS $1,395.00 $6S7.50 ;697.50
1 FRONT MUOFLAPS . TRUCK ryPE $182.00 $91.00 1.00
1 ANTI SAIL MUDFLAPS INSTALLEO REAR WHEELS $318.00 $159.00 159.00
1 5318.00 s159.00 5159.007 WIRE FLAT TRAILER RECEPTACLE
1 $1,020.00 $510.00 $510.00RECEIVER HITCH W/ INSERT & "O' RINGS (DOES NOT INC. BALL)
1 s632.00 $632 00STROBE LIGHTS BODY REAR PILLARS s'l,264.00
1 $632.00 $632.00STROBE LIGHTS GRILLE (4) XTP4A AMBER $'1,264.00
1 s97.50 $97.50FIRE EXTINGUISHER ANO TRIANGLE REFLECTOR KIT $195,00
,1

$341.00 s341.00FRONT TIMEREN LOAD BOOSTERS $062.00
1 s914.00 $457.00 $457.00REAR TIMBREN LOAD BOOSTERS
1 BOSS 8'2' POWER V DXT PLOW $ 15,920.00 $7,960.00 $7,960.00
1 SNOW DEFLECTOR FOR V.PLOW UP TO 9'2" $900.00 s450.00 s450.00
1 $1,500.00 $750.00 $750.00CUTTING EDGE FOR DXT UP TO 9'2"
1 sl1,696.00 $ 1 1,696.00READING SPACEMAKERSgSG $23,392.00
1 $229.00 $229.00RECESSEO REAR BUMPER $4 58.00
1 $324.00 9162.00 s162.00OECKPLATE GRAVEL GUARDS FRONT OF BODY
1 $1,235.00 s1,235.00SPRAY IN LINER -FLOOR, SIDES, GATE, AND TOP OF BOX $2,470.00

SUB TOTAL $78,072.32
DELIVERY

$78,072.32
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H2G.HD VINYL INTERIOR



'l'o\,\;N olr LI lil.,1{'l'\'
A Greet Pl.ce to Wo*, Uve and Play

Cheryl Gerow, Dir€ctor of Finsnce
'120 North Hain Slreet
Libeny NY 12754

\8451292-s772lpl
(8{s) 292-1310 (r)

DATE: April zo, aoz6

TO

RE

Supervisor DeMayo and Torm Board Members

FROM: Cheryl Gerow

Progressive Discipline Policy, Warning and Performance
Improlement Plan

Attached is a Progressive Discipline Poliry, written warning document and
Performance Improvement Plan.

Please pass a resolution accepting this policy and supporting
documentation.

Ttrankyou.

Our Mls!ion Stat.msnt
We pravide effectiva, transperent end rssponsiblo

municipal service that promotes the iigfiest stan dard of life for our community.
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A Greal Place to Work, Live and Play

LIIilrI{ I Y

Progressive Disciptine Poticy

Purpose

Town of Litrerty's progressive di$ciplinB poticy and procedures are designed to provide a structured

corlectiv€ action process to improve and prav€nt a recurrenca of undgsirabte smptoy66 behavior,

viotstion olTown poticy end pertormanee issues. Outlined betow are the steps of Town of Liberty's

progressive disciptine poticy and procedures. Some ot the lactors that witt be considered are whether the

offense is repeated despite coaching, counseling or trsining; the employee's work record; and the

impact thB conduct and perforrnance issues have on the organization.

Pursuant to 575 of Civit Service Law, failure to adhore to this policy, or any other poticy, may r€sutt in

removaI and other disciplinary action.

Nothing in rhis poticy provides any contractuaI rights regarding employee c,isciptine or counseting, nor

shou[d anything in thas poticy be read or construad ss moditying or attering the emptoyment-at-wit[

relalionship betlveen Town of L,b€rty and its emptoyees.

Our Iqls!lon Strtrm!]rl
We provide effective, transparcnt and responsible

municipal service that promotes the highestsfar,dard of life for our communiry.

Plocedure

Stop t.' Counseling and verbal warning

Creates an opportunity for the Department Head to bring attention to the existing p€rformanc€, conduct,

viotation of Town policy or attendance issue. The Department Head should discuss with thB employe€

ths nature of the probtem or the viotation of Town poticies and procedures. The Department Head is

expectBd to ctaarty describe expectations 8nd steps thc emptoy€e must take to improve his or

her performance or resotve the probtem. Within five business days of meetingwith emptoyee, the

Department Head wilt prepare written documentation ot thc vsrbal counsetinS. The employao witl be



asked to sign this document to demonstrate his or her understanding of the issues and the corrective

action.

step 2: Written warning
The written warning invotves more format documentation of the performance, conduct or attendance

issues and consequences. Additionatty, the written warningwitt advise the emptoyee ottheir rightto

appeat to the Town supervisor. During step 2, the Department Head snd supervisor, or Department

Liaison, witt meet with the €mptoyee to review any additional incident6 or inlormation about the

perlormance, conduct ot attendance issuos as wetl as any prior r€tevant corrective action plans. The

D€panment Head and Supervisor or Department Liaison witt outl,ine the consequences lor th€ emptoyee

of his or her continu6d faiture to meet pedormance or conduct expectations.

A format perlormance improvement ptan (PlP) requiring the emptoyees' immediate and sustained

corr3ctive action witt be issued within five business days of a Step 2 meeting. The written warnlng may

also inctude I statement indicating thal the emptoyeB witt be subi6ct to additional disciptine, up to and

including termination, if immediate and sustained corrective action is not taken.

Step 3.' Suspens ion and final wtitton waning

Some performance, conduct or satety incadents ar€ so probtamatic and harmfutthal the most effective

action may be f he temporary removat of the emptoyee from the workptace. When immediate action is

necessary to ensure the saf€ty of the employee or others, the immediate Department Head may suspend

the employee, in writinS, for no more than thirty days wilhout pay. pendingthe resutts of an investigation

and hearing. Suspensions that are recommended as pan ofthe normat sequence ot

the progressive disciptine policy and proc6dures are subj€ctto approval from tho Departmant Head,

Town Board and HR. Depending on the seriousness of the infraction, the emptoyee may be suspended

without pay in tult day increments consistent with federal, state and locaI wage and hour smptoyment

laws. Employees may not substitute or use an accrued paid vacation, sick or personal day in tieu ofthe

unpaid suspension- HR witi provid€ guidancs to ensuro that the disciptine is administered without

jeopardrzing lhe FLSA ex€mption statu$. Pay may be restored to the employee if an inv€stigation of the

incident or infraction absotves the emptoyee of wrongdoing.

St6p 1: Recommendation for temination of employment

The last and most serious step in the progressive dlscipline process is a recommendation

to terminate employment. Generatty, The Town of Liberty witt try to exercise the progressive nature of this

potacy by tirst providing warnings, issuinB a tinat writt€n warning or suspending the emptoyee from the



workplace before proceeding to a recommendation to terminate emptoyment. The Department Hsad,s

recommendation to terminate employment must be approved by human resources (HR) and the Town

Board. Finat approvat is required from the Town Board.

Appeals

o An emptoyee may appeaI if subjected to any of the fottowing penatties:

o Demotion in title or grade

o DismissaI or termination from service

o Suspension without pay

Off iciat reprimand without remittance of pre-hearing suspension pay

An employee must select one of the fottowing appeal options:
. Fite a written app€at with the State or Mu n icipat Civit Service Commission having iu risdiction; OR
o lnitiate a proceeding in a court of competent jurisdiction pursuant to Articte 78 of the Civil.

Practice Law and Rules,

Appeats to the CiviL Service Commission must be fited in writing within twenty (20) days after service of
the written notice of determination. lf the notice of determination is served by registered mait, the
emptoyee shatt be gra nted an add itionat th ree (3) days to fite the appeal. Faitu re to f ile with in the
prescribed timeframe may result in dismissaI of the appeat. Fottowing review, the Commission may
affirm, reverse, or modify the disciptinary determination.

lf reinstated, the employee sha[[ receive back pay for the period of removat, inctuding any prior

suspension without pay, less any unemployment insurance benefits received during such period.

The decision of the Civit Service Commission shat[ be final and binding and shatl not be subject to further
judiciat review.

The Town witt coordinate with CivitService Regulations to ensure emptoyee rights are uphetd.

Documentation

The emptoyee witt be provided with copies of at[ progressive disciptine documentation, inctuding att PlPs

(performance improvement plans). The employee witt be asked to sign copies ot this documentation

attesting to his or her receipt and understanding of the corrective action outtined in these documents.

Copies of these documents wit[ be ptaced in the employee's officiat personnet f i[e.

For further clarification and updated rules, refer to g 75 of Civil Service Law.
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A Great Place lo Work, Uve and Play

Cheryt Gerow, Oirector of Finance
120 North Main Street

Liberry NY 12734

(845\ 292-5772lpt
(845) 292-1310 (t)

P BOGB LSSIVE D$EIP UNEWABNI UA

EMEIQYEEjNEQBI9 AIIO N
EmptoyBs NamB Date:
Deparlmeol Head lob Title:_
0epartmonl:_
CQUISEUNCTYPE CFirst Warning 

=Second 
Wsming EFinstwarning

TW. ot Off3nses

iTerdinoss lAbsenlesisrn nsubstandard Work nvioiation ol Salety Rules

Dviolslion of Town Poticy ERuden€$ to Customorsrlcoworkers
l^."-,.

Dat it3
Descriplion ot lnfraclion:

poticyon 

-.

were in viotatron 0f
(O;r{l

You are to relresh yourselt'ryith lhe Town Potrcy on

Faiture to ablde by Towfi Poticy witl 16sutt in tormal disclpline.

By signing thls couns€ting memo, you conlrrm that you unde(stand lhe information set fonh in the memo. You also

confirm that the is3u6s hav€ b6en discuss6d wlth you by th6 D6panment Hcad or Town Suporvisor.

Ptrn for imprrycmenl; Going lonva{d you will adhsro to thi6 and ali other policla$ ot the Emptoyee Personnel

PoUcy.

Cortequrncas ot Furthgr lnfractions: Fgiture to sdhsre to fi€ aSove expectations or lurtrer vrolatron ol this
poticy \,yitl r€sutl in lurth8r disciptinary action up to ao inctudinS terminrtion.

A!-kneyyledle m enl at Eeae i!! aflYs r n inSe

By signing this lorm, you confirm that you understand tne informalion an thi6 warning. You atso coatirm thal you and
your Depsrtment Hesd have di3cussed the wa,ning and a paan ,or improvement. Signingthis form doec not

n6c6ssarity indic6ta that you agr6a wlth tnis \,'earning or its contcnls. A copy ot his witt be ptrcc in your personnel

fite.

Cmployco Sr grar!r'elDatc Oepanment Hrao Sig!errre/Date

Our Mllllon Stltcment
Wa prcvide effective, transpatent and responsible

municipal seNice that promotes the hrghest stsn dard of life for ou community.
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't'( )!vN ( ) l; LI tslilt'l'Y
A Great Place to Work, Live and Play

0n{

Chstyl Gerow, Dirsctor of Financs

120 North MEin Street

Liborty NY 12754

l84sl 292-5772l1l
(845)292.13r0(0

DATE: April zo, aoe6

TO Supervisor DeMayo and Torm Board Members

FROM: Cheryl Gerorv

RE Day Camp Concession Stand RFP/Bid

Attached is a Request for Bid/Proposal for Day Camp Concession Stand.

The attached R-FP/Bid asks for a rental price to use the existing building
and/or rental price of a mobile unit.

Please approve or make recommendations to the attached specifications
and set the bid date for May e8, zoz6.

Thank you,

Our Hlasion Statem€nt
We provide ellective, t/ansparent and responsible

municipal servica thal promotas lhe highest strn dard of life for our community.
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A Great Place to Wo*, Live and Play
.:;.i.. : !: nl:l.iL r .:i';{:;Chsryl Gsro,v, Oirector ol Flnanco

120 North Msln Street
Llbdrty NY 12754

{8as) 292.5772 (p)

{84s) 292-1310 (D

REQUEST FOR BrD/PROPOSAL

Day Camp Concession Stand

ISSUE DATE: Aprll 24, 2026

DUEDATE: May28,2O26

TIME: 11:00 AM

plaas' quole you b*estpric! ror aio sarv/c!! ro bd rcNarccl. as tqactl,dd Dalotl. Arly at vrtl,or lroan tia spacr,rcatofi mlEl E Er,tlilrad rN
lbliy d*qfut. Ila a,rlrt rs alig/vcd lo acccpl ol t l€cl wotanq,l on grcn tun tapamalr,or ttt wlro,d, aqtao *ttw coy ir$trwliDt II
quota$on. ll firDlaao qrrota, pfarst Irlurn dxs loon to art d-

Atl bld3 muit b. cl.!rty mIk.d rnd i.rt.d, RFPror O.y Crmp Conc3r3lon Strld, lnd dclhrared to:

folun ol Libcrty, Town Cl.rk'r Ollice
120 Nofth Mein Str!6t
Liberty, NEw York 12764

Thc quote must be reoelvad ln person or by msit no Later than ths d.tt and tims lndleatcd
abovo-

Fared End emEltsd quotar WILL NOT be acceptod.

Our Mk3lon Stat€m6nt
We pravlde ellactive, tr'"nsparant and rcsponsible

muniaipal service that promotos the highest sten dard of lite fot our community.

For



REQUEST FOR AtD/PROPOSAL

The Town of Liberly Parks and Recreation Deparlment (Town) is seeking Requests for Proposals for
to outsource the operation and managemenl of the Day CamF Concersion Stand at Hanore€
Park throuBh a format bidding process. This document outtines the operationaI expectations,
s€rvice hours, menu requirements, and program needs that must be addressed within the bid

specitications.

The folloring specifications are intended to cover Day Camp Concession Sland Sewices al Hanofee
Park: Bid/Proposals are being requested lor the rental of the exisling concession stand and/or lhe
renting of space for mobile food truck.

Alternate Additional hours afler day camp and during the weekend

The Farks and Recreation Director, or other desrgnaled reprssentalive shall be lhe final authorily on
whether slandards have been rn€t.

SCOPE OF WORK
. Vendor must ensure quick service and affordable pricing for day campers ages five (5) through

thirteen (13). Concession stand should remain appropriately statfed and stocked throughout

the servace periods below.

Schedule and food servace requirements:
Operating Hours: June 29, 2026 through August 14, 2026lrom 8:30 AM through
4:30 PM, Monday through Fnday, excluding holidays

1. Breakfasl Service lrom 8:30 AM through 9:30 AM
Vendor must ensure qtJick service to accommodale camper arrival times

Typical ofl6rlngs lncludo: Jimmy Dean breakfasl sand^,iches. honey
buns. muffins, and cinnamon buns

Our Hlsslon Statom€nt
We provide elfective, transparcnt and rcsponsible

municipal se&ice that promotes the highest stan dard of life tor our comrnunity.

I { )\\' N ( )l; l.t l ..l{'l'\'

A Great Place to Wo*, Live and Play

The Town reserves the righl to reject any/or all bids/proposals.

SCOPE OF SERVICES
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2. Moming Concession Servioes kom 9:30 AM through I t:45 AM
Concession remalns open primarily for late aniving c:tmpers, beverage sales and
light items.

Typical offerings include: Bottled water, Gatorade or simitar sports
drinks, grab and go snack tt6rns.

Typical offerings include; Ellio's Pizza. pretrels with cheese, nachos
with cheese, corn dogs, ice cream novelti€s, assorled chipr and cardy

4. Afternoon snacks from 2:00 PM through 4:30 PM
Snack service supports Empers during aftemoon programming and dismissal
periods. Vendor should maintain adcquate inventcry.

Typical offerings include: Cold beverages, ice cream novelties, chiPs,

snack foods, and candy.

Conccasion oparator must be tble to accommodate multple payment syslems:

1, Prepaad camp€r accounts (pnmary method). Vendor must b€ able to accuralely track

and document all prepaid payments for each campsr. Eacli camper is to receive a

rocBipt for alt monias paid on account. Vendor must be able to provide

documentation of payments receav€d, items purchased, cost of irems
purchased, End bstanc€ of account.

2. Cash peymBnts

3, Al the end of the season, vendor must retum all credit balances within fourteen (14)

days to the camper's legal representative whom paid on the account

Our l.'ll!3lon State nrant
We provide elfective, transparcnt snd responsible

municipal se.vice that Nomotes the h,grest standard ot life lot our community.

3. Lunch sorvice beginning al 11:45 AM
Vendor mu$l b€ capable of handling high-voluma service efficienlly with
scheduled lunch periods.
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Dietary & Food Safety roquirements:

Tha Vendor must demonstrate the ability to accommodate dietary needs and salety
considerations. including:

1. Availability of Kosher tood options (must)
2 Strong allergy awareness practices (special attention to peanut and nut

related allaryies)
3. Proper food handling and cross cortamination ptevention procedures
4. Cofiplianca wilh ail local hoalth depaftment rugalations ,;s regur,ied/

Vendor Responsibilities:
r Staffing and daily operation of crncession strnd
. Food purch8sing, preparation, and inv€ntory management
. Maintaining cleanlineEs and health code compliance
. Providing consistent menu evailability throughout the program
. Managing point of sale op6ration6
o Coordinating wilh Pari(s and recrealion staff regarding camper needs and schedules
. Background check and HIPAA forms signed

SPECIFICATIONS:

1- The vendor will furnish all labor and cleanup of provided area. Garbage
must be disposed of in the prouded dumpster at the end of each day.

2. The vendor will ensure that all employees comply with all applicable Town of Libe(y.
New York State and Federal regulations and praclices with respect lo work
performed on Toivn sites.

3. The vendors personnel will conducl themselves on site in a pofessional manner at all times

4. Report any damage, or potential hazard, involving Town paoperty immediately to the Town of
Liberty Park Supervisor at (&45) 73&6349.

5. Hazardous condltions shall b€ immediately remedied or secured to prevent further damage
and/or protect the public from in1ury. lt is lhe Vendols respon3ibility to provide close supervision
of op€rations.

6. lncidents. altercalions, or accidents involving the public shall b€ r€ported to th€ Parks and

Our Mi!3lon Stateme
We provide effactive, transparant and responsibl.e

municipal se,vice that prcmotes the highest standard of life for our community.
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Recreation Directot within 24 hours. The Parks and Recreation Director, at his or herdiscr8tion.
may r€quire a writtsn raporl from the Vendor describing the incident or accidenl.

7 The Vendor will provide service as set forth in the Scope of Work

8. Vendor will be responsible for any damages done lo pavement, curbing or driving surfaces and
contaminalion resulting from its trucks servicing the agr€€d upon area

SUBCONTRACTORS
All subcontractors are subject to prior written approval {rom the Town. Notwithstanding, for any such
approval, lhe proposer shatl be solely responsible for lhe performance of the services. Any such Town
approval shall not creale or purporl to create any obligation of the Town to such subcontractor or

eslablish any contraclual relationship or privacy. Contracts between the proposer and sub-cor raclor
shall include clauses that make reference to this section

ASSIGNIIENT
The proposer shall not assign or transfer the right, title or interesl in the contract without the wrinen
consent of the Town.

INSURANCE
Bidder proposers must submit proof of liability insurance naming the Town ol Liberty as additional

insured in an amount not less than $1,000,000, provjde prool of worksrs Compensation lnsurancs,

Disability lnsurance and Automobile lnsurance.

PERMITS
Bidder proposers must provide proof 8ll permrts needed to operate which indude but not limiled to:

. Peddler6 Permit, Transient Msrchant Permit or Traneient Merchanl-Peddlor Permil, as p€r thB
Town of Liberly Town Code section 111

. New York State Department of Health permit to operate

TERMINATION
the Town shell have the righl to terminate lhe agreement upon thirty (30) days written notice to the
proposer.

The bid amounts shall be effective June 29, 2026 through August 14. 2026. The awardd bid cannot
be substituted by another contractor

All bidders must complete and submit the attached bidder reference sheet, proposal cost sheet, non-
collusion certiflc€te, proof of insurance and proof of all permits needed.

Our Hllsion Statomont
W6 ptovide effective, transparent and responsible

municipal savica that promotes ths highest stsn dard ot life lor our community.
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RENT PROPOSAL

' Bidder's Rates shall be a flat rate for the season efective for the duralion of the Contract
Term.

' Rental prices below must be all inclusive
o Afrer award of bid/proposal, vendor must submit payment to the Town of Liberty Finance

Oflice within live (5) days of execution of contract.

Our Mlssion Ststomont
We prcvide ettactive, trensparcnt and responsible

municipql service that promotes the h,gl,est standerd of lifa far out community.
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List up to live (3) rclerences lor the sama typa and size ot soNica dsscribad in ti,b 6 id document. tndicatd dat6s ol
work.

NAME OF FIRMI

ADDRESS OF FIRM:

CONTACT PEHSONT PHOI'IE:

9RIEF OESCRIPTION OF SERVICE:

NAME OF FIRH:

ADDRESS OF FIRM:

CONTACT PEFSON: PHONE:

DATE OF SERVICE: StErtr finish:_

BRIEF OESCNIPTION Of SE RVIC E:

NAI'{E OF F}RMr

ADDRESS OF FIRH:

CONIACT PSRSON: PHONE:

ERIEF DESCRIPTION OF SERVICE:

Our Mlaslon Statam6rt
We provide etfective, transparent and responsible

municipal se.y.ice that prcmotes the highest standard of life tor our communv.

A Graat Placa to WodL Liya and Play

BID/PROPOSAL REFERENCE SHEET

DAIE OF SERVICE: Start:_ Finlsh:_-_--

I

I
I

DATE OF SERVICE: Stan:_ Finish:_
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8ID/PROPOSAL

For Day Camp Concession Stand

Operating from ,une 29, 2026 through August 14, 2026

Honday through Friday from E:30 AM untit 4:30 PM

Theterms and conditions ot this Request for ProposaLwitl be incorporated into the resutting

agreament. Ptease have an authorized rep.esentative ot your organizataon siSn and date your

proposaI belowas acceptanca ol those terms and conditions- Unsigned bidswill not be

considered for finaI award:

Representatrve Si gnature Company Name

Print Name Titte

Tetephone Numher E-mait address

Date

Ou. Hlasion Statamont
We provide eftective, trcnspar6nt and rasponsible

municipal seNice thet promotes the h,glhest standard of tife fot our community

l,oratioo Rrrlal Price Proposrl for lhe us6 oferisting
buildins

Hanofee Day Camp

LocatioD Reltel Price Proposrl for usc of srobilc food
vendor

Hanofee Day Carnp

I

I
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TOWN OF LIIiERTY

NOII.COLLTISION BID/PROPOSAL CERTIFICATE

The follorving statement is hereby made b-v the undosigted ro accompan!,the sealed bid by the
undersigned.

The undersigned hereby certifies:

I . That the hid which is accompanied by this ststement has beEn arrived at
without collusion with an1.- scllcr of the same materials, and

2. That the contents ofthe bid have nol been communicated by the bidder or one
of its agenb ro any persons outside ofthe company.

Date:

Name ofCompany;

Address:

Title:

Our Misslon Statomrnt
Wa provide effective, transparent and rcsponsible

municipal service that prcmotes the higheststandatd of life for our community.
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HIPAA Authorization and Conlidentirlig Agrcement
!-ur Food Servicc Vcndor - Dry Camp

Camp Name: Ilanofue Park
Camp Address: 136 Sunsct Lukc Road. t.ibcny NY 12754

Vcndor Nanre:
Vcndor Addrcss:

Purposc
1'his agrrrment allows thc Camp to sharc limited health-rclated inlbrmation with the lrood Vendor
solely [or the pu$ose of safel] prcparing and scrving flood to campers with allergies. dietary
rcstrietiorrs, or other health conditions.

Aulhorizcd lnformetion to he Shrrcd
-l'hc 

Camp may provide the firllowing intbrmation when nccessary:

. Camper name

. Food allergies

. DieBry restrictions (medical or religious)

. Relcvant emergency food allergy information

. Special meal requiremcnts

Permitted Usc of lnformrtion
'[he Vcrrdor ugrces that this intbrmation rvill be used only for mcnl planning, food prcparation' end
food rrfety for thc campcrs of the Camp.

Confidcntiality
Thc Vcndor agrc',cs to:

l. Keep all health inlonnution conlldential.
2. l,iniit acccss to cmployees who need the intbrmation lbr t'ood preparation or service-

J. Not diselosc canrper health intbrnration to any third parry.
4. Sat'cly slore or destroy any wrilten or digital information afler the camp session ends.

HIPAA Compliancc
The Vcndor agrecs to handle all shared health information in accordruce with applicable privacy larvs
and maintuin rexonablc salbguards to protcct contidential inlbmration.

Ttrm
This agrecmcnt applies for thc duration of thc Camp season:
Fmm June 29, 2026 to August 14, 2026.

Our Hlssion Statemont
We provide eflective, transpa rent and r€spons,blo

municipal seNice thet prcmotes the h,ghest standarcl at life fot ow community.



c'l'( )\\fN ( )11 l.l lllilt'l'\'

Signature:

Date:

A Great Place to Work, Live and Play

Ackoowledgment

Vendor Representalive Name:

Signanrrc:

Date:

Camp Reprcsentativc Name: James Guara

Our Mlssion Statom.nt
We p.ovlde etlective, transparenl and r€sponsibls

municipal seNice that promolas tl,e a,ighest stan dard of lite far our community.
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Ch€ryl Gerow, Di.sclor o, Financo
120 North Maln streel
Liberty NY 12754

(8as) 292-s772 (p)

(84s) 292-r310 {r}

DATE: April zo, zoz6

TO Supervisor DeMayo and Town Board Members

FROM: Cheryl Gerow

RE: Computer and Information Technolory RFP/Bid

Attached is a Request for Bid/Proposal for Computer and Information
Technolory. ?he attached RFP/Bid asks for a hourly rate and an annual
rate.

Please approve or make recommendations to the attached specifications
and set the bid date for May 28, 2oz6 at 11roo AM.

Thank you.

Our r'llrsion Strtomont
We Novide aftective, trunsparent and /esponsible

municipal service that promotes tf,e hr3hest stan dard ol life lor ou community.



't'(,\\,N ( )1.' l,llil.. lt'l'\'

A Gteat Place to Work, Llve and play

Ch€ryIOerow, Director ol Frneace - .-,- ,..r,-.:.i:... , r ; -.1-:,. 
",

'120 Nonh Maln Strset
Liberty NY 12754

(845) 292-5772 (p)

(84s) 292-1310 (r)

REQUEST FOR Bt D/PROPOSAL

For

Computcr and lnrormatlon Tachnology Scrvlcss

ISSUE DATE: Apilt 24, 2A26

OUEDATE: May28,2O26

TIHE: 11:00 AM

A!€so ouorrrr r tor+"st plicc lw tll€seuicas to be rcN.ttd, os sqdqedbelovt, Any d$ianon Loo tto !.pcaifrcatiot,F I'vtl &
id,atifird aad luUy de*ribd- fho agbt is rcaetu"d to cacapt gt.eteq qtoftttion on oach ltafi tapraateaf, ot 18 a whob, ond tol,/.ieB ady

ioagulrritiog ib a quo,€don. t/un blo ao quolo. plaare lat,,Inahit (nnn so dtafiad-

Att bids muBt b€ clesrly E-ath4-o-od-!ttltd, RFP fot Computcr and lnlormstion Tochnology Servicr!,
rd dotiv.rsd to:

Town ot Liberty, fown C16rk'3 Ortico

120 North Hsln Str6Gt

Liborty, Now York 1275t1

The quote mu3t be rec6ivod in psrson or by rnall no tatar than tho date End tlme indicsted

abov!.

Farcd snd omEited quotBs WILL NOT be sccopted.

Our !,llB!lon Statcm.nt
We provide affective, transparent and responsible

municipal seNice that promates tf,e ii8nesr standard of life for our cofimunity.
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REQUEST FOR ED'PROPOSAL

The Town ol Liberty [own) is seeking Requesls for Proposals for Computer and lfiformation
Technology Consulting Services forthe period of July 1.2026to "tre 30,2O27. TheTown
cunently works with multipl€ vendors for lT needs and wE are in need of an lT professional
lo oversee all aspects of the Town's infrastructure including. bul not limited to software.
hardware. telephone systems, internel systems, muhifunction printers and copiers,
cameras, web management and moniloring systems. The To,vn is looking for a
comprehensive approach and vendor, lo oversee of lhe Town's entire lT lnfraslructure and
provide recommendations and solutions for improvements and increased efiiciency, as well
as ovarsee the implementation of same to address slafl concems and needs, with regard to
their current op€rating systems/sofhflare/netwo* shortfalls.

The succ€ssful bidder shall be required lo execule a contrad witfi the Town of Liberty which
rEleds the terms of these specifications.

The Town reserves the right to reiect any or all bids and to waive any formality or
technicality in any bid in the interest of the towrr.

TOWN FACILITIES

The Town of Liberty is administered through numerous departments at five (5) localions
lncluded, but not limiled 1o, in this proposal are the lollowing departm€nls, locations and

vendor software with approximate number ol work statrons

Town Hall, 120 North Main Street, Liberty
1. Supervisofs Office, two (2) desktops and one (1) laptop

a. Opencov
2. Finaflcs Otfics, two (2) desktops and on€ (1) lsptop

a. AS4O0
b. OpenGov

3. Town Clerk/Tax Collector, two (2) desktops and one (1) laptop
a. BAS Soffware
b. DECALS (NYS DEC License System)
c. Allen Tunnel Tax Software
d. OpenGov

Town Hall. 119 North Main Street, Liberty
1. Parks and Recreation. {ive (5) desklops

a. OpenGov
b. LOTUS

Our Mlsslon StetEmem
We provide ettective, transparcnt and responsible

municipal service tist promotes tfle niShest standard ot life fo( our community
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2. Building Deparlment, three (3) desktops. one (1) laptop and (2) tablets
a. OpanGov
b. BASitPS

3. Assassor's Offtce, three (3) desktops, on€ (1) tablet
a. Opencov
b. BAS|/RPS
c. lmag6 Mate

Highway Department, 275't State Route 52, Liberty
1 . Two (2) desktops and two (2) laptops

a. OpenGov
b. Fuel Master Metering System

Water and Sewer Departmenl, 4722 State Route 55. Swan Lake
1 One (1) desktop and two (2) laptops

a. AS4OO

b. Badger Meter Reading System
c. OpenGov

Dog Kennel
1 . One ('l) laptop

a OpenGov

SCOPE OF SERVICES

The following specifications are intended to cover Computer and Technology Services:

Technlcal Requiroments for Software S$vlces:

Review and make recommendations regarding purchasing and installation of n€lY software.

R€search new t.end8 in relevant softwa.€ dasigns and Eystems and provids infomation for

consideration

Review and make racommendations regarding the integration of new software or systems
purchases with existing hardware and sottware. Analysis of risks and impacts of proposed

hardwarey'software integration Coordinate system developm€nl tasks to includ6 d€sign,
integration, and formal tosting Ovsr3ee all lransitions into production and compleled action in

system specifications, technical and logistical requirements. and other disciplines. Create and
maintain programmatic and technical documentation to ensure efficient planning and execution
Manage and documenl system configurations.

Our Hlrslon Statrmrnt
We Novide effective, t/ansparent and responsibte

municipat se,vice that promotes the highest standard of tife for ow community.
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On-site support of software and hardware in use on servers and desHops to include network
security end all funclions of Microsofl Aclive Direclory environment_ Verify proper operations
and configuralions of software on the Town o{ Lrberty servers and desktops. On-sit6 supporl
will be provided and 'on-call' 24 hours/day 7 days/week and support for those hours will be
responded lo within four (4) hours of the date and time the call is received.

On-site supporl of hardware (serve.s and desklops) in use by the Town ot Liberty. Verify proper
operalions and configurations of hard.rarB (serv€rs, backup and desktops). Upgrade, install
and troubleshoot networks. networking hardware devices and software. Assist the Town with
maintaining an inventory of equipment and parts as well as documentation of vendor activilies.
Develop and documenl system standards for computer and network devices. Recommend and
schedule repairs to LANMAN.

Hardware Support Sewices

1. Support and make recommendations for cameras for security and monitoring at all

town facililies. Curent cameras are installed in Town l'lall.

2. Oevelopment and execulion of a preventative maintenance program for hardwate
in use (ServersJDesktops) at the d offices. On-sile support will be provided and
"on-call" 24 hours,/day, seven (7) days/week and supporl {or those hours will be
responded to withan lour (4) hours of the date and llme lhe call and/or email is
received. Compose and complete updates to the Town computer inventory with
communications to the Director of Finance.

Poliey and Procodur€ Support

1. Ongoing developmont of proposed lormal computer syslem policies and procedures to
ensure the security and availability of systems. Pro€duras to includo data bactup
procedures and disaster recovery plan preparation.

Endpoint Detection and Response

'1 . Suppo( and make recommendations for endpoint protection and r€sponse.
Conlinually mon;tor all nelwork devices for possible security threats as rnell as
maintain accurate accounl of networfi devices both in use and nol in use. Respond
to threats as necessary. On-Site support will be provided and "on-call" 24
hours/day seven (7) dayshveek and supporl for those hours will be responded lo
Mthin two (2) hours of lhe date and timB the call and/or email is rec€ived.

Our Hission Statomont
We provide effective, transparent and responsible

municipsl seNice that promotes tfle highsststandard of life lot our community,
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2. Clear working knowledge of applying MFA, maintaining firewalls. cloud sacurity,
and provide and maintain backups for all functions

lntemet, Stroaming and Social iledia

1 . Websate Management
2 Ensure compliance with website, social media and streaming raquiraments,

including the set-up and coordination
2. Knowledge of Zoom, Facebook, lnstagram, Wordpress and other media solulions

is required

On-Site support will be provided and "On-Call" 24 hours/day 7 days^r'reek and support for
those hours will be responded to within 4 hours of the date and time the call and/or e-nrail is

received.

Additional Services

1. Monlhly system audits to verify systems operations and maintenance including data backup
verifications

2. Quarterly, and as requested, a detailed report of work performed to the Direclor of Finance.
Additional professional services or con$ultants needing to be brought in for specific situations.
those consuitants shall be paid by the Town of Libsrty separale and apart from this agreemenl
Prior approval for such consultants or services shall be approyed by the Direclor of Finance
and/or Town Board.

3. When so requested, lhe Contraclor shall provide service wilhin twenty-four (24) hours, unless
nolified that an emergency exists which requires immediate attention to keep a facility in

Our Mlssion St6t6mont
We prcvide effective, transparcnt and rosponsibte

municipal service that promotes th9 highast stan derd ot lite fot ou cammunity,

Project Management
'1 . Run compl€x projects/programs from design and development to completion
2. Define requirements and plan pro,ect lifecycle deployment.
3. Define resou.ces and schedule for project implementation.
4. Creale strategies for risk mitigation and contingency planning.

5. Plan and schedule project deliverables. goals. milestones.
6. Direct and oversee prqact team and manages clnflicts within group. Efficiently

idenlify and solve project i3sues.
7. Demonstrate leadership to deline requir€ments for project risk.

8. Develop Requests for Proposals (RFP) lor enernalservices.
9. Design and maintarn teehnical and proiecl documentation.
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operation. In the event of an emergency, seMce shall be provided within four (4) hours

4. lf non-emergency service is not provided within twenty-four (24) hours after direcl verbal,
telephone o, e-mail notification from the Town of Lrberty Director of Finance, or if emergency
service is not provided within four (4) hours after direct verbal, telephone or e-mail notlflcation
from lhe Direc{or of Finance, the Town has lhe right to secure the same
service from anolher source.

5. When il is nacessary lo perform work oulside ot regular work hours (8:0O AM - 4:00 PM,
Monday through Friclay), the Contractor shall notify the Direclor of Finance at (645) 292-
5772 and by e-mail al c.gerow@lownofliberty-org at leasl twentyjour (24) hours in advance

6. The Direclor of Finance, Town Supervisor, or olher desrgnated representative shall be th6
final authority on whelhef standards have been met.

7. The contractor shall clearly mark all work areas thal may rBasonably be expedsd to
endanger health and safety. Technacian will provide such sagns, markers, cones and
banicados within reason as required lo identify all work areas a d minimize dange,s

E. Contraclor shall practice acceptable safety precautions so as not to harm any p€rsons or
property while performing services under this RFP or any resulting contract. Conlractors
6hall follow industry safety standards and us6 only industry approved equipment in
accordance wilh the manufacture's specifications in the performance of all dulies.

SPECIFICATIONS

1 . Vendor must have stafi available on an on-call basis Monday-Friday (excluding holidays)
for onsite seryice. Work must be completed between the hours of 8:00 AM through 4:00
PM

2. Vendor must have a cellular phone. Cell phone for the Director of Financc will be supplaed
upon slart of contract

3. Vendor must be able to have a representalive respond to a voicemail andlor e-mail wilhin
two (2) hours and arrive on-site within four (4) hours of anitial call for service

4. The Vendor will fumish all labor, tools, specialized equipment, materials, and disposal of
waste malerial generated by the work.

5. Allfieldwork shall be pertormed by or underlhe direct supervision of a qualifiod technician

6 The Vendor will ensure that employees comply wilh all applicable Town of Liberty, New
York State and Federal regulations and practrces with respect lo work performad on Towr
sites.

Our Hisrion Statoment
We provlde elfective, transparent and responsib(e

municipal sevice that prcmotes tha highest standard ot life lor our cornmunity.
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7. The Vendor's personnel will conduct lhems8lves on site in a professional manner at all
times.

8. The Direclor of Finance or appointed d6sign6e will inspect work performed by the Vendor.
ln the event of work performance deficiencies, the Director of Finance or Supervisor will
notify the Vendor. Notification may be verbal or written. The Town may choosB to Requlrs
th€ V€ndor to 

'ectlfy 
the daflclency wlthln zil hours or mey withhold paym.nt.

9. Report, including but not limited to, any damage, potential hazard or searrity breaches
involving the Town immediately to the Town of Liberly Supervisor at (845) 292-51 11 and
i."_!i1! 9,_(lf riraiiIi]!.r4 ^lii!i,1',,-r,! and Director of Finance at (845) 292-5772 and
c. gerovr@townofl iberty.org.

10. Hazardous conditions shall b€ immedietely rsmedied or secu.ed to prevent furlher
damage and/or protect the public from inlury- lt is the Vendor's responsibility to provide
close supervision of operations and management of the site.

11. lncidents. altercations, or accidents involving the public shall b€ reported to the Contracl
Administrator within 24 hours. The Contract Administtator, at his or her discretion, may
requir€ a wrillen report from th6 Vendor describing the incident or accident.

!2. The Vendor will coordinate wirh lhe Director of Finance requested sewices 48 hours prior
to the scheduling date of work is to be performed. The Vendor will be notified via e+nail
and/or phone regarding any requested work io b€ performod by the Direclor of Financa.
No work shall be perforfied unless requested by the Diredor of Finance.

13. All proposals shall b€ made on an hourly basis that includss travol, labor, consumables
and lees and/or an annual on-call retention rate for travel. labor, consumables and fees
for the entire conlract year

QUALIFICATIONS OF VENDORS

1 . Vendor must have at least one individual employed who is skilled with Microsofl
Systems Administrators standards.

2. Vendor should have at least one individual employed who is skilled to Microsofi Desktop
Support Technicians standards.

3. Vsndor must hav6 at least one individual employed whc isskilled in the development,
deployment, tuning and maintenance of Microsoft 0365.

4. Vendor must possess the knowledge and skills to maintain network system policies.

5 Vandor must poss€s8 the knowl€dge and skills to design and implement serv€r
redundancy in a domain €nvironment.

Our Misslon Stet6mont
We providd affective, ttansparent and responsible

municipal seruice that promotes tfte highest stan dard of life for our community.
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6. Vendor must possess the knowledge and skills to effuctively use Go Daddy Servic€s for
publlshing information to the internel and maintain security when using lhis system.

7. Vendor musl possess lhe knowledge and skills to design and impbmeni e dbast8r
recovery plan for networking equipment, servers and workslations el verious locations,

8, Vendor must possess the knowhdge and skills to configure and optimize Microsort
Sottware Update SeMces (SUS) or Microsoft Systems Managemenl Server,

9. Vendor must possess the knowledge, skills and necessary tools to troubleshoot repair or
replace personal computer and service hardware, including bul not limited to, hard
drives, RAID controllers. RAID hard drives, polver supplies. network interface cards,
modems. video adaptors, keyboards, mice and monitors.

10. Vendor must possess the knowledge and skills lo assess future hardware needs
and develop recommendations of hardware purchases for the Town

I l. Vendor musl have the knowledge of Microsoft Operating Systerns

12. Vendor must be able to possess the knowledge and to administer ad-hoc lraining on the
various programs

13. Vendor must be able to assist in lhe dedoyment and upgrades to all software, including
bul nol limited to:

a. BAS-Town Clerk. RPS and IPS
b. lmage Mate
c. lnternet
d. Copiers
e. DECALS
f. Allen Tunnel Soltware or related Tax Colleclion Software

TERTS AND CONDIIIONS
. The Vendor will not store any equipmenl on the property without wrilten

communication and approval with the majority of the Town Board. lf they do
decide to leave any equipment of any type on lhe premises, the Vendor will be
responsible tor the condition- The Town will not be hold accountable for any
damage or theft of any Vendor equipment.

Proposals shall be presenled describing the Vendor's experience in lnformalion
Technology services with municlpal computer operational needs.

lf the price of lhe service remains unchanged as of lhe end of the contract, the
Town may extend the conlracl with the Contractor for additional one-year period
increments,

Our l.ll3slon Stitemom
We provide effective, transparent and responsible

muntcipal seryice thaf promores the hrgnest standard ot Ufe for our community.



I I )\\ N ( ,1.' l.l l,l. l' l \'

A Cresl Plece to Work, Live and play

This agre€ment c8n b€ amended as needed to service lh€ needs of the Town
departments. All am6ndm6nls must b6 provided with th6 approval of th€ Town Board
with a majority vote. All changes that will incur costs must be done in writing. Verbal
changes that afieci the cost will not be parmitted lvilhoul wrlttEn amendments. Non-cost
changes can be done without the Town Board ma,iority approval.

Questions must be submihed in writing via e-mail to L

lnquiries submitted to the Town of Liberty must referenc€ the page and section
of the RFP document in question.

All responses to this request for proposal become the propgrly of the Town of
Liberty

Prospective proposers are responsible for their own expenses in prepar;ng the
proposal and subsequent negotiations with the Town of Liberty, if any.

This RFP is not to be construed as a contract to purchase goods or services.
The Town is not bound to accept the lowest price or any proposal of those
submitted.

While the Town has used considerable efforts to ensure an accurate
representation of information in this RFP, all prospective proposers are urged
to conduct their own investigations into the material facts, and the Town shall
not be held liable or accountable for any error or omission in any part of this
RFP.

All the terms and conditions of this RFP are deemed to be accepted by the
proposer and incorporated in ils proposal, except those conditions and
provisions that are expressly excluded by the proposar's proposal.

It shall be a condition precedent of the Town of Liberty's obligation to monthly
payments for all acceptable service rendered and invoiced with details pertaining
to costs.

The successful proposer must demonstrate financial stability, and the Town of
Liberty reserves the right to conduct independent background checks to
determine the financial strength of any and all organizations or individuals
submittingproposals.

lf any contract cannot be negotiated within thirty (30) days of notification to lhe
designated proposer, the Town of Liberty may terminate negotiations with that
proposer and negotiate a contract agreement with another proposer of its
choice.

Our Ml.rlon Stat.ment
We provide effective, transparent snd responsible

municipal service thal promotes the h,ghest stan dard of lite far ow community.
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The Tourn of Liberty is Tax E x e m pt

Contractor shall comply with Federal Regulations, Safety and Health
Regulations for Construction (OSHA).

QUESTIONS

Questions related to this RFP/Bid are to be submrtted in wr,ting to Cheryl Gerow, Direclor of
Finance, via e-mail to r._,:tqty-4j,:lt:r,,i,,1r": i!:..rr* and must be receiyed at bast 48 hours prior to
the bid opening date.

lNvotclNG
The contractor shall submit an invoice on a monlhly basis,

lnvorcos shall indicale (at a minimum) the contracted hourly rare, number o{ hotrrs serviced for
each location and descriplion of work provided.

SUBCONTRACTORS

All subcontractors are subiect lo pnor written approval lrom the Town, Notwithstanding, for any
such approval. the proposer shall be solely responsible for the perlormance of the services. Any

such Town approval shall not create or purporl to create any obligalion of the Town to such
subcontractor or establish any contractual relationship or privacy. Conlracts bet$reen the
proposer and suFconlractor shall include clauses that make reference to this section.

ASSIGNNENT
The proposer shall not assign or transfer the right, tille or interest in lhe contract without the
wrift€n consent of the Torn

INSURANCE

The bidder proposed must submit proof of liability insurance namang the Town of Liberty es

additional insured in an amount not less than $1 ,000,000. proot of Worker's Compensation
lnsurance, Disability lnsurance and Automobile lnsurance.

CONTRACT

Upon acceptance ard award of the bidirfp by th€ Liberty Town Board, a contract will be
forwarded for acceptancy via Docusign. Contract will not b€ in effect until executed by all
parties.

Our Mirsion Strtomont
We provide Bftective, l,Jansparent and responsible

municipal sarvice that promotes the higl,est stan dard of life for our community.
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TERTUINATION
The Town shall have the right to terminate the agreement upon thirty (30) days written notice to
the proposer

The bid amounts shall be effective July'1, 2026 until June 30,2027. The awarded bid cannot be
substituted by another contraclor.

All bidders musl complete and submit the attached bidder reference sheel, proposal cosl sh6et,
non-collusion certrficate, request for taxpeyer identification (W9) and proof of insurance,

FEE PROPOSAL

Bidder's Rates shall be a flat rate per hour effective for the duration o, the Contracl
Term
Prices below must be all lnclusive, including insurance, labor. travel, consumables and
fees

Ou r I!'ll3slon Staterriant
Wa provida elfectiva, transparent and raspons/ble

municipal service thEt promotes tl,e h,ghest st€n dard of life for our community.
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BID/PROPOSAL REFERENCE SHEET

Li$t up to live (3) rerercnces for the some type end size ol se|ice described in this bid documen|. tndicso
ctotes ol work.

NAME OF FIRMr

Our Mlsslon Stat6mont
We prcvide eflective, transparant and rasponsible

municipal seryice that prcmotes the highest standard of life fot our community.

iIAME OF FIRMi

ADDFESS OF FIRM:

CO TACT PERSON: PHON€:

Slt. Sq, Ft:_OATE OF SERVICE: Stan: Finish:

SRIEF DESCRIPTION OF SERVICE:

NAH€ OF FIRMr

AODRESS OF F'RM:

CONTACI PERSON: PHONE:

DATE OF SERVICE: Slart: Finish: Sate Sq. Ft:

BRIEF DESCRIPTION OF SERVICE:

ADORESS OF FIRM:

CONTACT PERSON: PHONE:

DATEOFSERVICE: Sta,l: Finlsh: Sits Sq. Fti

gRIEF DESCRIPTION OF SERVICE:

I

I

I

I

I
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BID/PROPOSAL

The terms and conditions of this Request for Proposat witt be incorporated into the

resutting agreement. Please have an authorized representative of your organization sign

and date your proposal below as acceptance of thes€ terms and conditions. Unsigned

bids witt not be considered tor finaI award:

Representative Signature Company Name

Print Name Title

Telephone Number E-mait address

Date

Our Hislion St.t6morlt
We provida effective, t.ensparent and responsible

municipal service that prcmot's tlre l,iglhest stsrdard of life fot our communify,

Location Cort
Hourly Ratc (includes all labor, travel, fees, insurances,
ctc)

s per hour

Annual Rate (includcs all lsbor, ravel, fees, insunnces,
etc)

s r Year
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]'OWN Ot t.llrliR't Y

NOTi-COLLTISION BID/PIIOPOSAL CERTITICATE

'l'he lbllowing statemenl is hercby made by the undersigncd to accompany lhc scaled bid
by ths undersigned.

The undcrsigned hereby- ccrtifics:

| . 'l'hat thc bid which is accompanied by this slatement has been arrivcd at
without collusion with any sellcl olthe same materials. and

2. That the contents ofthc bid havc not been communicated by thc bidder or one
of its agents to any persons outside ofthc company.

Datc

Name olCompany:

Address:

By,

Titlc:

Our Hission Statomont
We Novide elfective, trc nsparent and rssponsible

municipal seNice that promotes th6 t,Ehest stsndard of life tor our community.
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Company Fact Sheet

Company Name;

Add16ss:

D.B.A (if appticabte

Yeers at OUrrent location

It tess than three years, provide previous sddress

How many staff msmbers do you employ?

Year Company was formed:

Types of certificadons h6ld:

How manytechnicaI emptoyee s?

What is the number of years' experience per technician?

what is vour {eoaraohicaI service area?

HowmanymunicipalctientsdoyouhaV8andlistwhothey8r6?-

Our Mbslon Ststement
We provide effective, transparent and responsible

municipal sevice tiat prornotes tie highest srandard of life for our community.
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Disclosure of RBsponEibility Statement (use additional page if ne€ded)

List any conuictions of any person, subsidiary, or affiliate of this company, arising out of
obtaining, or altempung to obtain a public or private contract or subcontract, or in the
p€rlomance of such contracl or subconlracl.

List any convictions of any person, subsidiary, or affiliate of this company for offenses such
as embezzlement, lheft, fraudulenl schemes, etc. or any other offense indicating a lack of
business integrity or business hooesty which affected the responsibilily of the Contractor.

List past and/or pending lawsuits against your company for breach of services and/ or
cancelalion of contracls or subcontract.

List past and/or pending law suits your company has fibd againsl any individual person(s)
and/or company for contlactdisputes.

List any prior suspensions of debarments by any govemment agency

Lisl any contracts not completed or canceled

Our Mi$lon Statomenr
We provide eflective, transparcnt dnd responsible

municipal seruice that promotes fhs higiest standard of life for our communiry.
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I, as

Print Name ot lndividual Title & Authority

of-'declareunderoaththatth€abovettatements,
induding any supplemental responses attached herelo, are true.

Signature of individual

NOTARY:

State of County of

before me on this_day of-20

representing himlherself to be

Subscribed and sworn to

of the company_

our Mlrslon Statemont
We p rovida effectiva, tran spa re nt €nd rosponsible

municipal service thst promotes tl,e i,Sihest stsn ddrd of lite lor ou cammsnity.
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Cheryicetow, Drroctor of Frnance (845) 292,5772 (Ol

120 North Ma'n Slreer (845) 292-1310 (l)

Lrbery NY 12754

DATE: April ao, zoz6

TO: Supenisor Del\{a""-o and Towr Board Members

RE: Onboarding Packet Approval for Appointed Board Members

Attached are the follon'ing onboardint materials that uill be pmrided to all new appointed
boad members:

r. Parks and Recreation Advison'Board
2. Planning Board

3. Zoning Boad
4. Grio'ance Board of Rer,ietr

Eacr packet includes the regular palmll information needed and the supplemental items
specific for each department:

r. CommineeDescription
z. Conflict of Interest and Ethical Conduct Polig'(taken from Toun Code

3. Social Media Policl'

4. Training Cenification Completion which prorides a list of mandatoD' training
and suggesterJ training for;our approval

5. Departmelt contact information (personal information has been omitted fmm
here)

6. Acknou ledgment of Receipt confirming thel' have received everlthint.

In order to minimizr the file attachment size, I have eliminated the basic palmll forms that hale
alreadl' been approved.

If in agreement, please Juss a resolution accepting these onboarding documenLs for each of the
respective boards and to authorize me to send the policies out to the existing board members
w'ittr a lvtal' 29. zoa6 deadline for completing the training through NmCmr'.

Ou. mlllion Stltrmanl
Wa Novide eftecttve, transparent and ,esponsrble

municipal seNice thal promotes the h,ghest slandaro af lite for our community.

Thank vou.
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l.,,lew Employee lnformatron

Frll in shaded areas only

Hcrnc [lrd:_

Name

Address

c

Full TiTe
Part Time
Seasonal
Rehire

I

-
-

I

or IEMJI:IEE r-EEE:!:l:rE?[-iltFHtnE!:EEHir!-
Social Security Number

Date of Brrth

Job TrtgPosition

Hourly Rate U

Date of Hrre.

,hone Number

or No

hhry

rstratbfl NumDer

Has the gmoloyee pra/Dusly beefl a m€lrb€r of the NYS Retlrcmrnt Sw:em: Yes or No

Before thrs appircalron may be processed. the ficlbHrng forms musl bo submitted to lhe Payroll
Oflice bebre the beginning ofthe Payroll Prriod afllclrng thrs employee The payroll crerk
lvill see hat all necessary torms are filed with therr respechva agencias.

Dated

Oared Sugervisor SEnature

Eelow ,or payroll office use only
Reliremenl lnbrmation

NYSLRS IO t
Registrat,on,
Employme,1t lnstance
Conlflburlron Rate
Date of Membershrp

3elow for payo I ofllce Lse only
W-4 Fece6l Wilhholding Form
lT-2104 State W(hholdrng Form
l-9 lmmrgrarion Forrn
Tov,m Rehrement Forn
RS-512C,1 Retirement Reg Fcrm
BackgroJnd Checks
Emergency Contact Form
Commrne€ Descnptron
Conffct o, lnte'est and Ethlcal Conduct Polcy
Socral lvledia Use Polcy
Training Certification Cornpletior
Dep: Cortacl lnformation
New Hi.e Nctl catlcn
Acknovri3dgemerl ol Recerpt

I

Empbyee Number _

Rate
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Grievance Eoard of Review

Mesting Schodulc: 4'" Tuesday in May and as needed

Dcacriptlon:

The Board of Assessment Review (BAR) is an rndependent, tocat body that hears property owner comp[aints
regarding rantative tax assessm6nts. The BAR is composed ot live (5) mBmbers, appornted ry the Town Board and

ara indcpandcnt of the Assessor's otflce. ThSy hotd the authority to reduce of adiust sssessments 8nd Ire
gensratty a required first step before seeking,udicial review.

Outict:

The BAR reviews tax assessments when the property owner belleves therr propeny is misclassili6d, ovor-

assessecl, or unlawfulty assessed. They witt review evidence. deliberate and can decide to rcduce, incrgase, ot
uphotd the tentBtve sssessment determined by the Town Assessor.

It thg propeny ownar is stilt unsatisfiec, aft6r the BAR d6cision. they may pursue a Smatt Clarms Assessment

Review (SCAR) or a tax ceniorara proceeding.

Trsi]{ng!

New or reappornted members r1ust complet6 menoatory tratnrng betore gr,evance d8y.

rne county of sullivan provtdes the mandatory annual tratning. Members witt De nolified bytha Town Asgossor

when the trarning schedute rs announced 8nd ts expected to attend.

Our Hl33lon Strtcm.nt
Vla provtde oftecrve, |transparent and rcsponstble

municeal seNice that promotes tie hiShesl stan dard ol ltfe for our community.

A Graat Ptace lo Wo*, Live and Ptay
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BOARD OF ASSESSMEN? REVIEW

BOARD OF ASSESSMENT REVIEW TRAINING MANUAL

IMPORTANT NOTICE

The New York State Offlce of Real Property Tax Services has
producad this manual exclusively for training purposes. The
information provided in this manual is not a substitute for an
understanding of the laws, rules, and regulations govarning the
board of assessment review. This manual should not be cited as
authority in any question of law. This manual was created to be
printed as duplex (double sided).

Trainees are responsible lor understanding and complying with the
laws, rules and regulations gweming the board of assessment
review: therefore, all questions conceming the administration of fte
r6al property tax law should be refened to the county real prope.ty
tax director or, where appropriate municipal attomeys.

Itlaw York St.t6 Dopartnent of Taxation and Flnance
Office of Real Property Tar Servlces
February 2025
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BOARD OF ASSESSMENT REVIEW TRAINING FOREWORD

The real property tax is an ad valorem tax (that is, a tax levied on the basis of value). ln the first
instance, it is the local assessor who determines the taxable value of real p.operty. As you may be
aware, New York Slate Law requires all properties to be assessed at a uniform percentage of value
each year.

Taxpayers who feel their assessments are unequal, excessive, unlawful or that their property is
misclassified, have a right to have their assessments reviewed by the board of assessment review,
or, if necessary, by the courts.

You, as a member of the board of assessment review, have been vested with the duty and
responsibility of hearing assessment complaints in the first instance. This includes exercising your
judgment and discretion to render an impartial, objective determination on complaints of
assessments brought before you. A statement of the reasons for the determination should be
included in the determination.

When adjusting assessments, assessors should analyze all the parcels within a community and
adjust assessments where necessary to reflect market values. As a resull of the analysis,
assassments may: 1) remain the same, 2) be adjusted through the use of market trends, or 3) be
adjusted based on physical inspection and reappraisal.

Some proper:y owners whose assessments have been adjusted may believe that they have been
"selectively reassessed." Selective reassessmenl occurs when a municipality is not conducting a
systematic review of all the parcels, yet the assessments of specific parcels, various portions of an
assessing unit, or certain types of property are changed wilhout regard to the relative uniformity
of assessments wlthin the municipality.

To determine which assessments should remain unchanged or be reappraised and/or adjusted, the
assessor must conduct a systematic analysis of the entire municipality. Review and analysis
should be conducted routinely in order to maintain assessments at a uniform percentage of market
value as required by law.

Because many municipalities now comply with State law by keeping assessments uniform
annually, it is not unusual for the assessor's systematic analysis to indicate that some
assessments should change while others should not. Thus, if a taxpayer claims his assessment
should be reduced to the prior year's level solely because no1 all assessments were changed, this
should not, in and of itself, provide the basis for a reduction. As long as the assessor is able to
justify the assessment, the complaint should be denied.

The challenge put to BAR members is not a simple one, nor is the challenge put to assessors. The
NYS Office of Real property Tax Services appreciates yourioint efforts to ensure that all property
owners are assessed fairly and accurately. We are confident that your fellow citizens willvalue
your efforts, as well.

New York Stato Departmenl of Taxation and Finance
Offlce of Real Property Tax Services
February 2025



Bar Manual

Unit importance

Unit
Overview of the Board of Assessmenl Revie

Unit 1

lntroduction

Overview of the Board of Assessment Revieu,

You and your fellow members of the board of
assessment review have been vested with the duty and
responsibility of hearing assessment complaints in the
first instance. To enable you to accomplish your

responsibilities you need to understand the concepts,
principles, tasks, techniques and processes of the board
of assessment review.

Unlt Overview This unit provides a brief overview of the course
content, training benefits and obligations, roles and
duties of boards of assessment review and assessors.

Unit Objectives By the end of this unit, you will be able to
. ldentify reasons for BAR training
o Relate your role with functions of the BAR and

Assessor
Commonly used abbreviations

New York State Department of Taxation and Finance
Office of Real Property Tax Services
February 2025

BAR-Board of Assessment Review
NYS ORPTS-NYS Office of Real Property Tax
Services
EDS-Educational Services Unit (NYS ORPTS)
RPTL-Real Property Tax Law

1



Bar Manual

Lesson 1

Reasons for Training and Course Overview

Reasons for
Training

You and your fellow members of the board of assessment review (BAR)
have been vested with the duty and responsibility of hearing assessment
complaints in the first instance. You will be asked to exercise judgment and
discretion to render an impartial, objective determination on assessment
complaints brought before the board, including a statement of the reasons
for the determination.

lnitial appointees and reappointees to the BAR must attend a training
session, taught by a county director of real property tax services, in order to
participate in the hearing and determination of assessment complaints on
grievance day (RPTL S 523(2)).

Annual attendance at BAR training is optional for those BAR members who
are not initial appointees or reappointees. These BAR members may attend
the prescribed training course or the supplementary course. No examination
is given for either course.

Course Overview This course has been developed to provide you with information pertinent
to your role as a BAR member. The materials include information on the
assessment process as well as detailed information on the Grievance Day
process and requirements.

New York State Department of Taxation and Finance
Office of Real Property Tax Servlces
February 2025
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Overvlew of the

Assessment

Revlew Process

New York State Oepartment ot Taxation and Finance
Office of Real Property Tax Services
February 2025

Unit
Overview of the Board of Assessment Revie

The real property tax is an ad valorem tax (that is, a tax levied on

the basis of value). A distinguishing characteristic of this tax is that

it is not merely a mathematical calculation, but is based primarily

upon expert opinion and judgment as to the value of property.

ln the first instance, it is the local assessor who determines the

taxable value of real property.

Assessors are required by law to assess all properties in each

municipality al a uniform percentage of market value each year as

per Real Property Tax Law Sections 301 and 305 (except New

York City and Nassau County). This means that all taxable

properties in your city, town or village must be assessed at market

value or at the same uniform percentage of market value each

yeat.

lf taxpayers believe their property assessment is too high, it is

recommended that they first discuss this with their local assessor.

lf, after their meeting, they are still dissatisfied, they have a right to

file a formal complaint with the board of assessment review by the

filing deadline.

Taxpayers, who feel the:r assessments are unequal, excessive or

unlawful or that their property is misclassified, have a right to have

their assessments reviewed administratively, and, if necessary, by

the courts. New York statues sel forth the procedure to be

followed by taxpayers who have a complaint about their real

property assessments. The first step in the assessment review

procedure is flling a timely written complaint with the board of

assessment review. Taxpayers who are dissatisried with the

administrative determination made by that board may thereafter

seek judicial review. ln addition, cer:ain residential homeowners

may seek small claims assessment review.

1
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Lesson 2
Role of the Assessor

Primary responsibilities of
the assessor

Understanding the Role of
lhe Assessor in relation to
lhe BAR

New York State Department of Taxation and Finance
Office of Real Property Tax Services
February 2025

It is the municipal assessor who determines the taxable value of
real property.

The primary responsibilities of the assessor are to:

1. Discover, list and place a value on all real property

2. Establish market value

3. Assess according to mndition and ownership on taxable
status date

4. Determine exemption eligibility

These will be covered in greater detail in unit 5.

It is important for you to realize that assessors are required by
law, to complete and publish a tentative assessment roll, in most
towns, on or before May 1. When the assessor signs the roll,
they are signing an oath that the assessmenls are fair and
eguitable. They must also publish a notice that the roll is open for
inspection. The notice must state the time and place where the
board of assessment review will meet to hear complaints.

The assessor, or the assessor's designee in the case of an
assessor employed by multiple assessing units, is required to
attend all hearings of the board of assessment review and has the
right to be heard on any complaint and to have their rema*s
recorded in the minutes of the hearing.

When a complainant presents testimony and proof to support a
complaint, the assessor should be called upon to present their
side and have the opportunity to explain the assessment of the
proper$ in question or recommend a change in the assessment if
they feel there was an error in the assessment.

Complaints with respect to assessments may be
filed with the assessor at any time prior to the
hearing of the board of assessment review or
with the board of assessment review at such
hearing, but may not be filed with the board
of assessment review at any adjourned hearing it

1
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OveNiew of tll€ Board of Assessment Revie

may conduct.

When a complaint is filed wilhin three business
days preceding the BAR hearing, the BAR must
granl an assesso/s request for an adjoumment
to permit the assessor adequate time to prepare
a response to a comphint (RPTL, S 524).

New York State Depanmenl of Texatlon and Flnance
Offlca of Real Proparty fax Scrvlces
February 2025
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Lesson 3
Role of the Board of Assessment Review

Understandlng
the Role of the
BAR

New York Stale Dopartment of Taxgtlon end Flnsncs
Ofilce oI Real Propcrty Tax Sarvlcaa
February 2025

The BAR constifutes what is known as a quasi-judicial body and
the m€mbers of the board are drarged with judicial responsibility
to get all the fucts and apply appropriate laws ald reasoning to
the facts in a hir and judicious manner. Accordlngly, each
member of the board of assessment review should:

1 . Possess judicial temperamenl, patience and liact.

2. Provide a fair headng.

3. Safeguard the constitutional guarantees oI due
process of law.

Noto: RPTL, S 523 (3) requiree a BAR member wlth any
direel or indimct lntarest ln any propefi ior whlch a
complalnt has boen flled to dlsclosa lhelr lnterest

Knowingty and intantionally falling to dascloao such an
lnterest can result ln the lmposltlon ol a $1,000 flne for each
omission. Thls is fur$er revierved in Unit 5.

4. Withdraw from a case where they deem themself
disqualified by reason ol personal or business
relationships or inbrest.

1
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Unit lmportance

Unit 2
Assessment of Real Propefi

You, as a board of assessment review member ale
obligated to get all of the facts and apply appropriate
laws and reasoning to the facts. ln gathering all of the
facts you must understand that the real property tax is
an ad valorem tax (that is, a tiax levied on the basis of
value). A distinguishing characteristic of this tax is that it
is not merely a mathematical calculation, but is based
primarily upon expert opinion and judgment as to the
value of property. ln the first instance, it is the local
assessor who determines the taxable value of real
property.

Unit Overview While this lesson will not make you a professional
assessor, it will provide you with a basic understanding
of definitions, fundamentals and basic knowledge about
which real property is subject to taxation, how it should
be assessed, and the methods of valuing real property

Unit Objectives By the end of this lesson, you will be able to
. Know the NYS Real Property Tax Law standard of

assessment
. Understand the definition of 'Ad Valorem Tax'
. Become familiar with the three approaches to value,

which are:

1. Cost

2. Market
3. lncome

2

New York State Department of Taxation and Finance
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Unit:
Assessment of Real Propeftr

Lesson I
Assessrnent of Real Property

Standard of
Assessment

New Yort Stale Dopartmont of Taxation and Finance
Oflice of R€al Property far Servlcas
February 2025

Real property must be assessed according to its condition and
ownership on taxable status dale (RPTL S 302).

The standard of assessmenl prescribed by la$, is that all real
property in each assessing unit be assessed at a uniform
percentage of value (RPTL 6 305(2)). Except in 'special
assessing units." (i.e., New York City and Nassau County) a
property ovrrner is entiUed to a reduction in assessed valuation if
their property is assessed at a higher percentage of value than
the average percentage of value at which all property in that
locality is being assessed. ln special assessing units, which
are required to establish separate tax rates for four classes of
real property, a property owner is entitled to a reduction in
assessed valuation if they can demonstrate that the property is
as-sessed al a higher percentage of value lhan the average
percentage ol value al which other property in the same class
is being assessed. An owner of one-. two- or three-family
residential property, wherever located, is entitled lo a reduction
in assessed valuation, if the property is assessed at either a
higher percentage of value than all real property on the
assessment roll or a higher pereentage ol value than other
resdential orooertv on lha same assessmenl roll.

ll is the municipal assessor who determines lhe uniform
percentag€ ot valu6 in the absence of any affirmativ€ action by
the local legislative body. When a revalualion has been
implemented, the legislative body of the assessing unit may
direct the assessments be entered at somelhing less than
100o/o (Opinion of Counsel #7-96).

2

Under New York State law, all real property is sutiecl to taxation
unless specifically exempted by slatute
(RPTL I 300).
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The followlng example lllustrates basic computations you
should undectand.

Example: If you are computirE the percentage of value at which
a single property is assessed, where that poperty has
an assessed value(AV) of
$200,000 and I market value(MV) of
$400,000, you will apply the following fcrmula:

a. Assessed Value (AV)

Full Value(FV) % of value

(AV)$299p0o

(FV)$400.000 = so l%oof valus)

By comparing the percenEge of value of the example parcel with the uniform percentage of value of
the municipality you can determine whether or not the example parcel is assessed equitably. ln this
case the town is assessing at a uniform percentiage of value of 50o/o. Therefore, the example parcel is
assessed

b
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Ad Valorem (at value)
The New York State Real Property Tax is an "Ad Valorem Tax." This means that
the tax is based upon the value of the property.

The real property tax is levied on the basis of the assessed value of the property -
which, in turn, is based on the market value of the property. The ad valorem concept
of taxation does not include considerations that do not relate to finding the value of
real property.

For example:
ls a taxpayer who claims he cannot afford to pay his taxes (because of age, ill
health, inmme, etc.) entitled to a lower assessment?

No, because the real property tax is an ad valorem tax and is based on the assessed value of the
property, not on the taxpaye/s ability to pay.

ln order for the property tax to be fair and equitable between properties, the assessed
value assigned to a particular property and/or groups of properties must be as accurate
as possible. ln New York State, the value of real property is expressed in two ways:

1. Assessed Value
2. Full (Market) Value

Selective assessing is an illegal practice of assessing newly acquired property at a
higher percentage of value than others. This "welcome strange/ method is illegal in
favoring ce(ain owners or properties over others.

2

New York State Department of Taxation and Finance
Office of Real Property Tax Services
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Three Approaches
lo Value
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The Three approaches to value are Cost, Market and lncome.
fhe ilarket approach (also called tne sales companson
approach) uses sales prices as evidence of the value of similar
properties. This is the prefered methodology for improved
residential properties.

Where real property is of a type that is readily boughl and sold.
and the price that a willing buyer will pay a willing seller for the
property can be determined from bona fide sales of similar
poperty, the market determinas the value of the property.

However, where the property is of a type that does not commonly
change hands in an ordinary real estate market (for example,
utility property, manufactunng property or other proporties used
for special purposes), other mathods may bo consid€red to
determine value.

The Cost approach is basod on tha kJaa that the value of an
existing property is the value of the land plus the replacement
cost of the improvements less dep.eciation.

The lncome approach is used most commonly for improved
commercial property. This approact requires the appraiser to
estimate the income from a property and capitalize the income
into an estimate of cunsnt value.

The Assessor in your community is rasponsible for collecting
information and calculating data to det€rmin6 tentativ€
assessments based on the use of the three stiandard
approaches to value.

2
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Unil:
Assessmenl of Real Propert)

As you may be aryare, New York State Law requiras all
properties to be assessed at a uniform percentage of vafue.

When adjusting assessments, assessors should analyze all of
the parcels within a community and adjust assessments
where necessary to reflect market values.
As a resul{ of the analysis, ass€ssments may: 1) remain the
same, 2) be adjusted thmugh the use of market trends, or 3)
be adjusted based on physical inspection and reappraisal.

Some property owners whose assessmenG have been
adjusted may believe that they have been "selectivsly
reassessed.' Selective reassessment occurs when a
municipality is not conducting a systemalic review of all the
parcels, yet the assessments ol specific parcels, various
portions of an assessing unit, or certain types of property are
changed without regard to the relative unlformity of
assesamenB within the munlcipality.

To determine which assessments should remain unchanged
or be reappraised and/or adjusted, the assessor must conducl
a systematic analysis of the ontlre municipallty. As
msntioned above, this review and analysis should be
conducted routinely in order to maintain assessments al a
uniform percentage of market value as required by law.

Because many municipaliaies now comply with State law by
keeping assessments uniform on a regular basis, it is nol
unusual fot the assessor's analysis to indicale thal some
assessmants should change whrle others should nol. Thus, if a
taxpayer claims his assessment should be reduced to the prior
year's level solely because not all assessments were
changed, this should not, in and o, itself, provide lhe basis for
a reductio.. As long as the assessor is able to justify the
assessment, the reduclion should be denied.

2
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Unit lmportance

Unit 3
Board of Assessment Review Profile

You have agreed to serve on your local board of
assessment review. For you to be most effective in your
position, you should have an understanding of the
concepts, principles, tasks, techniques and processes of
the BAR.

Unit Overview This lesson provides definitions, fundamentals and basic
knowledge about the specifics of BAR composition and
commitments under the laws of New York State.

Unit ObJectives By the end of this lesson, you will be able to:

. Understand BAR composition

. Know Public Officers Law definitions
r Relate to BAR terms of office
r Develop knowledge of local govemment

New York State Department of Taxatlon and Finance
Office of Real Property Tax Services
February 2025
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Lesson 1

Profile

The BAR must consist of not less than three nor more lhan five
members (RPTL, S523(b)).

ln some villages which assess, the board of trustees and
assessors constitule the board of revi€w. lf howsver, board of
trustees opts lo appoint an independent board of assessment
review, no trustee may sit as a member of lhat board

Members are appointed by the legislative body for a five- year
term of office.

. The terms ol ofiics must begin on Octobor 'l and end
on September 30, five years later.

. T€rms must be staggered so that only one term
expires each year.

. Persons appointed on a date other than October I , to fill
an unexpired term, serve until the September 30 on which
thal term ends.

A new law was passed on March 31, 2019, to assist
municipalities thal have issues finding qualified BAR members.
This can be found in subdivision (5) of RPTL S 1537. lt states
thal an agreement can be made beh,yeen an assessing unit and
a county lo fill BAR positions. The county legislative body can
appoint members who are recommended by the county director
of real property tax servic€s. Each appointed BAR member must
be a residanl ofthe county, but not necessarily a member of the
municipality.

I I

1
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The majority of lhe board musl consist of members who are not
officerc or employees of the local govemment. Members of the
appointing authority (e.9., town board) may not serve on the
BAR. Neither the assessor rnr any of their staff may be
appointed to tha board.
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Unit I
Board of Assessment Review Profilt

There is a provision for the appointment of temporary members to
the board of assessment review under section 523-a of the RPTL.
The legislative body of any local government may, in any year it
deems necessary, appoint temporary members to the board of
assessment review to serve on administrative hearing panels.

An assessing unit's revaluation of assessments, which is often
accompanied by a significant change in level of assessment,
frequently prompts the filing of an unusually high number of
complaints. To facilitate the volume of complaints, section 523-a of
the Real Property Tax Law permits the assessing unit's appointing
authority to appoint administrative hearing panels whenever it
deems it appropriate to do so. The presence of these panels
permits the hearing of more than one grievance at a time.

The law authorizes assessing units to appoint up to two temporary
members to boards of assessment review for each regular member
on that board. ln other words, six panel members may be
appointed where there is a three-member board, eight panel
members where there is a frcur member board, and 10 panel
members where there is a five member board. Three member
panels are designated by the board chairman, each to consist of at
least one regular member of the board and not more than two
temporary members.

The temporary members serve for a one-year term but are subject
to the same qualifications, training and disclosure requirements as
the permanent members of the board of assessment review.
However, the temporary members must complete a training course
within twelve months of the date on which complaints are to be
heard.

The panels hear complaints in relation to assessments and have the
same powers and duties as those granted to the board of
assessment review, except that the panels only recommend final
assessments to the board. ln most cases, it is assumed that the
board will adopt the panel's recommendations, but, if not, the board
is required to hold a second hearing on the complaint, upon notice
to the assessor and the property owner.

Questions concerning the administrative hearing panels option may
be directed to ORPTS.

3
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Lack of Quorum: State law (i.e., General Construction
Law, $41) requires that where a power or duty has been
assigned to three or more public officials (such as a board
of assessment review), a majority of the whole number
(that is, as if there were no vacancies) must meet and not
less than a majority may act. So, for a three-member BAR,
two must be present at the hearing and two must agree if a
tentative assessment is to be changed. For a four or a
five-member BAR, three is a quorum.

lf the BAR fails to meet to hear complaints, perhaps due to
the lack of a quorum, the law (RPTL, $527) provides that
the county treasurer, chairman of the county legislative
body and clerk of the county legislative body shall serye as
the acting board of assessment review. Obviously, these
officials are unlikely to have the knowledge of local
property values that BAR members are to possess nor are
they likely to have attended BAR training. So, this stopgap
procedure, though legal, should be avoided if at all
possible. lf a BAR member accepts appointment to that
board, they should refrain from scheduling any event (e.q.,
vacation) which might occur during the time period when
the BAR must meet and deliberate.

Qualifications The Real Property Tax Law requires that members of the
board of assessment review have knowledge of property
values in the assessing unit.

Members of the board of assessmenl review constitute
local public officers, and are required to be at least 18
years old, citizens of the United States and residents of
the assessing unit which the board serves (Publ:c Officers
Law, section 3).

Oath of Office Each member of the board is required to take and file an
oath of office. Oaths of local public officers are filed with
the clerk of the city or town in which the board serves. ln
counties having county assessment, oaths are filed with
the county clerk. Failure to take or file in a timely manner
the oath of office will result in the office being considered
vacant Public Officers Law section 30

,l
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Appoirting a
Chalrperson

Quasi-
Judlclal Body

To facil;t:ate ttle conduc't of hearings and olher business,
tne members of the board of assessment review should
elect a chairperson from among themselves. Only the
board of assessment review itself ca1 designate its
chairman.

The board of assessment review constitutes what is known
as a quasi-judicial body and the members of the board are
charged with judicial responsibillty to get all the facts and
apply appropriate laws and reasoning to the facts in a fair
and judicious manner. Accordlngly, each member of the
board of assessment review should:

1 . Possess judicial temperament, patience and tact,

2. Provide a fair heanng.

3. Safeguard the constitutional guarantees of due
process d lavv.

4. Withdraw from a case where they deem
themselves disqualified by reason of personal or
business relationships or interest (See page +5).

Note: The board of assessment review must conduct
hearlngrt ar a body. tts members are not authorized to
dMde the complaints among themselve$.

€P

Itew Yorfi State Oopartm€nt ot Taxallon and Flnance
Oflce of Real Proptrty Tax Sewlcoc
February 2025 ,]

Where a BAR member has any dlrsct or indlrect
lnterest ln any property for which a complaint has
been liled, they must dllclose the intarost.
See Unlt 5 - Disclosure ol lntercal,
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Lesson 2
Training and Certifi cation

As an initial appointee or reappointee to the board of
assessment review (BAR) you must attend a training session,
taught by a county direclor of real prop€rty tax services.
Without the appropriate training, you will not be able to
participate in the hearing and determrnation of assessment
mmplaints on grievance day.

lf a new or reappointed BAR member cannol attend trarning due
to reasons beyond their conlrol, they can request an exlension
from NYS ORPTS Educational Services Unit (EDS). The
exlension, if approved, allows participation in the hearing and
determination of complaints for the current year.

Thrs request must be in writing and must be received by EdS at
least 10 working days prior to grievance day. lt must include
specific information regarding the reason for not attending. This
extension notice w,ll be distributecl by EdS to the BAR member
with a mpy sent to the county director, town or city clerk, town
supervrsor or city mayor, and assessor. lt is expected that any
BAR member granted an extension will atlend the next available
training session held in that county.

New or reappointed board of assessment feview members who
do not att€nd th€ training cours€, and who do not recaive a
notice of extension cannol be counted in determining whether a
quorum is present at a meeting of the board of assessment
review. Furlhermore, such members may not parlicipate in the
hearing and determination of complaints.

?
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The county director of real property tax servrces will conduct
training session(s) and prepara a 'certificate of atlendance' for
each board of assessment review member who attends lhe
kaining sessbn. Then, ths county director will forward the class
roster lo NYS ORPTS, Educational Services, W.A. Haniman
State Campus, Albany, NY 12227.

The county director will also file a copy of these certificates of
attendance with the town or city clerk.



Unit r

Grievance Day PreparatiorBar Manual

Unit lmportance

Unit 4
Grievance Day Preparation

Your understanding of the concepts, principles, tasks,
techniques and processes of conducting grievance day
hearings will better prepare you for administering your
role on grievance day.

Unit Overview This lesson provides definitions, fundamertals and basic
knowledge about the responsibilities and duties of the
BAR and the assessor, including specified dates
uponiby which functions must be performed or
completed so that you will have an effective grievance
day.

Unit Objectives By the end of this lesson, you will be able to:

. Know the importance of being prepared

. Relate to required meeting dates

. Understand duties/ responsibilities of the BAR
and the assessor

r Develop a plan for conducting BAR
hearings in a professional manner

l{ew York State Department of Taxation and Finance
Office of Real Property Tax Services
February 2025
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Grlevance Day?
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Before grievance day, each member of the board must be
certified as having attended the training course prescribed by
the State Board. or musl have received a nolice of extension.
as described in Unit 3 of this manual.

The board memb€rs should also familiarize themselves with
the relevant laws and regulations pertaining to assessment
administration, and have handy for reference copies of pertinent
stalutes and other relevant material to consull during the
course of any grievance hearing (6.9., this manual, other
ORPTS publications).

ln most towns, grievance day is the fourth Tuesday in May.
. ln certain counliBs (Westchesler, Nassau, Suffolk), the

dates vary and municrpal attomeys should be consulted. ln
certain cities and villages, dates may vary and the
corporation counsel should be consulted.

Goveming boards ol assessing units, which employ assessors
who are also so employed by another assessing unit, may
adopt local laws to rGschedule th6 hearing of the board of
assessmont review to one or more days between the fourlh
Tuesday of May and the second Tuesday in June (inclusive).
RPTL 512 1-a

4

Unil r
Grievance Day Preparatioi

Training of
Board Members

A quorum is essential to holding grievance day proceedings.
Without a quorum the hearings cannot be held. A guorum is
the majority of the whole numb€r (that is, as if there were no
vacancies) must meet and not less than a majority may act.
So. br a three-member BAR, tr,yo must be present at the
hearing and two must agree if a tentative assessment is to be
changed. For a four or a five+nember BAR, three is a quorum.

lf the BAR fails to meet to hear complaints, perhaps due to the
lack of a quorum, the law (RPTL, S527) provides lhat the
county treasuer, chairman of the county legislative body and
clerk of the crunty legislative body shall serve as lhe ac{ing
board of assessment review. lf a BAR member accepts
appointment to that board, they should refrain hom scheduling
any event (eg, vacation) which might occur durirq the time
period when t[e BAR musl meet and deliberate.
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Organizational
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There are many administratrve tasks that need to be
accomplished pnorto Gnevance Day. These tasks can be
accomplished by holding an organizational meeting with the
entire board of assessment review.

The chairperson's role is a combination of lsadsrship and
organizational talents. The chairperson will orchostrato th€
meeting: calling it to order, calling foMard taxpayers,
administering the oaths, maintaining order, and coordinating
the scheduling of additional meetings.

Schcdule a sccond mootlng
The board is required to meet at least 15 days afr€r the filing of
the final assessment roll to conect clerical enors, unlawful
enlries, enors in essential fact and omissions on the final
assessment roll upon petition by the assessor.
During the organizational meetirE a tsntrative date for the
second meeting can b€ sslectod. lf there ar€ not any petitions,
then no meeting would be required.

Admlnietrative Taskr
The organizational meeting is a good time to coordinate some
of the administrative tasks of the board of assessment review.
The group can decide how to handle hearings, for example,
should they be prescheduled.
Another item to address is the secrotarial duties for grievance
day. Who will De handling the mrnute taking for the day? Will
the hearings be recorded?

4

What tlme are the hcarlngs?
One of the first tasks is to establish, well in advance of
grievance day, the place or places where grievance hearings
will be held, and fix the hours of such hearings. The hearings
must be for a period of at lsast four hours (not necessarily
conseortive) bEtween 9:00 a.m. and 10:00
p.m. At least two hours must be scheduled afier 6:00 p.m.
(RPTL. 6 525 t1)).

Selecl a Chalperson
fo facilitate the conduct of hearings and other business, the
members of the board of assessm€nt r€view should elect a
chairperson hom among themselves. Only the board of
assessmont review itsetf can designate its chairperson.
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teel wlth tho Assoscor
The board should anange an informational meeting with the
assessor, so lhe board can be generally acquainted with the
tentative ass€ssmant roll, and the assessor's methods and
techniques for valuing real property. Specific parcels should not
be discussed.

Gontact tha municipal atlomsy
The board should also confirm the availability of the town
attomey/corporation counsel should their presence be required
during the hearings.

Prior to Grievance Day the assessor's ofiice will be a busy
place. The assessor is responsible for:
. Completing and puuishing the tentative assessment rcll
r Publishing public notice of grievance day locations and

times
. Providing gnevance forms to the public
r Receiving completed grievance forms aM relaying

those to lhe BAR on or befiore grievanc€ day

Once the tentative roll is published, the assessor's office will be
meeting with property owners to discuss their properties as well
as handing out pamphlels and forms for Grievance Day.
Completed grievance forms will be accepled at the assessor's
office prior to grievance day.

Grievance Day
Preparation by tha
Assessor

-
\oo
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The BAR sho:ld also be aware of a situation which might occur
where the number of grievances may be ovenrvhelming, for
example during a community wile reassessment. For this
situation an individual may be appcinted to a hearing panel.
The appointee is provided a one-year appointment lhat also
includes a training obligation.
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Unit 5
Holding Grievance Hearings

Seclion 525 of the RPTL outlines powers given to the
board of assessment review for the hearing and
determinations of complaints. You should understand
the
requirements and processes of holding Grievance Day
Hearings.

Unit Overview This unit will provide you with the fundamentals and
basic knowledge about administering oaths, hearing
testimony, taking/accepting proofs, taking minutes, fi ling
disclosures, and voting rights of the board.

Your basic objective in conducting grievance day
hearings is to seek out all the facts relevant to the
complaint so that you will be able to render a fair
decision. This may involve questioning the complainant
or their witnesses, and/or questioning the assessor. In

any event, your role is to see that all facts are presented
fairly, and to conduct each hearing with this objective in
mind.
Thls unit will provide you \rv:th the fundamentals and
basic knowledge to conducting Grievance Day Hearings
in accordance with the Open Meetings Law.

Unit Objectives By the end of this lesson, you will be able to:

. Understand the powers and duties of BAR

. Administer oaths

. Take testimony

. Record minutes of proceedings

. File necessary disclosures

. Understand how to conduct Grievance
Day Hearings

. Know the Open Meetings Law as it
pertains to Grievance Day Hearings

r Learn the Assessor's role regarding duties
and attendance at Grievance Day hearings

New York State Department of Taxation and Finance
Office of Real Property Tax Servlces
February 2025
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Lesson 1

Powers and Dutaes ol Board of Assessment Review

Administer Oaths
and Alffrmallons

Pursuanl lo section 525 ot the Real Properly Tax Law , the
board of assessment review has the express power to:

Admrnister oaths and affi!'mations.
Take testimony.
Hear proofs.

Require personal app€anrnces of the complainant,
their agent or any other person.
Require complainant, their agent or other person to
produce papers relating to the tentativB assessment.
Determine the final assessment of the real property of
each complaint.

ln most cases. the evidence that the complainanl is
aggrieved by the tentalive assessment of their property
should accompany the complaint filed with the assessor or
the board. At the hearing, the complainant may provide
supplemental information (additimal documentation), oral
lostimony, or both.

ln all cases information with respect to conkoverled factual
matters, including supplemenl factual statements made in the
complaint, should be supplied by th6 complainanl or their
witnesses. The complainant may use opinions of experls to
support their claim.

When a complainanl or witness gives oral or written
testimony to supporl the complaint, the board may take such
testimony undsr oath or by affirmation. This is requrred
because it gives some assurance of truthfulness and
corectness and adds to the formality and decorum of the
hearing.

a
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The iollowing form of oath or affirmatlon may be used as a
model:

"Do you solemnly swear {or affirm) that the information
you ar€ about to give will be given accurately and truthfully
to the best of your ability to do so?'

Each person testifying is swom in indivldually prior to making their
stiatements. Once swom in at a hearing, it is not necessary to
swear a porson in again at any subsequent adjourned hearing.
However, a reminder to the person that they are staal under oalh
would be appropriate.

The assessor, of @urse, may supply information in the forn of
written data or oml stratements to support their determination as to
the valuation or taxability of the property.

5
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The board of assessmenl review musl permil the following
persons to testify if they so request. However, i, circumslan@s
warrant, the board may require a personal appeamnce, testimony
and additional proof from:

1. Ths complainant, th6ir agsnt or reprBs€ntative, or other
persons.

2. The assessor
3. Witnesses for the complainanl or the assessor

Letters reguesling additional documentation should mako clear
that the taxpayer is not expected to produce documents which
are not readily available, or which are nol relevant to determining
the value of the property in question. The complarnant shouh be
given a reasonable deadline for submitting additional proof which
may be after Grievance Day. (10 Op Counsel No.8O)

lf, after the board so requests, the complainant, their agent or
16presentative willfully negleds or refuses to appear personally
bofore the board, or answer material questions, the complainant
will not be enlitled to any reduction of their assessment (RPTL. 6
525 (2)).

Minutes of lhe proceedings at a hearing must be taken, and
must be filed with the city, town or village clerk. The remarks of
the assessor on any mmplaint must be recorded ,n the minutes
if the assessor so requests. (Real Prooertv Tax Law, section
525. subdivision 2).

The members of the board of assessment review are legally
obligated to maintain records of their public meetings (Public
Officers Law (POL) section 87(3[a), 6Op. Counsel SBEA 125)
The minutes must includ€ the examination of every person
examined upon the hearing of any mmplaint. a record or
summary of all motions, proposals, resolutions and any other
matter formally voted

5
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It is not necessary thal a complainant or their agenl or
representralive make a personal appearance to give the board ol
assessmenl review jurisdiction t consider a complaint.
Docum€nts and olher written mat€rial may be submitted by the
complainanl or the assessor. or witnesses called on behalf of
either.
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Disclosure of
lnterest
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upon and the vote thereon and, if requested by the
assessor, any remarks made by the assessor with respect
to the complaints filed.

The board, if it deems it necessary or helpful, may make
stenographic or tape-recorded records. Where a large
volume of testimony is involved, it is recommended that a
written transcript be kept of the proceedings. lf audio
recordings are made, a log should also be maintained so
as to facilitate locating discussions or particular parcels on
the recording.

Board of assessment review members must file a disclosure
form prescribed by the State Board of Real Property Services
(RP-523-DCL) with respect to any property for which a
complaint is filed in which the board member has a direct or
indirect interest. They must file the form with the chief executive
officer of the municipality on or before the date the board of
assessment review submits its verified lisl of changes to the
assessor. lf the member intentionally fails to disclose a financial
interest, they will be subject to a civil fine for each omission.

A board member is deemed to have a financial interest in
property for which a complaint has been filed if the member,
their spouse, or any of their minor children:

(1 ) is the owner of the property;

(2) is an officer, director, partner or employee of an
entity which is an owner or lessee of the property;

(3) is an officer, director, partner, or associate of a
law firm or real estate firm which has a financial
interest with the owner or lessee of the property;
or

(4) legally or beneficially owns or controls stock of a
corporation which is an owner or lessee of such
property, provided, however, that stock
ownership does not constitute an interest where
the stock is listed on a major stock exchange or
is sold on the over-the- counter market and the
value thereof is less than $10,000.

E
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The Attomey General has expressed an opinion that, as a
member of the board ol assessnent review who fil€s a
complaint, you are obligated lo recus€ yoursolf from
participating in board proceedings on that complaint. This
recusal obligation is in addition to the requirement that the
board member disclose lh€ir inlerest on form RP62$DCL.

The Attomey General opinion also notes *tat a municipality
may enac{ a local law to explicity requlre necusal. The opinion
does not address whether recusal is required where it is the
board member's spouse or minor child who has tre interest in
the proporty, hrt prudence would indicate that roatsal is

appropriato here as well.

5
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Conducting an
Open Mo6ting
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ln that New York State requires grievance day heanngs be held in
compliance with the Open Me€tings Law (Public Officers Law,
Art. 7), their hcation and physical acc6ssibility whrch is bam€r
free is important.

The degree of formality of hearings will vary, depending on the
respective boards and the localit es they serve. But, in any event,
the board of assessment review should choose a place for
hearings that meets the following minimum requirements.

Separate fom general office facilities of the
municipallty, preferably in a public hearing room:

Free from intemrption or conduc't of other
business while hearings are in progress:

Equipped with essentials such as desks or tables
and chairs for the board, the assessor and the
complainants; and

Large Bnough to accommodate a number of
people, since hearinos are ooen to the oublic.

Be sure to contact local officials well in advance of the dale of
publication of notice of completion of the tentativo roll, in ordsr lo
explore what facilities will be available and reserye appropriate
space.

ln conducting hearings, you may find, for the convenience of
complainants, it is necossary to arrang€ for adjourned hearing
dates. Be sure facilities will be available if adjoumed dates do
become necessary.

Afier the hearings are finished, the bosrd of assessment revrew
must m€st to make its final deterninalions. A place for this
meeting of the board should also be ananged.

1

3

4
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Seating
Arrangements
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The area selected must be fully accessible to the public, and
large enough to accommodate the board, the assessor and a
number of interested taxpayers. Of primary consideration is how
the board aranges their own seating.

The space dedicated for board of assessment review
proceedings should be utilized solely for that purpose. lt is
distracting if other business or services are being mnducted
simultaneously within sight or hearing distance of the hearing.

While there are many variations, the prefened seating plan
suggests the chairperson at one end of the table and the property
owner at the other end, with board members at either side of the
table. The assessor should be seated at a separate table
adjacent to the board table, which affords the assessor the
opportunity for being heard by all parties.

Property owners not being heard may await their tum and listen
to the proceedings while being seated away from the board and
assessor lables.

5
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Lesson 3
Hearings

Xeeping an Open
I'llnd

Complalnt
Requirements

fhe board, acling as a quasi-judbial body, should conduct lhe
hearings in such a manner that all persons involvod in the
complaint have a full opportunity to make statements, present
t€stimony and produce evidence. BAR meetings are not
adversanal proceedings where formal rules of evidence apply.

Control of the hearing, questioning of the complainanl, their
witnesses and the assessors, and lhe order of proof taken,
rests within the discretion of the ooard, and is largely a matter
of exercising common sense in each sifuation.

Your basic objective in a hearing is to seok out all lhe facts
relevant to the complaint so that you will be able to render a fair
decision. This may involve quesiioning the complainant or their
witnesses, or qu€Btioning the assessor. ln any event, your role
is to see that all facts are presented faidy, and to conduct 6ach
hearing with this objective in mind.

The board of assessment review has jurisdiction to consider
mmplaints in relation to assessments only in those cases
where the complainant has filed a proper complaint on or
before grievance day.

The law requires complainants to file a written statement.
specifying the respect in which the assessrnent complained of
is excessive, unequal or unlawfui or that the property is
misclassifiad (Real Property Tax Law. section 524. subdivision
Q. The complaint must also specify the value of the prcperty
and the amount of reduction, or change in class designation
sought and contain an estimate of the 'value" of the real
property for which the complaint is made, regardless of the
grounds on which the complaint s made.

ORPTS has prepared complaint forms and instructions which it
supplies to localities for use by the taxpayer. The form,
"Complaint on Real Property Assessment" (RP-524, and RP-
524-SAU for Nassau County), is required by

,

N.w York Stet O€perlment ol T.rstlon lnd Flnence
Offlce of Real Property Tar Services
February 2025
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AdJourned
Hearing Dates
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statule to bs used. The form is acc€ptabl€ if it specifies
the value of the property, the grcunds for complaint, the
relief sought and the certification stalement is signed by
the owner or the owner's representative.

The complaint may be filed with the assessor prior to
grievance day. or with the boaro of assessment review on
or belore grievance day. lt is too late to file a complainl
anor ths board concludes its hearings. Grievances may
not be filed on adjourned hearing dates.

The complaint may be made by the aggrieved person, or
by their attorney or representative. However, if a
complaint is made by a representalive of the complainant,
a written authorization to allow he representative to
appear on behalf of the complainant must be completed on
the complaint form or filed there with and bear a date
within the same calerdar year during which the complaint
is filed.

Board members should rem€mber thal many taxpayers
are not experienced in real property assessrnenl
administration, and when necessary, you should answer
queslions thal will assist them in filing proper! executed
complaints that contain all of the nec€ssary information to
make a proper claim with respecl to their grievance.
However, it is not the .iob of the board or the assessor to fill
oul gnevance forms for the taxpayer.

The assessor may request an adjoumed hearing if the
complaint is received three or fener business days before the
scheduled grievance day hearing.

lf all complainants cannot be heard on the scheduled gnevance
dale, an adjoumed hearing date or dat6s must ba scheduled.
Remember that new complainls cannot be accepted on an
adirumed hearing day.

Unat !
Grievance Day Preparatlo.
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lf either the complainanl or the assessor is not prepared to
supply information, supporting evidence or proofs the board
should set an adlourned hearing date to pmvide the
complainant or the assessor the opportunity to present all facis
concerning the assessment under consideration.
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Open Meatings
Law

ln bri€f, the law gives th8 public tho right to attand
meetings of public bodies, listen to the debates and watch
the decision+naking process in action.

What is a noeting?
Meeting is defined to mean "the official convening of a
public body for the purpose of conducting public business."
As such, any tima a quorum of a public body gathers for
the purpose of discussing public business, the meeting
must be open to the public, whether or not there is an
intent to take action, and regardless of the manner in
which the gathering may be characterized. BAR hearings
are open me€tings.

Notice of ht|c,etings
The law requires thal notice of the time and place of all
moetings be given prior lo every me€ting. Municipalities
that have public websites must oost notice of public
meetirgs on the public website in addition to the traditional
manner of posting and publicizing m€stings (POL S 104(5),
L.2009, ch.26).

When can a meetng be closad?
BAR meetings are subject to the Open Meetings Law. An
analysis of the requirements of the Open Meetings Law
and how it applies to BAR meetings can be found in a
published opinion letter by the Executive Director of the
Committee on Open Govemment (OML-AO4043). The
BAR meeting must be open to the public, minutes kept and
lhe presentation of lhe complainant and the comments of
the assessor must be made at the open portion of the
meeting.

The BAR, if it wishes, may hold a closed executive session
to consider the complaints and supporting documentation
and lo deliberate. Ths general public and lhe complainant
are excluded from this executive session, as well as the
assessor.

The assessor may not make additional comments to the
BAR in the closed session of the BAR. When the BAR has
concluded its deliberalions, whether in executive session
or in the open session, lhe actual voting must be done in
an open meeling and minutes taken.

it
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Unit 6
Grounds for Complaints on Assessments

You will need to understand the concepts, principles,
tasks, techniques and processes of determining the
grounds for filing complaints with the board of
assessment review so that proper determinations can
be rendered

Unit Overview This lesson provides definitions; fundamentals and basic
knowledge about the complaint form, mnducting
hearings, the four legal grounds for an assessment
complaint, complaint filing procedures, and burden of
proof.

Unit Objectives By the end of this lesson, you will be able to:

New York State Department of Taxation and Finance
Office of Real Property Tax Services
February 2025
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r Know the complaint form format
o Leam complaint filing procedures
. Understand the (4) legal grounds for complaint
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Lesson 1

RP-524 Gomplaint 03 Real Property Assessment

Complaint Form The law requires complainants to file a written statement,
specifying how the assassment complalned of is excessive,
unequal or unlawful or that the property is misclassified (RPTL I
524 {3). The complaint musl also specify the value of the
property and the amount of reduction or change in class
designation sought and contain an estimate of the "value" of the
real property for which the complaint is made, regardless of the
grounds on which the complaint is made.

ORPTS has prepared complaint forms which it supplies to
localities for use by the taxpayer. The form, 'Complaint on Real
Property Assessment' (RP-524, NYC and Nassau County
prescribe their own complaint forms), is required by statute to be
used. The form is acceptable if it specifies the value of the
property, the grounds for complaint, the relief sought and the
certification statement is signed by the owner or representative.
The statement reads as follows:

The complaint may be filed with the assessor prior to Grievance
Day or with the board of assessment review on Grievance Day.
After the board concludes its hearings, it is too late to lile a
complaint. Grievances may no longer be filed on adjoumed
hearing dates.

The complairt may be made by the aggrieved person, or by their
attorney o. represe ntative. However, if a complaint is made by a
representative of the complainant, a wftten authorization to allow
the representative to appear on bebalf of the complainant must be
filled in on or with the complaint form and bear a date within the
same calendar year during which the complaint is filed.

New York State Department of Taxation and Finance
Office of Real Prop€r:y Tax Sorvices
February 2025

D

'l certifo that aa, statements made on this application
are true and conect to the best of my knowledge and
belief, and I understand that the making of any wiltful
false statement of material fact herein will subject me
to the provisions of the Penal Law relevant to the
making and filing of false instruments.'



Unit (

Grounds for Complaints on Assessment:Bar Manual

New York Stato Dapartment of Taxaton and Flnance
Offlce of Reel Proparty Tax Sorvlces
February 2025

Board members should remember that many taxpayers
ar€ nol experienced in real property assessment
administration, and when necessary, yau should answer
questions that will assist them in filing poperty executed
complaints hat contain all of the nscessary information to
make a proper claim with resped to their grievance.
However, it is not the job of the board or the assessor to fill
out grievance forms for the taxpayer.

6
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Lesson 2
Grounds for Complaint

Grounds for
Complaint

Unequal
Assessment

New York St8b Doplrtmant of Taxation and Flnance
Olflce of Real Property Tax Scrviccr
February 2025

The law requires complainants to file a written statemenl,
specirying the respect in which the assessm€nt
complained of is:

. Unequal

. Excessive

. Unlawful

. Micclacsified

When an unequal assessmenl or inequality is claimed,
there are two issues tor the conplainant to prove and for
th6 board of assessment review to resolve:

The value of lhe complainant's prop€rty.
The armrage ratio of assessed value to market
value for the assessing unit (that is, the percentage
of value at which all property on the average is
assessed, or in a special assessing unit. the
percentage of value at rvhich all property i!..1!&
same class on the average is assessed).

Except in special assessing units, if the property of a
taxpayer is assessed at a higher percentage of value than
lhe average of all other properties on the same
assessment roll, the taxpayer should file a complaint on
grounds of an unequal assessmenl. ln a special
assessing unit, a taxpayer may lile a complaint on the
grounds of an unequal assessment only if the property is

assessed al a higher percentage of value than the averirge
of all other properties in the same class on the sam€
assessment roll.

When the complainant specifies that the assessment is
unequal and the property assessed is improved by a one-,
tvrlo- or three-family resldence (other than a condorninium),
regardless of where the propery is located, an umqual
assessment means either: (a) that the property is
assessed al a higher proportion of value than other
reskjential orooertv on the same roll; or (b) that the
property is assessed at a higher proporlion of value than
all real property on the same roll.

1
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Excessive
Assessment
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lf lhe assessed valuation is greater than the full (markel)
value of the parcel of property, the taxpayer should complain
on the ground that the assessment is excessive.

1. Overvaluation
By constitutional mandate, assessments shall not, in
any case, exceed full value (New York State
Consttution, A(icle XVl i.

@! The complainant must establish the full (market)
value of the parcel.

2. lnconect Partial Exempton
lf a taxpayer has been denied all or a portion of a
partial exemplion to which their property is entitled,
the taxpayer should complain on the grounds that the
taxable assessment is excessiv€.

!g!. The complainant must establish that all statutory
eligibility requirements are satisfied or that the assesso/s
computation of th6 oxempt amount is inconect. lfthe
taxpayer did not 1ile, the appropriate form by the appropriate
date then their complaint should be dismissed. Failure to
complet€ the application form on time do€s meet the statutory
eligibility requirements.

3. ExcessiveTransitionAsseEgmcn!
(Appllcable only in Approved Assessing Units that
have adopted transition assessments). Approved
assessing units may adopt a system of transition
assessments to phase in over live years all increases
and dBcreases in assessed value resulting from a
revaluation (RPTL q 1904). lf an approved assessing
unit has adopted transition assessments and a
taxpayer believes that the transition assessment for
th6ir prop€rty has been mproperly calculated, the
taxpayer should compla n that the assessmenl is
excessive.

Proof: The complainant must 6stablish that the hansition
assessment was inconectly co.nputed.

6
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4. lnconect ment Limitation
(Applicable only in Special Assessing Units)

Special assessing units are required to
observe limitations on permissible increases
in assessed value. These limitations do not
apply to changes in assessed value
atbibutable to: (a) new property; (b)
additions to or improvements in existing
property;
(c) fire; (d) demolition or destruction;
and (e) changes in taxable status.

The limitations for class one differs
from those governing classes two,
three and four.

The cunent assessment may not exceed
last yea/s assessment by more than 6%
and cannot be increased in any five-year
pedod by more than 20%, wilh the ftrst five-
year period measured from the 1980
assessment roll. lf the 1 981 assessment
exceeded the 1980 assessment by more
lhan 2Oo/", the assessment must be
computed in accordance with a statutory
formula that will usually result in an actual
assessment lower than the 1981
assessment.

Transition assessments must be
established to phase in increases in

assessed value over five years.

Proof: The complainant must establish that the applicable
assessment limitation was incorrectly applied.

Class one:

Class two. three and four:

lf a taxpayer in a special assessing unit
believes that the assessment limitations
have been inmnectly applied to their
property, the taxpayer should complain on
the ground that the assessment is
excessive.

6
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Generally, an unlawful assessment is one wher6 th6
assessor has no authority or jurisdiction to make the
assessment.

The following summarizes the vanous situations in which
the claim of unlawful assessmeni may be raised:

1. The property is outside the assessinq unit, or outsid€
the school district or soecial district in which the raal
propertv is desionated as beino located.

The jurisdiction of an gssessor is confined to the
physical boundaries of the assessing unil. lf a parcel
of property is totally outside the boundaries of the
assessing unit, the assossor has no authority to
assess it. lf part of the parcel is located inside the
boundaries of the assessing unit, the assessmenl
would not be unlawful (the question becomes one of
the values of the portion of the property located
within the assessing unit).

Proof: The complainant must prov€ that the property in
question is not located within the boundaries of the
assessing unit, or within the school district or special
districl designated on the assessment roll. (Also,
conectable error RPTL S 550(7Xb))

The orooertv cannot be idertified from lhe descrlption
on the assessment roll.

Description may be by name of abutting property
own6rs, or by recorded tax map designation.

Proof: The complainant must prove that thB property
description on the assessment roll does not pormit
identification of the assessed prcperty.

3. The property is whollv exempt.

2
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Certain real property of notjor-profit organizations,
cerlain agencies and other classes of property may
be wholly exempt by statute from the real property
tax.
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Misclassification

This is not the prop€r ground for complaint where the
complainant is seeking review of a partial exemption
such as a veteran's or senior citizen exemption.
Those complainls are excessive.

E@f The complainant must prove the property satisfies
all statutory requirements to be wholly exempt.

Proof: For example, the complainant must prove that the
assessment was entered on the assessment roll by one
member of the board of assessors without the approval of
a majorily of lhe board.

5. The orooertv is a soecia I franchise oroDerty. and
the assessment exceeds the final assessmelt
established bv the State Board.

Proof: The complainant must submit a copy of the
certiftcation of linal assessment issued by the State Board.

(Relevant only in Approved Assessing Units which
establish homestead and non-homestead tax rates and in
Special Assessing Units)

Aooroved Assessino Units

Cities, towns and villages certified by the State Board as
approved assessing units may elect to estrablish separate
tax rales for homestead and non*romestead real properly.

The homestead class includes:

! one-, two-, or three-family residential parcels
r residentialcondominiums
. mixed use parcels (i.e.. used in part for

residential purposes and in part ficr
nonresidential purposes), if the primary use is
resrdential

o mobile homes and trailers, only if they are
owner-occupied and separately assessed

. all vacant land parcels, not exceeding ten acIes,

A

ffi

4. The oropertv was assessed bv a oerson or bodv
without the authoritv to make the assessment.

New York Stale tlepartment of Taration and Floance
Offica of Resl Property Tar Servicas
February 2025
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which are located in an assessing unit that has a
zoning law or ordinance in effect, provided that
such parcels are located in a zone that does not
allow a residential use other than for one-, two-
or three-family dwelling residential real property

. farm dwellings

. all land used in agricultural production that is
eligible for an agricultural assessment pursuant
to section 305 or 306 of the Agriculture and
Markets Law if the owner has filed an annual
application for an agricultural assessment

. all farm buildings and structures as defined in
RPTL, S 483(3), located on such land used in
agricultural production.

The non-homestead class includes all other real property
(e.9., commercial, indushial, special franchise and utility
property, and some vacant land).

Special Assessinq Units

Special assessing urits, namely New York City and
Nassau County, must classify all real property into four
classes and establish a tax rate for each class. The
classes are defined as follows:

Class ONE: This class includes all one-, two- or three-
family residential parcels and some condominiums.
Mixed-use parcels (i€- used in part for residential
purposes and in part for non-residential purposes) qualify if
the primary use is residential. Mobile homes and trailers
qualify only if they are owner-occupied and separately
assessed. Most condominiums and all co-operatives are
specifically excluded from class one.

Class TWO: This is defined as ail other residential real
property which is not in class one, exceot hotels, motels
and similar commercial property.

Most condominiums and all co-operatives are included in

class two.

Class THREE: Utility real property. "Utility real property"
means the real property, including special franchises, of

6
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persons and mrporalions subjecl to the supervision of the
Public Service Commission, the State Commission on
Cable Televislon, the Stat€ Depa(ment of Transportation,
or any other Federal or State regulatory agency, used in
the generation, storage, transmission, disbibution or sale
of gas, electricity, sleam, water, refngeration, cable
television, telephone or telegraph service, delivered
through mains, pipes, cables, lines or wirBs.

Class FOUR: All other real property not in class one, class
two, or class lhrce (e.o.. commercial and industrial
property, vacant land).

Claims of Misclassification
ln either appmved assessing units or special assesing
unlts, thare are two possible claims of misclassilicalion.

1. A parcel has been desh nated in the wronq class on
the assessment roll.

Proof: The complainant must prove that the property is
used primarily for residential purposes.

2. The allocation of a parcels total assesselllalue
between classes is inmnect.

For example, assume that a 1O0-acre parcel is
located in an approved assessing unit and is
assessed for $50.(X)0. The Assessor allocated
$20,000 of that amount to the residence and
sunounding 10 acres (homestead), the o$rer
$30,000 allocated to lhe remaining 90 acres (non-
homestead). The complahant balieves thal the
$50,000 total assessment is conect but contends
that the residence and 10 acres are worth oneJralf
of that total, or $25,000. flhe question of allocalion
will be significant because of the difrerent tax rale
for the homestead and non{omeslead classes.)

ln this case, the taxpayer may claim that lhe
prop€rty is misclassified and request that the

o-

For example, in an approved assessing unit, a
single-family house on a ..e actre lot is designated
as non-homestead property.
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assessed value be allocated equally between the
residence and sunounding '10 acres, and the
remaining 90 acres.

lf the complainant is contesting only the allocation
without seeking review of the total assessed value,
only the 'Misclassiflcation" claim need be raised.
However, if the taxpayer believes that the
assessment is unequal or excessive and the
allocation between the homestead and non-
homestead parts is inconect then they should
complain on the grounds that the property is
misclassified, and that the assessment is unequal
or excessive. Using the same example as above, if
the taxpayer claims that the total assessed value
should be reduced from $50,000 to $35,000, they
must show an allocation of the $35,000 between
the homestead and non-homestead shares.

@[, The complainant must show the proper allocation
of assessed value.

After the board of assessmenl review has heard all
statements and testimony, and recelved whatever
proof has been submitted, it must declde whether the
assessment complained of is excessive, unequal or
unlawful or whether the property ls misclassified.

Unit (

Grounds for Complaints on Assessmentr

6-
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Unit lmportance

Unit 7
Determinations of Board of Assessment Revaew

Unit l
Determinations of Board of Assessment Revieu

Understanding the concepts, principles, tasks,
techniques and processes of how determinations are
made, evidence weighed, and decisions rendered by the
board of assessment review.

Unit Overview This lesson provides definitions, fundamentals and basic
knowledge about the procedures to be followed when
making a final determination on a complaint.

Unit Objectives By the end of this lesson, you will be able to

. Understand the decision-making process
r Follow sequential steps ofthe process
. Make logical and legal determinations
. Prepare required nolification forms
. Act as a body, bring closure to each case

New York State Department of Taxation and Finance
Office of Real Property Tax Services
February 2025
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Lesson'l
Determinations of Board of Assessment Reyiew

Open Meetings
Law

tt

I

Naw Yort Stat! Depaftment of Taxatlon and Finance
Oftice of Real Property fax Services
February 2025

Afler the board of assessment review has heard all statements
and testimony, and received whatever proof has been submitted,
it musl deciJe wh€ther the assessmant complarned of is
excessive, unequal or unlawftrl or whether the property is
misclassified.

The board of assessrnenl review is required to act as a body. The
board, ora majority of the board, must make a final decision on
each complaint prop€rly and rimely filed. As the facts wanant. the
board may lower the assessment or leave the assessment
unchanged (RPTL I 525(3)).

lf the board of assessment review decides that the assessmenl
is unlawful, it must order the assessmenl removed from the roll
or, where appropriate, entered on the exempt portion of the roll.

lf the board decides that property is misclassified, it must order
that the property class designation or allocation of assessed value
ba entered on the assessment roll.

The board should not make an immediate'on the spot'decision
on the comolaint under consideration. The chairman should
advise the complainanl that the board will consider the matter and
advise them of their final decision.

BAR meetings are subject to lhe Open Meetings Law. An
analysis of the requiremonts of ths Open Meelrngs Law and how
il applies to BAR meetings can be found in a published opinion
letter by the Eyscutive Director of the Commiftee on Open
Government (OML-AO4043).

The BAR meeting musl be open to lhe public, minules kept and
the presentation of the comphinant and lhe comments of the
assessor must be made at the open portion of he meeting.

I f|
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Ratifying
Stipulations

New York State Department of Taxation and Finance
Offlce of Real Property Tax Services
February 2025

The BAR, if it wishes, may hold a closed executive session to
consider the complaints and supporting documentation and 1o

deliberate. The general public and the complainant are excluded
from this executive session, as well as the assessor.

The assessor may not make additional mmments to the BAR in
the closed session of the BAR. When the BAR has concluded its
deliberations, whether in executive session or in the open
session, the actual voting must be done in an open meeting and
minutes taken. The vote on each complaint must be recorded
(See RP-524, RP-525).

A majority of the board of assessment review must make the final
decisions on the mmplaints. lf for some reason a member of the
board was not present at the hearings, they may still vote,
provided they review the minutes, testimony and proofs taken so
that they are familiar with each complainl being considered.

Prior to Grievance Day taxpayers may meet with the assessor to
discuss their assessment. lf the assessor agrees with taxpayer
and believes that the assessment should be changed then both
the assessor, and the taxpayer stipulate to that agreement.

The law requires that the assessment grievance form (i.e., RP-
524) include a sect'on whereby an assessor and taxpayel (or lheir
representative) may stipulate in writing to an agreed upon
assessment ofthe taxpayer's parcel. The board of assessment
review is expecled to ratify any such stipulations. The BAR need
not mail a notice of its determination to a traxpayer who has
stipulaled to their assessment.

As long as the BAR ratifies the stipulation, and the agreed upon
value appears on the final assessment roll, no judicial review of
the parcel's assessment would be permitted. However, if the BAR
refuses to ratify a properly executed stipulation, a mandamus
proceeding could be brought against the BAR. A court would
then decide whether the BAR's refusal to ratity was justified (10
Op.
Counsel SBRPS No. 89).

7
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The presumplion under the law is lhal lhe assessor has propedy
done their job, and that the assessment is corect.

The burden of proof is ah,vays on the complainant to overcome
this presumpton that the assessmenl is conect, and the
complainant must pres€nt conv,ncing evidenc€ that the
assesso/s judgment was inconecl. The submission of a
grievance complaint form alone does not necessarily prove that
an assessment is incorrect. The complaint form represents that
the complainant believes the assessment is in enor. lf no proof
or evidence is submitted to support this belief, the legal
presumptlon lhat the assessment is correct and acqJrate must be
upheld.

Appraisals', comparaHe sales fistings, purchase price or burlding
@sts, etc.. can all be presented as proof that the assessmenl is
incorrect. lf the complainant does provide convincing evidence
that supports lhe assessment being incorrect then the BAR
should direct tre assessor to change the tentative assessment to
reflect the more correct and acqlrale value.

,{ola: Appraisals presented to tho BAR by property owners may be based
on inventory collection standards (for exEmple, ANSI slandards) that differ
from the inventory colleclion standards used by assessors. ln addition.
you may b€ presentod with appraisals thal were prepared using non-
traditional methods, such as arlifrcaal intelligence. Regardless. your role rs

to determine whelher there is suffcie,lt evidence to determine that the
assessmenl is rnconecl.

7
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Assessor's Role

When a complainant presents testimony and proof to support
a complarnt, the assessor should be called upon to present
their side and have the opportunity to explain the assossment
of the propeo in question or re@mmend a change in the
assessment if they feel there was an error in the assessment.

Taxpayers and assassors may stipulate to an assessed value,
obviating the need for administrative or judicial review of such
value (amended RPTL, SS524(3), 525. 527\.

The law requires that the assessment
grievance form (i.e., RP-524) include a seclion
whereby an assessor and taxpayer (or their
r€presentatlve) may stipulate in writing to an
agreed upon assessment of the taxpaye/s
parcel. The board of assessment review is

expected to ratify any such stipulations.

1

t

New York State Department ot Taxatlon and Flnance
Oftice o, Rral Proparty Tax Services
February 2025

The assessor, or the assessor's designee in the case of an
assessor employed by multiple assessing units, is required to
attend all heanngs of he board cl assessment review and has
the right to be heard on any complaint and to have their
remarks recorded in the minutes of the hearing (RPTL. I 525
(2). 526 (4)). When a complaint is filed within three business
days precedirp the BAR hearing, the Board must grant an
assessor's requ€st for an adjoumment to permit the assessor
adequate time to respond to a complaint (RPTL S 524).
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Weighing the
Evidence
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The primary duty of the board ol assessment review is to
decide whether lhe assessment o, the prop€rty in question
is proper and equitabh.

This does not mean that the board should reappraise the
property. There should not be any reason, except in the
most unusual cases, fur the bond to physically inspect or
view the property.

It does mean that the board must decide (a) whe$er the
complainant has supported his complaint with evidence to
indicate the assessor made a mislake in the assessment.
or (b) whether the assessor's determination of the
assessment was corect.

Ttle board of assessment review should consid€r at l€ast
the f,ollowing:

'I . Has the complainant filed a timely and proper
complaint?

2. Has the complainant cleady stated the facts on
which the complaint is based?

3. Has the complainant presented sufficiently detailed
evidence to support their claim?

4. Has the assessor actually viewed the property in
question?

5. Has the assssor presenled any facts or evidence
to explain lhe assessment complained of?
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used as proof
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Unequal Assessment

lf the complalnant claims that lhe assessment is unequal.
they must show:

1. the value of the property; and

2. the applicable ratio:

(a) Generally. Except in a speoal assessing
unit, the mmplainanl musl show the avsrage
percentage of value at which all properties are
assessed. ln a special assessing unit, the
complainant must show the average pereentage of
value at which all orooerties in the same class are
assessed.

(b) One-, two- or three-family residential property.
The complainant must show gilhg! the average
percentage of value at which all prooerties are
assessed or the average percentage of value at
which res1g|edigl_pggp4les are assessed.

Where a complainant has established the market yalue of
the property (for example, the recent purchase price of the
property) and the applicable ratio, the presumption of tha
validity of the assessment is overcome.

The assessor must then justify the assessment placed on
th6 property. lf the assessor cannot rebut the
complainant's proof, the board of assessment reviaw
grants reliel to the complainant in the amount justified by
the complainant's proof.

7
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Excessive Assessment

Overvaluation. lf the complainant proved the
assessment is higher than the full (market) value of
the property, they are entitled to a reduction to the
full (market) value.

3. Excessive Transition Assessment (Approved
Assessing Units only). lf the complainant proved
that the transition assessment is excessive, they
are entitled to a reduction.

lnconect Assessment Limitation (Special Assessing Units
only). lf the complainant proved that the applicable
assessment limitation has been incorrectly applied, they
are entitled to a conection and any resulting reduction.

lf the complaint claims that the assessment is unlawful, the
complainant must clearly show one of the following:

The entire parcel of property is not located within
the boundaries of the assessing unit, or within the
boundaries of a school district or special district as
designated on the assessment roll.

The property cannot be identified from the
description on the assessment roll. The board
should request the assessor to obtain an adequate
description and to ask the appropriate county
legislative body to enter an adequate description
before the next assessment roll.

1

1

2

7

2. lnconect Partial Exemption. lf the complainant has
asked for a reduction in the assessment because a
partial exemption (e.9., veteran's, senior citizens)
was denied by the assessor, the board should
consult the exemption information in the booklet:
"Exemptions from the Real Property Tax." Any
legal questions should be refened to the town
attorney or corporation counsel.

Unlawful Assessments
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The property is wholly exempt from taxation. The
board should ask the town attomey or corporation
counsel for advice on this matter.

Th6 property was assessod by someone other
than the assossor or majority of the board of
assessors.

The property is special franchis€ property, and
the assessment exceeds the final asses$Tr6nt
establishod by ths State Bosrd.

Misclassiftcation (Appoved Assessing Units and Special
Assessing Units only)
lf the complainant claims that real property is misdassified, they
must dearly show one of the frollowing:

1 ) The use of the proparty is such that the class
designation appearing on the assessm€nt roll is
incorrect-

2) The total assessed value is improperly allocated
between classes.

J
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After the board of assessment revtew has made its
determination on each complarnt before it for review, it has
a statutory duty to notify the complainant of lhe board's
final determination of the mmplaint and the reasons for the
delermination (RPTL S 525 (a)). The Board's vote on the
complaint shorrld be indicated as well on FORM RP-525.

This notice is to be sent on or before the date the board
dslivors to the assessor the verified slatement of changes,
if any, to be made to the tentative assessment roll as
determined by the board. The rptice must contain the
following slatement:

"lf you are dlssatisfied with the determlnation of the Board
of Assessmenl Review, you may scek judicial revtew of
your ass€ss,ne nt pursuanl to afilr,le saven ol the Raal
PmpetA Tax Law. lf you ate the owner of a one-,two- or
three-famity residential strudure aN reside at such
residence, or if you are the owner of unimproved propedy
which is not ol suflicient size as &teminad by your
assessing uni lo contain a one-, two-, ot three-family
residential structure, Wu may seek small claims
assessrrrcnl revr'ew pursuant to title one-A of arlicle seven
of the Real Propedy Tax Law."

lnstructions ,or completing the RP-525 can be found in the
appendix of this manual or on the ORPTS website at:
wvYw.lax. nv.oov I odt I cun e form s/ ro525ins.odforols/

Affer the board of assessment review has made its final
determinations and mailed notice of its determination to
oach complainant, a majority of its members rnust prepare
and verify a statement shoring the assessment changes.
Th€ changes to be made to the tentative assossm€nt roll
must be listod and verified by the board or a maiority of the
board. Verification means to declare under oath or upon
penalty of pequry that lhe statements made are true. The
verificalion should be located at the end of the document

Unit i
Oetarminations of Board ol Assossm€nt Revbr.

Final
Dsterminalion

Notify the
Complainant

I

7-
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Note: When filling out the RP-525 Notice of Determination,
it is important to complele the form in its entirety. The
mmplainant would like to know why lheir prop€rty was not
reduced as requested. A complete and accurate RP-525
form will help to alleviate many of these questions.
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listing the assessment changes.

This verified statement must be notarized and delivered to
the assessor on or before the date required by law for
completion of the flnal assessment roll, or such other date
specified by applicable law (RPTL S 525(4)).

ln most towns, the last date for the filing of the final
assessment roll is July 1 (8EI!-S_51O. The last date for
the filing of the final assessment roll may vary in towns in
the counties of Monroe and Westchester, and town
attorneys should be consulted. ln cities and villages, the
dates may vary, and corporation counsel should be
consulted. ln Nassau and Tompkins counties, the county
attomey should be consulted.

Petitions for judicial review must be filed within 30 days
after the final completion and filing of the final assessment
roll containing the assessment. An assessment roll is not
considered finally completed until the last day set by law
for the filing of such final assessment roll or until notice of
such filing is published, whichever is later.

The notice must also state where the small claims
assessment review petitions may be obtained.

7-
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Unit 8
Second Meeting of the BAR and Subsequent Complaint Routes for

Taxpayers

Unit lmportance Understanding the concepts, principles, tasks,
techniques and processes of conducting a second
meeting of the board of assessment review in order to
address conections of errors, and to review small claims
and
certiorari proceedings.

Unit Overview This lesson provides definitions, fundamentals and basic
knowledge about when and why a "Second Meeting"
may be held, its importance and requirements. Also, to
better
understand subsequent complaint routes for aggrieved
taxpayers.

Unit Objectives By the end of this lesson, you will be able to:

Understand what a "Second Meeting' of the
BAR is for, and what it accomplishes
Understand the subsequent complaint routes,
such as small claims assessment review and
tax certiorari proceedings, and their
relationship to BAR requirements.

New York State Department of Taxation and Finance
Office of Real Property Tax Services
February 2025
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When is lhe
socond msoting?
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February 2025

Lesson 1

Second Meeting of Board of Asses$ment Review

The second meetlng of the BAR is convened for the
purpose of reviewing assessments made pursuanl to
conection of errors law (RPTL, S 553).

This is done in a form of petition submitted to the BAR by
the assessor or county director of real property services for
the purpose of coneciing any "derical enors", 'unlawful
entries". "errors in essential facl', or "omissions' appearing
on the final assessment roll (RPTL, S 550).

The second meeting is held approximately between July
15 and not less than 20 days prior to tax levy. Therefore, a
BAR may have several 'semnd" meetings for school,
town/county, and non-assessing unit village purpos€s
(RPTL, S ss3).

I

Why is the second
meeting held?
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Lesson 2
Subsequent Complalnt Routes for Taxpayers

Small Claims
Assessmont
Revlew

C€rtiorari
Proceedings

New Yorl Stalo Departmont of Taration and Flnance
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February 2025

lf dissatisfied with a BAR det€rmination, a taxpayer may
seek judicial review. The two judrcial remedies are called
"Small Claims Assessment Review" and 'Tax Certiorari".

Bolh must be filed for within 30 days after complet,on and
filing of the final assessment roll and the taxpayer must
have timely filed a grievance form RP-524 prior to
petitioning for either.

Which route the taxpayer chooses depends on the type of
property on which the complaint was fil€d.

Small Claims Assessmeat Review - Form RPTt 730.

2. The taxpayer must have timely filed a grievance
form RP-524 and followed due process

3. Th€ taxpayer must file petition withrn 30 days after
completion and filing of the assessment roll.

Tax Cerliora Proceedlnos:

1. For all orop€rty owners.

2. The taxpa)€r must have timely filed a grievance -
form RP-524 and followed due process.

3. The taxpayer must file petition within 30 days afler
completion and filing of the final assessment roll.

I

Routes of
Complalnt

1. For'1 , 2 ancl 3 family residence owners only.
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Appendi)

APPENDIX

Form- 524-l lnstructions

Form 525 - Notice of Determination

Form- 525-l lnstructions

Reference Listing:

Excerots from Ooini of Counsel lndex

Exemptions Handout

Contestino Your Assessment in New York State
Completinq qrievance Form RP$24

Form 523 - Notice of Disclosure of lnterest

Form 524 - Comolaint on Real Propertv Assessment



RP.523-Dcl (8/06)
NEWYORK STATE OEPARTMENT OF TAXATION & FINANCE

OFFICE OF REALPROPERTY TAX SERVICES

NOTICE OF OISCLOSURE OF INTEREST OF BOARD OF ASSESSi'ENT REVIEW METBER IN
PARCEL FOR WHICH ASSESSMENT COTIPLAINT HAS BEE},I FILEO

, a mernber of the Board of Assessment Review of the
name (print or qpe)

her€by disclose the following direct or
name ot assessing unn o.int or type)

indired interest in real poperty for which an assessm€nt complaint has been received by the Board

The parcel(s) in which I have a diract or indirect interesl and for which a mmplaint
has b6en recelved is (are) describeo on the assessment roll as follows:

The person having the interest in ths parcol is ! myself f my spouse
minor child.

Imy

3. The person having ths int€rest

is the owner of the parcel(s).
is an (officer/director/partner/employee) of an entity which is lhe

(owner/lessee) of the parcel(s).

] is an (officer/director/parlnerassociate) of a (law firm/real estate firm)
having a financial interest with the (owner/lessee) of the parcei(s)
legally or beneficially own(s) or control(s) stock of the corporate

(owner/lessee) of the parcel(s), which stock is listed on a majo. stock
exchange or sold on the over{rerounter market, and which stock has a
cunent value of at least $10,000.

Srgnature of Member of Board of Assessment Review Date iled

Sagnaturs of Chiet Erecutive Officer of Assessing Unit Dato lted

GENERAL INFORXIATIOil

,ursuanl to section 523(3) of tne Real Property Tax Law, a member of a board of
assessment raview must disclose direct or indirect interests in real property for which
assessrent complaints have been received by the board. This notice of disclosure of interest
must be filed by the board memb€r with the chief executive o'ficer of the assessing unit on or
before the date the board submits to lhe assessor(s) its verified list of changes to be made to
the tentative assessmenl roll. Knowingly and intentionally failing to disclosB such an int6r6st
can result in the imposition of a $1 ,000 fine for each omission.

Note: This lorm need only bo lllcd when thc board of asgeclmenl revbw member, member's
spouse, or membe/ s mlnor chlld has an lnterest ln proporty for whlch a complalnt has been filed, anr
the lnteregl is one ol thoae degcrlbed ln ltem 3 on the form.
Nrw Yorl Stsie Dopertmont ol Tax.tloB and Flnance
Ollice ol Real Property Tax Sorvicos
February 2025
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2

INSTRUCTIONS (numbers refer to question number)

ldentify the parcel for which a complainl had been received and in which you
have an interest by entering its description as it appears on the assessment
roll. Where the same interest is present with respect to several parcels, you
may combine them on the same form, attaching additional sheets if
necessary.

Check the applicable line indicating whether it is (a) you, (b) your spouse, or (c)
your minor child (i.e., one under '18 years of age) who has the interest in the
subject property.

Check the applicable line indicating the interest in the subject property. Where
necessary, further describe the interest by striking out inapplicable choices that
appear within parentheses. For example, if you are an officer of an entity which
owns a parcel for which a complaint has been filed, you would check line b and
strike out'director", partne/'and 'employee' within the first set of parentheses
and 'lessee' within the second set.

New York State Department of Taxation and Flnance
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l\\ I lll {'l l(l\\ l'(lta r ()\lrl.l.1l\(; l lll.: ( (l\l}l..rlvl I r(lR\l n}.SrIt

( ooFleirt [otm. (.'nlJrhrnh rr rsl$r.ril hr nr{\rrrr!'ol\ $n crt\. hlrr'n.n., I rllng!' Is\\\nl.nl rrllr mu{ hc m:l(Jr'.rn I trrm
RP.s:l lll ,('l.'\!nt p.rnr .rl li. r$nrflornt lirm mult h( ..'rnplrl(d. I lrluc lo rlo yr ttrui.l r(ruh rr Jrirnrs{t ol l}L'
-i,rnPlxrnl r!.1 pr((l .lc inh\4qu..nt trdl(rxl l\:\ r{r

a'rd (ra(. (;!t!frll hforttltliaro. l'rtcr thr rcrFtrr(.ll dcflrrlrrtrF nrlrrnrurl&'n. !n(fuiltn8 \rrur rstrmnrc.tt nl1rlf i nhki {}l
\('ur |rf.tft-'n\ s (ll \{lunitrrl Jrt...

Itrfl I rio. I tlur of proprrll. \',.u.rrs tcqurrsrl h' ruhDrt pr\rrl nl.tc\xr.r lti &t{rrum'ths r ltrc ot ro(r tril{_rtr \.rlut
r. husr-,J rrJrnr lh{ c.{r.lllrr'[ t \,lrJ. Fn pcn] (tn !.Nrhl( ir.lluii d.lc J:. ol thr {plr(lhlc \lluolir|r drl! ln fixrrl sllr(. ,rrl
l(r$ $!. lrrrhlc \lrtn\ Jnlc l\ \l!rq h I uri! \ aludl ror &la r\ thL Frc!{dr n8 ,! h I . hul f h.! I $ tth r our n!!.'\Lrr l.'t \ ottrlr(iEt
Ilrs arlroorlc k,a r.'F:u llnE \nludrr$ drtr ti,:tn tr\ahlr \t{tu. &rtr r! l1r t4.',rnr! thc JrB'sr.r :.ullifl!'nt trn!'1., rar t\'ir r:rL"
datr $'hth rr lr:*'d kr r rl!s m.^t nJr.dL (ltncrllll. "r':rluc" m,;uns nuAct r' luc. r.s. rc lrt(t rour prlrprTl! rrrtld sr'll ltrr

(,r lrofi na .n l\\r. ('l r,.:.(nl \Ol!\r,l (.lnrFrr{hl( !r1{r(.I!\.\
\\ hrn \r.rll Ffrtt^*fl\ r! a! n lypj uhtah tr .xrt tra.lu..ntl\ t\'{!ht nnrl s.{d. thu r.!kr(. {rl-lh{ tyartt?l\ nlltt h('f,rtrmrlr'J

rtrrn! r{ll!'r rcLhnrqr(r ll'rl.r txr{rnr rr tn{.!tt( frfodulrog tcg. r{nkrl Fropan] t. \olur ni!] bl crtrmrcrl 11 urng;l

unrqr(l\ ixllrrt('d k, lh( l|\. r!rri!.. .rl . rrht(h a.|lirri h< (,rn!rilil h, dlh{.r rri.r u rtfu{lr (.\prtJrlu(* .rl \uhrljrnlrrl {rnl\ r':
nrdnct ,. i lhL_ nU\ ttr. ,lrtrnu:trl l\ urtn! lhc r(r [1l.th(xl

l.r crrnhllrl rh' tBhi: ('t tout Jr gtrtl. tlrc lollo$tng rnlottnrttrr! nu\ tt u}lllrl
I lurthr:c ;rrrs rrl thc pftf!..tt. t! r.-(lrlt:
I I )ll.'rin8 pn(. rll lir|rr n.op(yrr. rl rcctnth .tl ltncr.l tor r,rlt.
r lrrul,:*t tnrl rrptrnr|il.t ol \.!ur F !'F.-rtt,:
-l ( (r.1 ol'(rrrl<ttull rrrn. tl rc{{rll\ h{thi
I R!'nlrl rfili|nnJltr{r. tt lrepd\ tr rcnlrd.
l. lnr[nx rnrj srF.n.r tnflttrnnlr{ln. ttpntl.r.'nt ri rdinrtrfr(tll or tndurltLrl. rn
- l\rr.h.r.r tr.k( (rl r(|fnJirrahl( fly\n\ rfL(nlll nrld

|rral fhrar. a;t.rrialr t(r ar.r||plrirt. l}crc r. .r fr\:r$nrFtr(rr :|lr&'r ths li$ lh..t lhs ,rr'\\rtl€rrl fi:.rJr hr ths .r!rr('\\!tt rr
r(rr(rl llc hllrdl'n (tl pa(i.r, rr l. tlh \ (ru. th( (omnlnrflrot. t r (r\ st.,rrn( lhtt fr$gmplhrrl f(. r*t$n n (orr(cllr{t ,rl r,llt!'

nrr.cl;r:rlir{.

t- I nctutl \rrrlimant
I t'arlrrnlll. rl .r\a.r\r$:rl\ fi \rr[ art\. l{luo 1r t rllaf\. nr!. not tt! r{ irt lull !olu.'. Stntc llN t\'qulrc} rhal lha') h'
.lt.id< rl i. unll\'nr Fsrs.nlrgs ol r.lus ll \ou hdia\. rh&l )${x-pftlps-rit r: rsrgsscJ rl r hr[h.'r Fr(crt.rllg ('l \rrus lh.m

'ln l\!\!.ou ( .nrnt\ (omFhrnt! lll t(l;llh)n h, 5'-..iqnfnli rln rhs' ((xJsl] t]x'rsnlc.ll nrll ,rrtj rnt sltf dod l rlltt'a Frcs.s'txtlt

nrlh larnar$l h\ .r !rt\ .r. \,llrar: r:o.l hc nrndr. oo I rtn RP 5l-l

New York S:.le Oopartnont of Taxatlon and Flnance
Oftlca ol Rsal Property Tar Serylco3
Februarv 2025



Rl'-s:.l"hr. (,l lt l

thl'' lr'crugs (', lli olhct pnT(rl,c. oo tlx' rlmr' rsr.\irrxtll aoll. !(ru mat chxn an rn<.qual J.*!slr]cnl I rrr ,jranqrl6. 1
s(rr, [nr\{ thc \!lix.ol sour ptupcrt1 r. \: l.lxll. !n J-(sc$rx-nt oISl-<0.(IXl u'(tuld {ior thn! }$ar p?oFrn1 lr;rr.n\t{il
at r'5!' oi ntsd(.'! lahra Il )'ou F (r1(. fhaa all olh(.r fnp{.'rr lan th(. !rft!s{ tr lsicit(.d !t saF". lqt fi!1r clsrma rr<Jrrctr,rn
trr-rorl &rtclrrri*al lrr lllll.lul

I lt rr,rr (rti., im.i. l$o ot lhroc i lutl r!'}:.l('n(L. ltrd rl rorr trh..r r. d,:l t $ !ti.'t.d itt.rllt(r n ht8'^(r pat'f('nh'n (ll
aull {rnrrlclI rrluc than r.lh{r ,rtd.'ntlJl prufEri\ (m lit .ira.!}trE'n!:crlI ot:rt:r hrghcr pn{'.'rtrc'n (rl tull Irr}dlcl| \.tuc
lien 'h,.' sr:cr.$l ialu:rltoo trl all rr,-r: pruJrr'nr ri': rn.L asr.s.nr.-nr r{rl1- iou n.r:r\ clrrm ln urr',.;uul r'rcrtm.rl l-r{
!'\Jnrnl(', tl \rru Ftrrrc thc \:1luc (rl \!ru. fnrplrr\ h \:txl.txr.l. Jn as\.!\rli!.nr di \l(tl.llfl $ould rtr'\\ tlEt 11 r.s('ls!'d rl
51r,. lrl nllrl(t 1.lus. ll \(ru prr'.r thar all rrlhsr r.sr&'otsl pfoFsnl lr r$s,1rJd (.n rrEr- ll'sGrirc rl JS'". l(,u Er.\.lJrnl r
f !'r.hr!1 r oD (rl' \, iu r aa*- \\ tl!'n I t(r s-l I l-l tL t

I f,r dcnxm5llrtr tlrll \'(,ur fxl'rfEtl] rs uncquallr !r!1{'d rrlu rnurl lirrt srtahhrh tlx lilll ralu( r'l 0rr prqxll ;r..

rnrlr.:rtqrl atl('rc \It. lhrl th( |ilit! Llr ft'u ,!'{ur.(s lhst lhc lsr..rrnj'nl rull dr.plal trNL ar].'ai(ir'. cstrlrrotc oltlx airli
\ rlrt( (,1 \(\rr ,rotxn\ T}<rr )ou rmrtt (.aLrhl*h th< lrl..rnrlr l(-rlanlr8c 1!I lnlur !t $ hrrh itll .{ltr Pn{r'ntsi rt.
;:r:r':scd t n 0tc !$r(' r3s_slrDa roll t.' rttabhsfi thr' ;rrcr:ryc Frsracnlsfa (!l r.rlus !l \ hrch rll proplr l' rit€rtlri rril
l,^{ J}r.$[r\arl tr'il. rh!' h'lk'$ mg |nli''ln.l|on rrrJ) h!' csilirl:

. f hc uorlon$ t^*.\cnlags (rl \ irtut' np|rcr.urg dr rh!- as**rlril'nt r(tll-
h. Ilrc larcrt Staic sqoalurlon rJlc or ,\\rkntlrl rls$rmaol rilr(' lirr J$ur ntr.crlrn! unrl icrl), lotrn rrr \tlirgcr
whEh r' rlilllrbls lrr-m 1..ur ir$r!r{1t. Cq]nl] D:nrtrr rrl-Rr.ol Prqrcrtl Trt Scn rc\s. o. dr. (Hli!{ .1l Rcrl
PrtrB.n\ TJ\ San l!!.,i:
( \litalc! ltrt r'! rnrl e.$rtllsat! ol a:r.rmpl( ot otha, pr('n€rtlcr .)n tltc lAln: ar1'r:nt('nt &tllr
d Put(hdnr'Pnrc lnd .lrr,jsit|1(.rl o, .rrh.'r Ptdftnl!'! R.c('nilr .dlJ: Jrd
i Slslcn!(.flls ol' th.' nrls.rr or olh('r l1\rl ollir rrl

I 
't!.( tu! hjr( {ltlblrrhl:rl th|i r'alu. .r, f..urr pr('t+*n\ tn{l th( ar rrigc prr...t S. o! \ aluc ot t.l hr.h rll oth€r pt\)fcrtl(: itr

.lrtatlad. \.(ru murr inplt lhd lxrrcnttgc tlr thk r rluc (rl ) {r!r iriat<rtr n,|.l th.:-.t r.anr}oac thc r.qrll lt \raur o}r..ssnL'nl ll lh.
rc.[ll !. l.rrr !.r lhrn \{'Jr irirsrttlct|l. \ou rllr rsqu$t rhll:rolrt r!,lrcrsnr<'lta bc arduarad l(. lhut lurlr( rlrt(lurt.

In u*.L .!Jd ol (roc. l\r o or tluc!' trm ! r!'rrd< lrrl r!!l Frrp€at! . -t.L lbo har c rhc otl&'n ltl ,lrrrr tBg rlut thc F*.! !_nti$s .l :ull
rrluc ru?r!.:r(.nr{J hr }our !r!.t,nxr! r\ hrghcr rhrn lh..\crlgt; Ptns('nttg. { !.hrch olh!'t .\5d(nltd FrLf{l!,cs sr!' .(r('*!'d
rrn lhd r.rnx irrr(.\in,}crtr rpll Ts crUt lrrli th! !1crrlr. IxratlU:rgs rl u hl(h h'rdcmul Fopsn) t5 !5r<r.ad on Ul!' lss-st !r!'nl
mll, ths lrr!'sr rs'lrds-ntlrl i!.t'.'dicnt rrlla !':ilirblrrh{d l(r }o{r !}sr-i'rnI unrt l' u!(l'ul lThs rc*.r.ltltEl Jr\'!!nl(nl mlk, i1

.rnrl.hl.. inrm !rt(r it1.!srr. ( ruott ('lcrl tq (irrnt! f)rrctlnr ol R.rl Pn'frcrlr lrs Scn rcc.. oru^((ltli(s.tt R\'nl Pr.'lcrtt
la: Scn ,t... r 0n ( ! ('o hn\ \. .3lohh.hr.J t,^L sr f rug{ p(.r'it;nld!t. cl lr'lrlljh l}rh.l t.rrd.'ottol nn'ttcatr!'r xr\' {iejs.!'d !.t{r mtl r!

trrtil tht. Icrf{nt{gs t(J lh{ roll&( r\t } (rtl! prattcnl l! thr. rr'iull tr l,rtr'r'r thrn }.(}rrr n{a\rmcnl !.6., rnu} rcqrtcrl lhirl t.irlt
Jsr.rsnl.'nl hc r!{ird$l l(i thul lu\\(r rnx|unl.

B. Erctrtlr G .lr.crrEdrt
I a h.'r\!lu.itl1tn lt \tru t\.lllir( tlrr i|s\..rird \rluruon.rl't.ra11 J6rJrrrt l} !tcut!'t th.rt tll.'lull ltBtlal \ult{ ol lhc
ptupcrl!. \ou ma\ llrrnr !!r a\!ei.lr c ,r!.'sinl(.nl fo c:'tah[rh thr' tiill nrarkr lrllls ol r_$at prq\*n!. ]q, rtK]ulJ
supplr rhc titd ut rolirrmdrlrrn .at lirrrh ihr.'.

I ln.'(rri.r.tr Prntrl I u.mJilr(tn ll lrrur proprnl u!s d.'lll.tl sll or ir J'l}t.lto,r (tl'a F.rrtrnl craErFlxlr! lc ! l'nr.rt.ttraa[\
r (rc..!nr, rrll.\'l trr. rchc'l lSTlRll Jr{l rnJ\ .h..hrt an s\icsrl\s ass(:i.Drrnl ll 1ol, lilcd ln tpp)tc.rttrrc lirr {u
Fiintrl c\cmpilon urtlr 0\. .\re:ilo., iubml l (opi .!t ric apnlcir(t(rr rrth y.lr ((tlnfilrlrlr ll r(ru..!r nol hrrc r lorr
\1.u ilrlruld rrqrr.5t tl:{' .\\s.'rn !. to lulrrnrl !l l(! llr( Exrrd.,1 ,\s}!'rq]\.tll Rt!i.$

-i l:\(..:$rr,. I ..|r!rr nrn .\r.!'i:nt(nt ( $L-t. t.r$ a: arrl 11l:o!--r.crrrlr!'J b,'- ttr'Olli.d r'l Rlnl hoJ\'n\ 'l!\ J'cnrtcr lr
rrptrnr\ crl Jr.r€rrmg untlJ nE\ r&$t a rtitcnr <.t lmn\ r.n nrrr\rtttcttf, to ,rhr!' rn tr\ cr lir'. t ('rn rll rn(rcu*.'* urd
rictrcJrr.r rn .rlriirlcd illurronr ,srultirg lt(t,lr l t$ rrt ltl.rrl. ll-).rur (ilt. (o\rn (rr rllhgr hr] rdnPl*.| trtrilal('n
rrs$sml'rltr Jfil ){ru hr.h.\q th{t *rJ ttarr tron c$cr(mant ll'r \(rur prqrsnt lrr: *Lcn trqrupd) calrtrlalsd. ]ou rr.J\
cllrr rrt .'\u!'ssr\s *ras{tlcn!

l'rbrr! .lrr.r$Errl
I Pr.r.-nr rrtrrlh ('\rnrp! (cnlrn rcel prr{L_n\ 'ril 

(('it!rn r,.Iunrrnltrm\ and,rgr,'nur.'' ri $}l{rllt'ruttYtr l.(im.crl
prrrtr,(.n\ ror..r.ln tlirr ct:mflc. chrrr.'h..s- c.rllcy.*. ..rc t ll Jorrt clrrrn r* th.rt th.' r'r\'srrrrr.ltl tr unla$lil hcceur.: rhc
pn,pcrh rh,{rJ h. \r h(!ll\ {\cn!Ft. t ou !.lirokl rqpll thc B"qrrJ ol A$sr:.ncnl Rc\ rcrr $ rtl tr'tirml5u(rn uFdl \r htth rl

m.r) nu\{ . -trdf $.rlr. rn(lrrdrng r {..mf lct!'J cr{mi!l}.ti .F ll(alron titlm !l r({utt(.rl l\OTl: ll'\(rur {||r,m tr.'lxtr. l.1 J

lrrtrrl .\clrptron rlrh ,r* a r clr.r1rnr or c€nroJ cr]l,{n a,\all!ttt.tn. rba a$s{$nlcrrt tr nol unb$ tul. hul r lirlurc lo ltil,tr rll
i,r J P{r(rn tri J p$nrrl c\cmplmn r|]ir} ..trrlrtulc rn ('rfr:sn c ri-r.'rrrnroc !4^ !l{m lt.: I

(
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Contingent Compensation: Officers and employees shatl not receive compensation for serv:ces related
to matters before a municipatagenrywhen such compensation is contingent upon action bythat
aSency.

lnvestments: Officers and emptoyees shallnot hotd investments that conftict with the proper discharge
of their officiat duties.

Private Employment: Otficers and emptoyees shatt not engage in private emptoyment that conf licts with
or impairs the proper discharge of th6ir officiet duties.

Future Emptoyment: Former officers or emptoyees sha [[ not appear before anyTownboard, commission,
or agency in retation to any matter in which they personalty participated during their servics with the
Town.

Use of Position: Officers and emptoyees shatt not use their officiat position to secure unwarranted
priviteges or gxem ptions f or themsetves or others.

Nothing in this poticy sha [t prevent a municipal off icer or emptoyee from liting a lawf u[ ctaim, account,

demand, ortegataction againsttheTown of Libertyarisingfrom personaI injury, propertydamage, or

other lawf uI benetit permitted by taw.

TheTown of Liberty maintains a Board of Ethics consist:ng of three members appointed bytheTown
Board.

The Board of Ethics shalt issue advisoryopinions upon written request, provide recommendations

regarding amendments to the Code of Ethics, and maintain conf idential rscords of its proceedings and

opinions.

9. Penalties

Any person who knowingty and intentiona tly viotates these provisions may be subjectto penatties

including f ines, suspension, or removalf rom oftice or employment as plovided by taw.

10. Dlsrrlbution

TheTown Supervisor sha[tensure that a copyof the Code of Ethics is distributed to every Town officer

and emptoyee and posted conspicuoustyin pubtic buitdings under th e Town's,urisdiction.

7. Personal Claims

8. Eoard ot Ethic s



'l'( )VVN ()l; LI ItlrI{'l'\'
A Great Place to Work, Llve and Play

Pta_nning Boa rd Contact lnf ormation :

NamG:

Tammy Wdson

Lynns Dowo

.,ohn VsnEtten

.,udy Sr!gsl

Menachem SternberE

Eugene Ttlatmann

Mordechar Hermlrch

KacOer Sandetewskr

Emait: Phona NumbGr:

(845) 292-851 1

T.rm End!:

t2t31t?026

12!31t2030

l2!3',V2026

12t31t2029

't2t31t2027

12t31t2026

t2t31t2026

Our l.ll!3ion StatGm.nt
We provtde effective, transparent ancl responsible

muntcipal service that promotes tho hrghest sta ndard of life for our community.



t,

l'( )\\'N olr Lllilrl('t'\'
A Great Place to YYor*, Live and Play

Ptanning Board Member

certity that I have compteted and passed atl pre-emptoyment

training by taking the foltowing courses:

Required Trainings:

1 . Harassment Prev€ntion

2. Workptscs Violence

3. Cyb€rsecurity

4. Township Basics

5. Deating wrth Conftict

6. Robens Rutes

7. De-escatataon lor Pubtic Facing Employees

8. Fundamentals o, Locat Government

9. NYS Ptanning Eoard Overview

Required Training:

I I ti L's..' d.r : I I / SOVr O (3 ntl I 11 g- i)-r 1 r.l -.).J e rv r a!,

P nted Name Signed Nam€ Date

Our Mls3lon Statement
we provide eftective, transparent and rcsponsible

munrcrpal seruice that promotas tle h,ghest sten derd ot life tor our communtty.



'l'( )\\'N ()1.' LI tit,.l{'t'\
A Greet Plece to Wotk, Live and Play

Acknowlsdgoment ol Recalpt

As pan ol my condrtron ol emptoyrnenl, l, __( Employee" )acknowtedge that I

have received, read, understand and srgned tho betow stated writtcn agreemsnts and policles

between the Town ol Ub€rty
("Emptoyer") and mysetf . I have receNed and siSned tor the lottomnS (lF APPLICAELE):

. 
-w4. - NYS rT-2104

. USCIS Form 1-9

. _Nsw York State Employses Rstirement System Affidavit

. _New York StatB Employass RotiromBnt Syslom Apptication (if appticabte)

. BackSround Check Authonzaton Form

. 
-orrect 

Oeposrl Enrotlrnent Form

. _Emargency Ccnbct

. _Committee Descriptron & Meeling Schedute

. _Conftrct of lnteresuEthrcsl Conduct

. _Socrat Medis Use Poticy

. _ Trarnrng Cert Comptete

. Deot Contact htormStaon

. _ Acknotdedgement ol Recerpt

I hsv6 atso provided: 

- 
Copy of my Dtiver's License 

- 
Copy o, my Sooal Secu(ty Card

OR_ Copy cf my Passoort

Our [t'll3!lon Stal.mcnt
we Novide eftective, transparenl and responsibte

municeal se.vice lhat promo?6s the htghesl stands rd al life lo( our communty.

(8451 292.5712 tgl
(845) 292-1310 (r)

Cheryl Gerow, Drrector ol Fhance
l2C Nonh Mein Stre6t
bbEny NY 12754

Samature :- Data:
Emplo!€€ Acknowl6dBmrni



Zoning Employcc
Frll in shed€d areas only

Emgloyee Number _ leDt

Full Time
Pan Tmc
Seasonal
Rehrre -

III

or ot

Telephofle Numb€r

Dale of Birlh Date ol Hire

Job T,tle/Pos(on lPcnsron fun Yca oixo

lHouav Rate o' ialary

a es I
Rate 3%

B.rore lhls apphcation may b6 procasscd. lho follorving forms must bc rubriitcd lo tha Payroll
Orfrce betore lhe begrnning of the Payroll Period attecting this empbyee Tle payroll clerk
will see lhat all necessary forms are llled w h therr respective agencres

Oared iignature

onalure

JSeBelow lor payroll otfice usc only
Retirement lnfcrmalion

NYSLRS ID i{YS rT.2t 04
Regrsttation *l-9 lmmrgralton Form
Employmcnt nstancaNYS RETIREMENT AFFIDAV]T
Contrburtron RaleNYS RGtrrement Fo{m
Date of MembershrpBeckgrou'ld Cnsck & Employmen

Oirecl Depos{ Eorollmenl Fotm
Emergency ContBct Form
Comminae Delcrigror
Contllct ol lntereEt & Ethrcal Ccnducl Policy
Socral Media Use Polcy
Trainine Cenflcatbn Completpn
Oept Contacl rnfcrmatron II

I

llt available Retrremenl Reorstratroo Numb€r

fDrrc-l
Below for oavro

F=



'l'( )\\'N ( )l; LI I]l!l{'l'\'
A Grcat Place lo Wotk, Live end Pl.y

Zoning Eoard

Meetiflg Schedute: 3'o Tues0ay of each month or as needed

Description

Apporntm€nt. Tho Board shail consist offive memb€rs to be sppointed by the Town Board. The terms otthe rnitrat

appoanteos shatt be for ono, two, thre€, lour and tiv€ years f.om and after the date of appointment. Their

successors. including such addtionat m6mbers as may be appointed bythe Town Board, shatt ba appointEd lor
the term ot irve years after the exprratron of the terms ol therr predgcessors rn oftace.

Gen6ral granr ot power. Ths Eoard sha(t perform all th6 duties and have al.l th€ powers prascribed by gg 267, 267-a,

and 267-b of New York State Towr Law and as horein d8scribsd.

Votes necessary lor a decrsion. fhree members ol the Board shEtt, regardless of the number ol members at a given

point rn time, constitute the necessary quorum lor pJrposes ol conducting any business. Except for a rehearng,
the concurnng vote ol thr6e o, tha mcmbers of th€ goerd shatl be necessary to rev€r3e arry order, requirem€nt,

decrsron or Celermrnalion ol thls enforcemgnl olticer or to docida in favo. of th€ appettanl any mener upon which

ri is requrred to pass unde, the terms of this chapter or to effect any variStion ol this chapter.

Outies:

Orders, ,eq'Jtrements, decrsions. tnlerpretattons and determrnations. Tt€ Board may reverse or atlirm, wholly or

partly, or may modtty the order. requirement, decision, interpretation or determination appoStod trom. and shall

mak6 such f,rder, requiremenl, decrsion, rnterpretatron or determination as an its oprnron ought to have been made

in rhB m8 €r by rhe adminlsrrarive officiEt or body chErged with the enlorcement of this chapter. and to that end

shatt have atl the powers ot the adminrstrativo offrclal or body trom whose order, requi16menl, decision,

anterpretatton or determrnatron :he appeal rs taken.

Area variances. Th6 Board shalt have th€ power, upon an sppeal trom I decasron or determrnotton of the

adminrstratrve officiat or body charged with the enlorc€ment ot this chapter, to Srant area variances as detined

herein.

Use variances. The Board shatl have rhe power, upon an appeat trom a dscasron or determrnation ofthe
admintstrativ6 officiat or body chargBd witn the entorcement of thrs chapter. to Srant u3e vEnSnces 8s derined

herein.

Our l,llt3aon Stotamcnl
We provide effective, transparcnt and responsible

municipal seNica that Nomotes the h,ghsststardaro of life fot our communtt'/



lnterpretalions. The Board shatl, upon request from or appeat of a decisaon by the Buitding lnspeclor or sny
administtatrve body ol the Town ol Lrbeny, includingthe Town Board, decide anyqu€stion invotying the
interpretataon ol any provrsion ol thrs chspter, inc(uding determination ofthe exsct tocation of any district
bound3ry if there is uncertarnty with respect thereto.

Att.ndancs Policy

Any member ot the Zonrng Board that does not attend at teast 2/3 ofthe schedul€d meatings ov€r a 12-month

period can, oftsr an interview with two (21 Town Bosrd members, be removed from rheir positon bya moiorityvots

ol the Town Bo8rd, ln th6 eve rh6 membgr is unablo ro attend or wishes nol to have an inteNiew, the Toffr Board

may r€sotve to remove such member from their poaition.

ln-Houss Trsininf Policy

ln-house training witt b6 conducted on a guarterty besrs. Training wrtt be specitic isgues pertine.t to the Iown ol

Liberty and rfltt count towards lhe4-hou, annuaI requirement.
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Conttlc,t ol lntcrcst Dnd Ethicel Conduct PoUcy for Town Board Hembars

fconsistenl wlth Art clc 18 ol tha N.w Yo* Gana',l Munrcipal Low end the fown ol Libedy Cocta ol
Ethics)

1 . Purpoaa

Plr6tl.nr to 1806 ol rhr Nrw York Glncrul Mun sipst Lrw Artrclo 18, th6Town Bosrd ot thc Town of

Libcrty rocognize! lhet pubtic offic.rs end cmptoyra! must ob3crv! rutag of ethicat concucl ,n ordor lo
maint6in s high ddraG ot morat conduct and pubuc conridcnca in loc.t Sovemm€nt.

This potary 6stabti!has standardt gol,rarning conltlcl! ol intcrest r nd athicat conduct ,gr Town Board

mambers ThoBc ruto6 err intcndcd to Suidr otlicirt condust and lhatt not conllict with. but sholl bo in

sdditlon to. tha prohrbrtions conts rn€d in Anrcla 1 8 ol ih€ Ganrrat lvunlcipat Law 8nd othrr spptlcrbl!
Iaws.

2. Appticabitity

This podcy epptlcs to atl cGct.d end appointrd ofticars sno emglo]€es ol th6 Town ot Lrberty, inctuding

memb€rs ol thc Town Board and mcmbars ol 8ny administre w bortd. commislion, comminca. or

o8ency of the Town.

3. Dctlnltlon.

lnt9r68t: A direct or andircct linanctaumatrrlrl bcnctn ro s municipsl ottiorr or Bmptoll.o e! lhs resutt of 6

contrsct with the municipotity

A municlpat oftrccr or cmployar ir dcamcd to hevo an lntetcrt tn tha contract ot:

. Therr spou3e, minor chi[dran, ol dependcnts

Our l{lrrion gt.tcm.nl
We p.ovde allccttvc, tre nspo,.nt and re SPonsible

.nunrcryalser'y/ica thEtpromot€s lh6 htghost stended of lile fot out communily.



. A firm, partn8rship, orassociation of which th€!.y are a momber or emptoyae

. Acorporation of which theyare an ofricer, director, or emptoy€e

' A corporation in which stock is owned or controtted directly or indirectty by the oflicer or emptot ee

Municipal Ottic6r or Emptoyos: An officer or emptoya€ oftha Town of Liberty, whether paid or unpaid,
inctuding members of boards, commissions, orsgencies of theTown.

4. Prohlbhod lntorosts ln Munlcipel Contrects

Jown Board members shatl not have an interest in any contract with the Town ot Libertywhen they have

ths power or dutyto:

. NeSotiat€, prepa16, authorizo, orapprov€ th€ contract

. Authorize or approve payment under the contract

. Audit bitts or ctaims rBtated to the contract

. Appoint an officer or employee who has such powers or dutaes

Any contract entorsd into in viotation of these provisions may b6 nutt and void.

5. Disclosure of lntaraBts

AnyTown Board member orTown officeror emptoyee who participatos in discussion, gives ofticiat

opinion, or acts on any tegistation, contract, or other matter belore ths Town Board or any Town aggncy

shatt pubticty disclose on the otficial record the natu re and extont of any dirBct or indirect financiaI or

privote interest they may have in the matter.

5. Standards ot Ethical Conduct

Gifts: Ofticers and emptoyees shal.t not darectty or indirectty solicit or accBpt any gift vatued at $75 oI

more when it coutd reasonably be infened that the gift was intended to influenca them in the
pedormanco of thsir officiat dutiss or r6/\,ard officiat 6ction.

Contidential lnformation: Conridsntist information obtained in the courso of official duties shatt not be

discl.osed or used for personaI benefit.

Representation Betore MunicipaL ASencies: Oflicers and emplolrees shall not receive compensstion for

services rendered in rel.ation to any matter before a municips I agency of which thoy are a membol, have

jurisdiction over, or have the authority lo eppoint membors.



Contingent Compensation: Officers and emptoyees sha tt not receive compensation for s6rvices related
to mstters betore a municipa t agency when such compensation is contingena upon €ction by that
agency.

lnveslments: Officers a nd emptoysos sha tl not hold investments that conftict with the proper discha rge

ot their officiat duties.

Private Emptoyment: Officers and emptoyaes shall not engage in privste emptoym6nt that confticts with
or impairs the proper discharge of their official duti6s.

FuturB Emptoyment: Former officers oremptoyoes shatt not e pp66r botore anyTownboard, commission,

or agency in retation to I ny matter in which they personatty participatsd during their s6rvico with the
Town.

Use of Position: Offic6rs I nd smptoy66s shatt not use their officiaI position to secure unwa116nted

privitBges or exem ptions f or thsmsetves or othsrs.

7. larsonal Clalms

NothinS in this poticy shatt prsv€nt a m unicipal officer or emptoyee from filinB a t€wfut ctaim, account,

demand, or togat action against the Town of Liberty arisinE from personat in.iury, proporty damags, or

other tawlut benetit permitted by taw.

8. Borra ot Elhlc!

The Town of Liberty maintains a Boa rd of Ethics consistinS of three m6mbors appointed by the Town

B oa rd.

The Board of Ethics sha tt issue advisory opin ions upon written r6quest, provide recom mandetions

r6gsrding amendments to the Gode of Ethics, snd maintain confidontial records of its proceedinSs end

o pin ions.

9. PenaltiGs

Any psrson who knowingty and intentlona tty viotates these provisions may be subiscl to Penatties

inctudingfines, suspension, or removaIfrom ottice oremployment as provided bytsw.

10. Dlctrlbutlon

The Town Supervisor shatt ensure that 6 copyof the Code of Ethics is distributed to overy Town otfic€r

and emptoyes and posted conspicuousty in public buitdings under the Town's iurisdiction.
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Zoning Board Contact lnformation

Name: Emait: Phone Number:

Tammy Witson

Rober: WertaLr

Gene Burns

Kytt Macmanus

Robert E6ton

Ari Hatpern

Brad Cobert

Abe Weberman

Our Mis3ion Stttrmrnt
We provide effective, transparent and responsible

munrcipal seNice that promoles rhe highest stan dard of lile for our communiry.

Term Ends:

12t31t2029

12/31/2030

12t31/2026

12t31/2028

12/31t2026

12t31t2026

12/31/2026
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Zoning Board Member

c€rtify that I have compteted and pass€d att prs-employment

trai'1rng by taking the f cttowing courses:

Required Trainangs:

1. HarassmentPrevention

2. Workptace Viotence

3. Cybersecurity
4. Township Basacs

5. Deating with Confticr

6. Robens Rutes

7. De-escatation lor Pubtic Facing Emptoy€es

8. Fundamentats ot Local Governmenl
9. NYS Zonrng Board Appeats Overv,ew

Pflnte0 Name Signed Name Date

Our Ml33lon St.t.mcnt
We provide effective, transparent and rcsponsible

munrcpal seNice thal promotes tle highest standarC of life for our comnuniry
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Cnr.yl Gcrow, O|l.tor of Fnan€e

120 North Marn StresI
Lrbrny NY 1275{

AcknowtrdSamant o, Racaipt

As pen ol my Coodrtror olcmployment, l,-_ ( E.nOtoye€- )acknowledge that
hava rec€rved, read, uldGrstand and Srgncd fi6 botovy slat36 writtGn Sgrcem€nts and polr:iGs

between the Town ol LDertV
r'Emptoyor"l rnd myscl, l hava rccar\ ad and 3igned lor rh€ fotlowinl llF APpLICABLE):

_w4
_ NYS rT-210r

_USCIS Form 1-9

- NewYork Stste Emptot€as Rctrrement SFtom Atlidsvrl

_Naw Yo.k SLtc Emplot!a! Rcorrmrnt Systcm Appticstron (il agpticabta)

_B.ckground Chcct Aulhonr.tion Form

_Oiroct Dsposrt Enrotlmcnt Form

_Emsr6ency Contacl

_Comm,ng€ Oarcrigt€n & Ma.ring Schcoulc

_Confuct ot lotcrccvEth,cal Conduct

_Socirl Hcdi! Use Poticy

_ Trsinrng Cc'i. Complgle

_Dcor Cont!c? lnlormation

_ Acknordedtgmlnr o, Receipt

I navr atso provtd3d: 

- 
Copy ot my DrNrr'! Llcense 

- 
Qopy ql ty Socaat Securaty Csrd

On _ Copy ol rny PlssDon

{trls) 292.57721p)

{E451 292.1310 {i)

Srgneture
Emp{oyee ACknowled8ment

Our Mi!!ion Statamant
w6 ptovtcte elleclive, ttansparent and rcsponsibla

nuructpal service thal promotes tng hEnest st8nd, d ol ttle lor out com6u ly

- 

Date: -
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Conftict of lnterest and Ethical Condud Policy for Town Boerd MEmbeB

(Consistert with Article 18 ol the New Yok @neral Municipal Law and the Town of LibaftyCode of
Ethtcs)

1 . Purpore

Pursuanrto 9806 otth6 N€w York G€nerat Muniopal Law Artcte 18, the Town Board ol theTown ot
Lib€rty recognizes thet pubtic offtcers and emptoyees must obse e rutes of ethicat conduct in order to
maintain a high degrae ot moret conduct end public contidence rn tocatSovemment,

This poticy estabtishes standards go\,€ming conlticts of int6r6st 8nc 6thicel conduct lor Town Boerd

membors. Th€se rules are intended to guide oflicial conducl and shall not conftictwith, but shett ba in

addition to, the prohibitions contained in Aniclo 18 otrh6 Ganerel Municipet Law end other appticabte

laws.

2. Appticrbltlty

This potrcy appttes to a tt elected and a ppointed off icers and em ptoyEes of the Town of Libcrty, inctuding

members o, tho Town Board and members of any administrativo board, commission, committoe, or

agency ofthe Town.

3. Oorinhionr

lnt6r€st: A direcl or indirect linanciaumsteriat beneritto a munlcapal officer or employee 8s the re3utt of a

contrsci with the municipstity.

A municipal oflicer or employee is d66med to havr an interost in ths contract of:

. Their spouse, minor childr6n, or dependents

Our l.ll.rlon Strtrmcnt
Wc ptoide eftective. transparent end rcsponsible

municipal servce that prcmotes the hEhest standad ol life tor ou community,

I
!,
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. Afirm, partnership, or association of which they are a member or employee

. Acorporation of whichtheyare an officer, director, or employee

. Acorporation in which stock is owned or controlted directty or indirectty bythe officer or emptoyee

Municipa t Ofticer or Employee: An off icer or em ptoyee ot the Town of Liberty, whether pa id or unpa id,
inctuding members of boards, commissions, or agencies of theTown.

4. Prohibitod lnterosts in Munlcipal Contracts

Town Board members sha[[ not have an interest in any contract with theTown of Libertywhen they have

the power or duty to:

. Negotiate, prepare, authorize, or approve the contract

. Authorize or approve payment under the contract

. Audit bitts or claims related to the contract

. Appoint an officer or emptoyee who has such powers or duties

Any contract entered into in viotation of these provisions may be nutt and void.

5. Disclosure of lnterests

Any Town Board member orTown officer or emptoyee who panicipatos in discussion, gives officiaI

opinion, or acts on any legistation, contract, or other matter before the Town Board or anyTown agency

sha tt pubticty disctose on th€ official record the natu re and extent of a ny direct or indirect fina ncia t or
private interest they may have in the matter.

6. Standards of Ethical Conduct

Gifts: Officers and emptoyees shatt not directty or indirectly soaicit or accept anygiftvatued at $75 or

more when it could reasonably be inferred thatthe giftwas intended to inftuence them in the
performa nce of their off iciat duties or roward officiat action.

Confidentiat lnformation: Confidentiat information obtained in the course of officialduties shatl not be

disctosed or used for personal benetit.

Representation Before M u nicipa t Agencios: Officers and employees sha[[ not receive compensation for
services rendered in relation to any matter before a municipal agency of which they are a member, have

.iurisdiction over, or have the authorityto appoint members.



Contingent Compensation: Off icers and emptoyees shatt not receive compensation for seruices retated
to matters before a mu nicipa I agency when such compensation is contingent upon action bythat
agency.

lnvestments: Officers and employees shaltnot hotd investments that conftictwith the proper discharge
of their officiaI duties.

Private Emptoyment: Off icers and employees shatl not engage in private emptoyment that contticts with
or impairs the proper discharge of their offic.aI duties.

Future Employment: Former officers or employees sha tt not a ppear before anyTownboard, commission,
or agency in relation to any matter in which they personatty participated duringtheir service with the
Town.

Use of Position: Officers a nd em ptoyees sha [[ not use their off icia t posation to secure unwa rra nted
privi leges or exem ption s f or themsetves or others.

7. Personal Cleims

Nothing in this policy shal[ prevent a municipat off icer or employee from filing a lawful claim, account,

dema nd, or tegal a ction aga inst the Town of Liberty a rising f rom personal iniury, property dam age, or

other lawfut benefit permitted by taw.

8. Board of Ethics

TheTown of Libefty maintains a Board of Ethics consisting of three members appointed bythe Town

Board.

The Board of Ethics shatt issue advisory opinions upon written request, provide recommendations

regarding amendments to the Code of Ethics, and maintain conf identiaI records of its procsodings and

opinions.

9. Pena lties

Any person who knowingty and intentiona tly viotates these provisions may be subjectto penatties

inctudingfines, suspension, or removattrom office or emptoyment as provided by taw.

10. Distributlon

TheTown Supervisor shat[ ensure that a copyofthe Code of Ethics is distributed to every Town officer

and employee and posted conspicuously in pubtic buitdings undertheTown's jurisdiction.
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Grievance Board ot Review Member

c€rtify that I have compteted and passed att pre-emptoyment

trainrng by takrng the following courses:

Required Trainings:

1. HarassmentPreventlon

2, Workplace Violenc€

3, Cybersecurity
4. Township Basics

5. Deating with Conflict
6. Robens Rutes

7. De-escatation for Pubtic Facing Emptoye€s

L Fundamentats of Loca[ Government

Prl nted Name Signed Name Date

Our l.ti13ion Ststomsnt
We provicle eftective, transparent and rcsponsible

municipal service that promotes the h,grest stan dord of life for our community.
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G rievanceioard ol Review Co ntact I nf orm ation :

tlrma:

Robrn Qurck

Diam S(vBr

ChriElinc NoGckat

Abreh8m Lrx

Pgter Dworebky

Larry Stergel

Em!il:

assessor@townoftrberty.org

Phona NumbGr:

(04s) 292-4843

Term Ends:

09/30/2030

09t30t2027

09t30t2029

09t30t2026

09/30/2028

Our l.{ls3lor Statomont
We provide effective, transparent and responsible

munictpal seruice that promotes the h,ghest stan dard of life for out communiry
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Acknowledgement of Rec€ipt

Aspanofmyconditionof€mptoym6nl,|,-'(Emptoyse,.)acknov,tedgethatl
have recerved, read, understand and signed rhe below stated writton agroemsnts and polrclas

be$,leen the Town of Liberty
("Eryployer") and mysetf I have received and signed tor the fottow ng (lF APPLICABLE):

oW4
. 

-NYSIT-21M. _USCIS Form 1-9

. _New York State Emptoyees Retirement System Aftidavit

o _N€w York Stala Emptoyaes Retiremcnt Sysr€m Appticetion (if applicsbtG)

. _gackground Check Authorization Form

. 
-Emergency 

Contact

. _Committ€a Doscription & Meeting Sch6dute

. _Griovancs Eoerd of Rer/iew Manual

. _Conftict of InteresuEthicat Conduct

. Sociat Media Use Potlcy

. _ Training C6n. Complete

. _Dept Contact lntormation

. 
-_ Acknowlec,gement ot Receipt

I har'e atso provided: 
- 

Copy of my Druer's License 

- 
Copy ol my Socist Secutity Card

OF _ Copy of my Passport

Srgnature
Ernployee Acknowtedgrnent

Our Hiislon St6temant
V/e prcvide eftective, transparent and rcsponsibte

municeal seNica that promotes tie h,ghest stan ded ot lite tor our community

1845l-292-s772 tql
(845) 292-1310 (0

Cheryt Gerow. Director of Financo

120 Nonh Marn Stre€t

Libony NY 12754

Date.



PARXS AND RECREATON AOVISORY BOARO
New Employee lnrormatron

Fill rn shaded areas only

Addrats

citv/stareab

ept

IJ

Oate Hi,eol Brrth

Job T,tle/Positlon I

Befora this applEatron may bc proc6t6cd, tha lollowlng lorm3 mu3l ba
Office b€ro.e the beginnrng ol the Payroll Perod aftectrng thb
wrll 3Gc lhst all nece$sry form3 are filed wilh their Especlive

lOepanmenl Head SEnature' Dared

lSugeMSor SignBture Oaied

lor payroll ofli€o u6e only
Eackqround Checks
Emergency Contact Form
Copy of By Lawg
Depl Ccntact lnformation
Conflid of loterasi E Ethical Conducl Policy
Reeutred Trarotng

Socral Medra Use Polrcy
Me€ting Schedure
Emortedgement of R--ipt
TCifl ntEEniI'catonreompleljm

I
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Seclion 2. Mission Statement

The PRAB is dedicated to providing recommendations for quality park, recreation, and public

facilities for the citiu ens of Liberty and the general pub|c. The PRAB strives to enhance the
town's natural beauty and to act as liaison between the public and the Parks and Recreation

Staff in the coordination of recreation, leisure, and athletic act,vities that promote positive

community values rn accordance with the Town of t-iberty's Core Values and Mission

Statement. (See anachment Al

Seciion 3. Office of Authority

The office tor the Board shall be located at 119 N. Main Street in the Villate of Liberty, or at

such place or places that the Authority may from time to time designate by resolurion. All

books and records of the Boa.d shall be kept at the office herein above designated, unless

otherwrse provrded by board resolutron.

Scctlon O. Authorlty

Ihe PRAB i3 enablished pursuanr to applicabla prcviirons of New Yort Stata fown Law rnd scrves in an

advisory capa€ity to the Town Board.

Section 5. Seal of Authority

1\ ofL

t
Erld Roc(
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By-Laws of The Town of liberty Parks and Recreation Advisory Board

ARTICI.E I -THE AUTHORITY

Section l. N.me of Authority

The name of the Authority is the Town of lrberty Parks and Recreation Advisory Board (PRAB).



ARTICTE II - THE BOARD MEMBERS

Section 1. Appointment and Term

ThePRABshall consist offive (5) memberswhoshall be appointed bytheTown Board. They

must be residents of the Town of Liberty. The term of office shall begin January 1st and end

December 31't upon completion ofthe five (5) year term. The PRAB may also have one student
liaison member shall be selected by the PRB from candidates who are enrolled students at

Liberty High School. The term of office for this liaison member shall be one school year. The

PRB will interview interested candidate and select the student liaison by a majority vote in
executive session.

Section2. Re-appointments

lf a board member desires to continue after their appointment expires, the PRAB Chairperson &
PRAB can recommend to the Town Board the reappointment ofthat individual by November

30th of the year in which the term expires.

Section 3. Vacancies

The PRAB Chairperson and Town Board shall review the file of interested individuals and as a

result of that review, the PRAB Chairperson and Town Supervisor will present the names of
potential candidates to the Town Board for appointment.

Section4. Remuneration

Each member of the PRAB shall serve without pay.

2

Section 5. Resitnation

Any member may resign by submitting a written notice to the Town Board and PRAB

Chairperson. Resignation shall become effective upon acceptance by the Town Board.



Section 6. Removal

In addition to removal for non-attendance, a member may be recommended for removal for
cause, including misconduct, violation of ethics requirements, or failure to perform assigned

duties, subject to Town Board approval.

ARTICTE III _ PARKS AND RECREATION ADVISORY BOARD OFFICERS

Section 1. Officer Titles

The officers of the PRAB consist of a Chairperson, Vice-Chairperson and Secretary

Section 2. Election and Term of Officers

Officers shall be elected annually at the December reorganizational meeting by open ballot
from nominations made from the floor. Officers shall serve one-year terms.

Section 3. Officer Duties

The ?RAB Chairperson, Vice-Chairperson, and Secretary shall be elected by the Board for the
purpose of conducting PRAB meetings, appointing committees for additional responsibilities,

and overseeing the operation of the PRAB.

The duties of Chairperson include, but are not limited to: presiding over regular and emergency

business meetings, attending public functions approved by the PRAB, appointing and dissolving

committees, communicating PRAB business to the Town Supervisor and Town Board members,

and coordinating meeting agendas with the Parks and Recreation Director and Department
Head of Buildings and Grounds.

The duties of Vice-Chairperson include, but are not limited to: fulfilling the duties of
Chairperson in case of absence and remaining apprised of committee business.

The duties of Secretary include, but are not limited to: fulfilling the duties of Vice-Chairperson

and/or Chairperson if both are absent, reading correspondence at meetings, and writing
correspondence deemed necessary by the PRAB Chairman.

The duties of the student liaison will be, but are not limited to, communicating ideas and

information between the PRAB, Parks and Recreation Department, and the student body of
Liberty Central School.

Effective date of each office shall be immediately after the re-organ izational meetinB held in

December of each year. The PRAB Chairperson will be limited to no more than two (2)

3



consecutively elected terms, but may be re-elected after not holding the office of Chairperson
for one year.

Section 4. Officei Vacancies

lf an officer vacancy occurs, the chain of command will fill vacant positions. Therefore, the
Vice-Chairperson would become Chairperson, the Secretary would become Vice-Chairperson. lf
the normal chain of command does not fill offices, the PRAB may vote to hold a special election
to fill an officer vacancy.

ARTICL: IV - POWERS AND DUTIES OF THE PRAB

Section 1. PRAB Purpose

The purpose of the PRB is to: 1) provide for communication and liaison duties between the
community and the Parks & Recreation Department; and 2) Make recommendations for the
continuity of plannang and implementation of programs; and 3) Observe Parks and Facilities

conditions and make recommendations as appropriate.

Section 2. Advisory Authority

The PRAB serves in an advisory capacity only. All final authority regarding policies, budgets,

fees, staffing and capital improvements resides with the Town Board unless specifically

delegated by resolution.

Section 3. PRB Authority - Budtet

The PRAB shall work with the Parks and Recreation Director and Department Head of Building

and Grounds to make recommendations for the planning ofthe overall budget from which the
respective Departments will operate, for Town Board consideration.

Section 4. Facilities and Operations

The PRAB shall have the responsibility to oversee all park and recreation areas, as designated in

Article Vl, Section 1, and that all rules, procedures and fees pertaining to their operation are

recommended to the Town Board for final approval.

4



ARTICLE V - PRAB MEETINGS

Section 1. Regular and/or Special Meetings

Regular meetings of the PRAB shall be held once a month or as deemed necessary by the PRAB,

and the PRAB Chairperson shall report all actions to the Town Board.

The PRAB Chairperson shall have the authority to request special meetings when necessary.

Notice of special meetings shall be given to the Town Clerk to be posted at least 24 hours prior
to such special meeting and shall state the purpose, time, day, month, date year and location of
the meeting.

The re-organizational meeting will be held at the December meeting. ltems to be covered at
this meetinB include, but 3re not limited to: 1) election of officers; 2) annual by-law review; 3)

establish goals and objectives for the year ahead; 4) review accomplishments ofthe past year;

5)check committee assignments and make changes if necessary;6) present any
recommendations to the Parks and Recreation Director and/or the Department Head of
Building and Grounds.

Budget related discussions will be included in the monthly meeting agendas commencing in

May with final budget recommendations to be assembled by the October meeting for
presentation to the Town 3oard. Budget items will include a review of fee schedules,
operations expenditures, review of the capital improvement plan(s) and overall revenues and

expenditures.

Section 2. Quorum

A majority of the appointed members shall constitute a quorum for the transaction of business.

Section 3. PRAB Meetints - Minutes

Minutes will be recorded and filed by the PRAD Secretary with copies made and presented for
approval a long with the agenda to the PRAB mem bers before each meeting. Business

presented before the PRAB must be given to the Secretary for inclusion on the agenda by at

least one week prior to the meeting. Minutesof the PRAB meetings will be forwarded to all

Town Board members fo::hei. information and review. AII PRAB meetings shall be governed by

Robert's Rules of Order.

Section 4. Open Meetings Law

All meetings shall be conducted in compliance with the New York State Open Meetings Law

Section 5. PRB Member Attendance

5



It is understood that member attendance is important to the smooth functioning of the Board

Members will make every effort to attend any and all meetings. Should any member fail to
attend three (3) consecutive regular meetings, the Chairperson may recommend to the Town

Eoard to have that member dismissed.

ARTICLE VI - COMMITTEEs

The Chairperson may appoint standing or ad-hoc committees to study specific issues.

Committees shall have no independent authority and shall report recommendations to the full
PRAB.

ARTICLE VII - VOLUNTEERISM

The Town of Liberty may utilize volunteers to assist with parks and recreation programs, events,

and facilities subject to Town policies and applicable law,

Volunteers shall serve at the discretion of the Town and under the supervision of authorized
staff. The PRAB may recommend volunteer initiatives and assist with outreach, but shall not
directly supervrse volunteers.

All volunteers shall comply with Town policies, safety requirements and codes of conduct-

Background checks will be required for volunteers working with minors or vulnerable
population s.

Volunteers shall not be considered employees of the Town and shall receive no compensation.

ARTICLE VIII _ AREAS AND FACILITIES
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Section 1. Areas of Charge

The Town Board will designate the PRAB the responsibility to observe that the following parks

and recreation areas and Public Buildings are properly maintained, equipped, and operated and

to make any recommendations to the Parks and Recreation Director and the Department Head

of Building and Grounds:

- Francis A. Hanofee Memorial Park, Sunset Lake Road

- Walnut Mountain Park, Walnut Mountain Road

- Shirley Diamond Community Pool, Hanofee Park, Sunset Lake Road

- Town Hall, 120 North Main Street
- Senior Citizens Center, 119 N. Main Street
- Liberty Main Street Stage, 101 N. Main Street



Swan Leke Park

VillaSe Skate Park and Basketball Court

All O&W Rail Trails within the Town and Village

DoB Kennel on Old Monticello Road

Parksville Cemetery

White Sulphur Springs Cemetery
Other properties that may be used for Parks & Recreation and Public Us€ purposes

ARTICLE IX - PRAB REVIEW

Section 1. Review of By-Laws

The PRAB shall review the PRAB By-Laws on an annual basis, at the re-organization meetang,

and make any appropriate recommendations to the Town 8oard. lf at any ti'rle there is a

need for an immediate chan8e in the By-Laws, they can be amended by a maiority vo:e of
the PRAB and sent to the Town Board for Approval.

ARTICLE X - E|HICS ANO CONFLICT OF INTEREST

PRAB members shall comply with the Town of Liberty Code of Ethics and applicable

orovisions of New York State Municipal Law. Members shall disclose conflicts of interest and

iecuse themselves when appropriate.

Revised: January 30, 2026

Adopted by PRAB: March 4,2025

Adopted byTown Board: March L6,2026
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TITLE CELL# E.MAIL

Mitch Juron PARK SUPERVISOR

James Guara Dlr.ctot

Kathy Dworetsky Socr.t ry

NAME

oarks@townofl rbrrtv oro

i.ouara@lownofl ib€rtY.oro

p r d€pt@iownofliparlv oro

Park and Recreation Board Members

CELL# E.MAIL TERM EXPIRATION

Jena Schwartz

Sam Atkins

Jillian Irinidad

Marisd Serapro-Meiia

AlbertWhite

12t31t2026

12131t2027

12t31i2029

1231n030

12t31t2028

Frank DeMayo
Laurie Dutcher
Dean Farrand
Vince McPhillips
Bruce Davidson
Shern Kavleskr

Supervisor
Town Clerk
Town Board
Town Board
Town Board
Town Eoard

292-5'11
292-5110

l,tt( )\l r sti r!).-.!l t.-\I.\ll. ir r J.rfttrll $r,tri,b.nr .'t.

ffi
I 19 NORTH UAIN STREET

UBERTY, NEW YORK 1276{

NAME

CONTACT INFORMATION

suoervisordemavo@towno{libertv. orq
I dutcher@townofl ibertu.oro
dean fu rrand@townofliberw oro
vince. mcohillips@towno'ilibertv.oro
bruce.davidson @townofl ibertv. oro
sherri. kavleski@townofl rbertv orq

TOWN OFFICES

NAME TITLE WORK # E.IIiAIL

l\\ r sii'.j'-r:.ii



'l'()\\'N ol; Ln l1l{'l'\'),

A Grg,t Pltce to Wor*, Live .acl Pl.y

Conltict of lntere3t and Ethicat Conduct Poticy ,or Town Board Members

(consistentwith Anicle 18 ot ahe New YorR Gonercl Municipal Law dnd the fown ol Liberty code ol
Ethics,

1. Purpose

Pursuant to 9806 of the New York General Municipat Law Articte 18, the Town goard of the Town ol
Lioerty recognizes thal pubtic otlicers and emptoyees must obserue rulss ot ethicat conduct rn order to
marntarn a hrgh deSree ol moral conduct snd pubtic conidence rn [oc8[ government.

Ihis potrcy estabtishes stendards Soverning conlticts ot interest and ethicat conduct lo, Town Board

members. These rules are rntended to Surde otfacrat conduct and shall not conflict with, but rhatt be in

additron to, the prohibrtions contained rn Artrcle 18 of the Generat Munrctpat Law and other appticabte
laws.

2. Appticabitaty

This po|cy apptres to ell €tected and appointed oflicsrs and employoos ofths Town of Liberty, including

members of the Town Board snd members of any admrnistrstrve board, commisgron, committee. or

agoncy ol the Town.

3. Oofinitions

lnteresl: A d rrect or indrrect financiathateri6t bonetit ?o 3 riunrcrpBr olticgr or emptoyeg as the resutt of a

contract wrth the municipality.

A municipal otficer or ernptoyee is deemed to nave an interest in the contract of:

. Therr spcuse, minor chitdren, or depsndents

Our ltlirtion St.t.m.nt
We provide elfecttve, transparent and rcspons/]ble

muntcpal servtce that promotes the highasl standarct ot Ufe for ow communtty.



. A firm, partnership, or association of which they are a member or emptoyee

. A corporation of which they are an officer, director, or emptoyee

. A corporation in which stock is owned or controtled directly or indirectty by the officer or emptoyee

Municipat Officer or Emptoyee: An officer or emptoyee of the Town of Liberty, whether paid or unpaid,

including members of boa.ds, commissions, or agencies of the Town.

4. Prohlbited lnt6rests in MunicipaI Cont]ectg

Town Board members shau not have an :nterest in any contract with the Town ot Liberty when they have

tl'le power or duty to:

. Negotiate, prepare, authorize, or approve the contract

. Authorize or approve payment under the contract

. Audit bitts or ctaims retated to the contract

. Appoint an officer or emptoyee who has such powers or duties

Any contract entered into in viotation of these provisions may be nut[ and void.

5. Disclosure of lnterests

Any Town Board member or Town officer or emptoyee who participates in discussion, gives officiat

opinion, or acts on any tegislation, contract, or other matter before the Town Board or any Town agency

shatt pubticty disclose on the officiat record the nature and extent of any direct or indirect financiat or

private interest they may have in the matter.

6. Standards of Ethical Conduct

Gifts: Officers and emptoyees shatt not directty or indirectty soticit or accept any gifi vatued at $75 or

more when it coutd reasonabty be inferred that the giftwas intended to inftuence them in the
performance of the ir officialduties or reward officiat action.

Confidential Inf ormation: Confidentiat information obtained in the course ot official duties shalt not be

disclosed or used for personal benefit.

Representation Before M unicipat Agencies: Officers and emptoyees shat[ not receive compensation for

services rendered in relation ao any matter bef ore a municipal agency of which they are a member, have

jurisdiction over, or have the authority to appoint members.



Contingent Compensation: Officers and employees shatt not receive compensation for services related
to matters before a municipat agency when such compensation is contingent upon action by that
agency.

lnvestments: Officers and emptoyees shat[ not hotd investments that conftict with the proper discharge

of their official duties.

Private Emptoyment: Officers and emptoyees shatt not engage in private employment that confticts with
or impairs the proper discharge of their otficiaI duties.

Future Emptoyment: Former officers or employees shall not appear before any Town board, commission,

or agency in re[ation to any matter ,n which they personatty participated during their service with the

Town.

Use of Position: Officers and emptoyees shall not use their officiat position to secure unwarranted
priviteges or exemptions for themselves or others.

7. Personal Ctaims

Nothing in this policy shatt prevent a municipat officer or emptoyee from titing a tawfut ctaim, account,

demand, or tegat action against the Town of Liberty arising from personaI injury, property damage, or

other taMul benefit permitted by taw.

8. Board of Ethics

The Town of Liberty maintains a Board of Ethics consisting of three members appointed by the Town

Board.

The Board of Ethics shatt issue advisory opinions upon written request, provide recommendations

regarding amendments to the Code of Ethics, and maintain contidentiat records of its proceedings and

opinions.

9. P6nalt:€s

Any person who knowingty and intentionaaty viotates these provisions may be subiect to penatties

inctudingfines, suspension, or removat from office or emptoyment as provided by law.

10. Distribution

The Town Supervisor shatt ensure that a copy of the Code of Ethics is distributed to every Town officer

and emptoyee and posted conspicuousty in pubtic buitdings under the Town's jurisdiction.
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A Gre.t Pl.ce lo Work, Live aad Play

Charyl Gerow. Or6cror ot FinEnce

12C North Msin StrBot

Libeny NY 12754

Acknowtedgemont of Receipt

Aspanofmycondiliono'0mptoyment.|,-(Emptoye€")acknowtsdgethatl
ha\re received. resd, undBrstand 8nd gigned the b€tow stated written agreements and potic|es
between the Town ol Lrberty
('Emptoyel') and mysett I have r6ceNed and srgned tor rhe fotiowing llF APPLIoABLE):

. _Backgtound Check Aulhorization Form

. 
-Emsrgancy 

Ccntact

. 
-copy 

of By Laws

. Dept Contsct rnlormation

. Conflrct ot lnteresvEthicat Conducr

. _RBqurrgdTrarnang(s)

. Driver's Licgn3e Protection Releas€

. _Sociat Media Use Polrc)

. 
-Heetrng 

Schedule

. - Ac(nowtedgement ol Recerpt

. Trarnrng Cerlit eation Comptelion

I nave atso provrded: _ Copy of my Dtiver's Llccnse 

- 
Copy ot my Sociat Sccurity Card

On_ Copy ot my Pssspon

l8rs) 292.s77219)
(845) 292-r310lf)

Sgnat ure
Employee AcknowtadEment

Our Mi$ion Stat€mont
we provide effective, ttanspercnt end responsibte

munrcpal service that prcmotes tlre h,ghest stgndard o( lite tot our community

:lJtt.
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Excerot lrom the Subiect lndex of the O ons of Counsel
These are the Assessment Review aM Assessment Review, Board of sec-tions of the Subject lndex for lhe
Opinions of Counsel. For a complete and up to date list of the Opinions of Counsel go to:
\,lvr'w.tax.ny.qov/oubs and bulls/orpts/leqal opinions/index.htm

Assos3ment Review
Agency

Authorization.owner's initials
Designation of representative
Liabilig for false stiatements

Altemative grievance day for nonresidents

Altemative grievance day where assessor
serves multiple jurisdictions

Application
Mailing

Article 78 proceeding
Exhaustion of admrnistrative remadies

Filing fee for administrative complaint

Form of complaint
Non-residents
Photocopies and facsimiles; eleclronic signatures

Grievance Day
Repeal of city charter provision

Srounds for revrew
Denial of partial exemption

lnequality
U nderassessment of comparabl€ parcels

Sales Data

Standing
Lessee of shopping cenler
Mobile homoowner
Mortgage€'s nght lo review

Stipulation

Farlure to ratifyjudicial review
Role of board of assessment review

7-69
10-123

8-34

2-7,2-11

11-117

1-9?

446

10-1

11-59
10-23

743

g-112

't 0-'104

7-7

7 -123
10-83
447

10-89
10-37

New York State Oopartmont o, Taration and Flnance
Of?lce ol Raal Proporty Tax Servlcea
February 2025



Tax certiorari procceding
Assessor (powers and duties) (appearance in tax

certiorari proceeding) Assessment review, board
of (appearance in tax certiorari proceeding) 4-21

Assessment review (tax certiorari proceeding)
(commencement prior to final roll) 8-17

Assessment review (tax certiorari proceeding) (condominiums; refund
assessment reduction of $'10,000 or less) Assessment review
(condominiums; refund - assessment reduction of $'10,000 or less) 9-107

Consolidation-refund-reduction of 10,000 or less 7-117
County attorney assisting town attomey 6-15
Equalization rate data 6-2
Equalization rate in excess of 100 as to overvaluation claim 5-120
Equalization rates-special rates 6-29
Assessment review (tax certiorari and Article 78 proceedings)

(exhaustion of administrative remedies) - Civil Practice Law and Rules,
Article 78; Real Property Tax Law, $ 706: 446
Assessment roll (designation of owner) ; Assessment (review)
Real Property Tax Law, $ 502, Article 7 342
Refund of taxes in approved assessing units 86
Refund-assessment reduction of $10,000 or less 7-117
Refund+alculation of interest 11-75
Refund-penalty-interest 9-1 13
Refund-resolution 1'l-122
Sales Data 7-7
Settlement (construes law prior to L.'t995, c.693) 3-92
Settlement delegation of assessment function 10-1 10
Seftlement-effect upon county (8-74 modifies 6-1 16

both; opinions construe law prior to L.1995, c.693 6-116, B-74
Settlement-town board opposition 8-5O
Settlement-uncontested succeeding assessment

(construes law prior to L.1995, c.693) 742
Standing-mobile homeowner 10- 83
Standing-mortgagee's right to review 4- 87
Standing-residential tenant 7-123
Standing-school district challenge to assessot's determination

Of taxable status of nonprofit organization's property 5-22
Standing-shopping center lessee 7-123
State equalization rate 9- 65
Statute of limitations-tolling 10-1 13
Stipulation as to methodology 8- 35
Stipulation to 'Trozen assessmenf' (construes

law prior to 1.1995, c.693) 5- 23

Now York State Departmont of Taxation and Flnanco
Offlce of Real Property Tax Servlces
Februarv 2025



Assessment Review Board of
Administrative hearing panels

Participation in informal review process
Powers and duties

Filing of complaint Adjoumed heailng
Prospective purchaser agent of owner

New York State Department of Taxatlon and Flnance
Office of Real Property Tax Servlces
February 2025

Alternate board
Appointment of replacement members
Training Requirements

Appearance in tax certiorari proceeding
Assessing unit's rights to appeal
Assessments for prior years
Assessor's attendance at hearings; meetings
Authority to grant altemative hearing dates

Chairman
Powers and Duties (see RPTL, sec. 523(1Xe))
Selection (see RPTL, sec. 523(1)(e))

Cities and towns with elecled assessors
City council without authority to review assessmet"lts

Composition
Commissioner of education
Eligibility of town board member
Employee of State Board of Equalization and Assessment
Failure of assessing unit to appo:nt board
lncreasing or decreasing number on Board

(4-20 superseded in part by 11-95)
Official of political party
Owners of real property
Planning board member as member
Real estate broker as member
School tax collector as member
Tax assessment appraiser
Town Supervisor
Village assessor on town board
Village trustee on town board of assessment review

Composition of village board
Board of trustees
Quorum
Statutory requirements
Village assessor (construes law prior L.1982, to c.579)

Effect of Art . 15-A on inconsistent city charters
Evidence submitled to board Public access

1-1 13
145

3-122
2-60

4-20, 11-95
3-122

2-16
4-122

2-1
1-105
s5
H8

1-120
2-21

8-31
8-54
142
3-53

4-101
1't-36

1 1-99
10-54

2-'15
8-86

4-21
1-83
9-18
5-75

2-7

5-75
2-7

1-91
2-29

9-53



Receipt after close of public hearings Scheduled adjoumment
(construes law priors to L.1991 ,c.662)

Grievance days in cities dates fixed by city charters

Hearings; meetings
Appointment schedule
Adjoumment for assessor review
Audiotape and videotape
Established by charter
Open Meetings Law
Recessed hearing
Town attomey's role

lmplementation of decision resolution

Local law providing for county board of assessment review

Membership and qualifications Village board

Powers and duties
Adequacy of proof for assessment reduction

Assessments of comparable properties
Apportionment of assessment between land

and total assessed values
Assessment stipulation agreed to and ratified by less

than majorig of board of assessors
Conection of enors degree ofjudgement
Conection of enors lack of quorum
Demanding attendance
Evidentiary demand professional appraisal
Exemptions-late applications
Final assessments (construes law prior to L.1981, c.99l1)
Generally
lncreased assessment
lnspections and appraisals
Late, defeclive and insufficient complaints dismissal
Multiple designations of representative
Notice of determination-enoneous notice
Notice to aftomeys and other representatives
Reduction below amount requested
Reduction of assessed value to amount less then requested
Scope of review-assessors methodology
Semnd Meeting
Stipulation of assessment
Unsigned complaint ficrm
Veffied list of changes

7-61
5-74

2-',110

1'.t-28
11-28
10-14
9-53

6-125
9-1 11

7-95

11-122

347

8-31

9-1't

1041

124
10-37
9-124

8-1 1

833
8-38
2-9S
2-52

10-1M
4-30

10€0
'10-53

10-113
't0-53

7{3
7€3
7$7
8-18

10-37
9-15

10-1 18

New York State Department of Taxation and Finance
Office of Real Property Tax Services
February 2025



Verified iist of changesielivery

Qualilications
Procedures to revieur

Removal of member

Representiation by non-anomey

Subpoena of reaa:ds in certiorari poceeding

Terms of ofrce

Training requirements Altemate boards

Training Sessions
Expenses incuned

New York $tate Deparlment ol Taratlon and Finance
Offlcs of Real Property Tax Servlcos
February 2025

749

7-1U
+27

9-63

2-97

5-75

846

t4t



There are more than 200 such exemptions, most of which are
included in the Real Property Tax Law.

Your assessor has been provided with the New York State
Assessor's Manual Volume 4: Exemption Administration,
which consists of two binders containing summary information
and forms regarding these exemptions. The introduction and
subject index to Volume 4 is included herein.

lf your board is asked to review an exemption determination,
you may ask the assessor to borrow the manual. lt is also
available on the Office of Real Property Tax Services website
at. /assesVmanualyvo14/otl /index. htm

Legal questions conceming exemption eligibility should be
directed to the Board of Assessment Review's attorney.

a

a

O

a

New Yorft State Oepartment of Taxallon and Flnanco
Ollice ol Real Property Tax Sorvlces
February 2025

Exemptions

r The Board of Assessment Review may be asked to review
an assessor's denial of all or a portion of a real property tax
exemption sought by a property owner.
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NYS Oepartment of Taxalron and Frnance

Contestlng Your Assessment ln New York State

(Previously titled 'What to do if you disagree wlth your assessmenl")

Overview Pags I

Page 2

Page 5

Griavanco procedures

Cornplatlng grlevance Form RP-524

orttr

ovEFn rEw

lf yoJ own proporty in Ncw York Stalc, you arc .ligiblo fo. io]mal r.vicw of your eaaasrmrri.

There are two levels of formEl revrew:

Adminislralivs r.vbw - lho 'gri€vanca" procass is conducled at lhe municipal l6v€l
Judicbl ,€via,v

. in ordet to pursu6 iudidal t6vi€r^, you muct ltrst go ttrough adminislrative
rariofl

. indudc! two op0ons:
1. Small Clrims Assostmant R6vi€w (SCARI - I lotx+ost opoo.r

avrllablc to most hoflreown.rs - lnformation is avsilablc from the
u,obsitc of ha UnifiGd Court Sysbm -
wrw.nycourt3. gov/litiE&lr/rc.r/g.n.le llnb.rhfiil

2. Tax cartiorari proc,€edings in State Suprsme Courl - to purlue lhis
option, you should contad an atlcrney.

Saiora purrulng torflrll ltviow of your attassmant you should fi'3t drlrrminr it you ar! aarets€d
trlrly:

St p On.: Whtl ir tha l3t !3or'a.!lim!t of th. mf,kd valu. of your propart ?
You'll llnd this infamation on lho assessmenl roll.

YorJ should check vour assassmenl annually prior to Gricvancc Day (ryplcally thc fot tlh Tuasday
in May, but co.rfinn lhe date wilh your 6sessor)

t)
2\

OFFICE OF REAL PROPERTY TAX SERVICES
\$r,w.tax.ny.gov

lf your municipality is assessing at 10006 of market valua. yoLr assessmenl and lh€ assassor's
estrrnale ot martel value will be id€ntrcal.



l, assessmenls ar6 not al 100% of msrtet rralue, you can use this formula to calculsle lhe
asgessor's sslimae of markel value:

. rssossm€nt I l€vcl of assorsrmnl = asaaarof's 6slim6te of rnarlGt valuo

StaD Tso: Dovalop ar aalhraaa of ths m.rid vrlue of your prqcly

. Homeowners msy reb to ot,r publicaton llou to €stimalo ths mark me

. Other propelty m6rs may wish to conlacl an appraiaor or othBr real estale probssbnal

Gen€.ally, the assosso/s estimate ol the rnafiel value of your prog€rly ren€ds rqJghly the
amount for which yorr could sell your property. lhen your asssssment is faar.

Step Three: ll your assessrnent is too high

Oflen, an infomal discu8sion boli|oBn a tarpayer and an asG€ssor can resuh in a shanng ol
informatbn beneficial to both pa.ties ll such a discussion do€s not resull in a reduclbn in your
assossmonl, and you Btill t6€l as llmrgh your assessrnent i6 tco high. you may wbh to contest
yorr aasassment.

Your properry is worth $100,000 arrd your assessmenl e 3100,000. Hoyyeyer. p.opertres
in your town ars assessed at 90% ol markel vah€. Your property is overaslEssed -
your assessrner[ should b€ $90.000.

ll you are arsersed lairly, but you fcel thal your taras arr too high

Assossss do nol dolerrnine yotI proporly taxos. lf you feel as tho.rgh your asses$n€flt rccr.r-alely
ra06cls th€ martel value of your pmp€rty. but you slif, le€l that your prop€dy tBxes ro too high, you may
wrsh to addrB6s lhr6 matler wth lhe tarrng iurisdictbns thal impos€ taos in your co.nmunily - safiool
board, county hgislatu.o, city councl, lotfln board. lire distnd and other sp€cial dislrids.

The assessg cannot assin you wilh tar matlerr. brjl only mlh maiers perlairing to fi6 asse6sod valuo o,
your Fop€rty.

GRIEVANCE PROCEDURES

Any person wfto pays properly taxes can gneve an assessment, inchjdiu:

. prop€rty ffiltrs

. FraEhasds. lenants sho Brs r3qulBd to pay propetty tax99 purs{rant to a La3€ d }ritter agrE€ment

Only th€ assessrtenl on the cuiront t€ntativo aaaossmont roll can b€ griovod - you can't griovs
assegsrnents from prior y6ers.

2

Rather than detsrmining lhat your asg€$rnent is too high, yo{, mighl lind lhat your ptop€.ly ls
assessed basgd on iB markot valuo, br, the rost of lho cornrnunity ag a8sesEed at a lotyar l6vel of
assessment. A€ah. you sho{rld discuss lhi6 wilh your a6sossor. For oxample.

Ttlo(e is no cost lo griey€ an assessment and t does not rEquire you b hife a lauryer.



Outside ol Neu, York Clly rnd Nassau County, u!€ Form RP-52.1 Comdrlnl on Reel Prcpeiy
Assessmen to grieve ydrt assossrn€nt. Th€ fofm is avalablo trom oJr *Bbsilo (www.tax.nv.oot) or from
ywr assessor's office.

Nar York City residents - Contact tho New York C - ^'l '-.;9-.:.t 1 l
Nasssu County
516-571-2391

resrcc!'ls - Ccnlaa: :hal

Fil6 lho gnsvance form wlfi lh6 asssssor or lh€ boad of assclsmsnt revrew (BAR) in your city or town.

lf yoljr property B localed n a village lhat asse$e3 prop€rty, you will hsv€ two assessments. one for lhe
village and one for the tonn. To griove bolh assesgmgnts. you are rsquired to file a separats Form RP-
524 wlth both ths toln and villago. Gri€vrnca dsles br villagsr will vary from to\xn9 (se€ bekxrv) -
contact your village cbrt to delofmine it ygur vil6g€ irss€ssss property and for griovancr dstor (!e€
b6lorv

Dmdlin: for flling Form RP-524

Chsck with your assosso. to confirm Grievance Day in your communlty

Cltie3 and town! thrt 3har€.n as3esror can adopt dlflerent Gdevanca Days bstween tho
fourlh Tuesday in May and lha sacond Tuesday rn June
Naw Yort Ctty - the Assessment Review Commrssion meets throughout the year, bul comdaints
mu8t be filod by Marci 15 for Clsss Onr properti€s and Marci 1 for all other properties
Nraaau County - the Assossmcnt R€vierv Commlssion mr€'ls througho.Jl lhe yaar. but
complarnls must be filed by March I
Oth.r citlaa - datss vary, contact your ass€ssor or city clerk for the date
Suttol( County - town BARS mo€t on he third Tu6day in May
W.3tch$t r County - lown EARS meet on the third Tuesday in June
Vlllag.r th.t a.3.ar p.op6rty - typically, the 8AR mrets ofl lhe third Tuocdsy ot February;
how6vsr, dates can vary - chcct wlth your vtllaga a3s€rlor or villags cl€rk

Local Eovommant conltct infolmation rB avaihbls from our Muoicloai Prcflles '/Veb gaoe.

Non.rosidanl proparty ownars

ll you're a property o$/ner who dossn't reside in lhe municipality where you own property, you have
additional rights rshlod to grloving your asaeremcnl:

3

Flling the grievance lorm

ln nrost communitros. the deadline for subminrng Form RP-524 is Grievanca Oay (se€ b6lrw). It ytu meil thg
form, rl must b€ rec€rved by the ass€ssor or BAR no later than Grrevan:e Day. lf you do not file lhe form by
the deadline you will loSe tf€ opportunity lor adminislrative aM ludicial revew of your assessment thrs year.

Grievance Oay is lhe deadline for submiffng Fdm RP-524 and the day lhal thc BAR mects to hsar
complaints. ln most communities. Griovance Day is the fourth Tuesday in May. Ho!,v6var, tharc al6
exoep0ons



Yot./ can file a wdtsn ,eqriosl tor I list oa your proptrty, ttro arso$6d valu€, and ths tim6 and
phca for hearing yrevances. lhe requesl musl b€ m€d€ no lster than 15 days prior to Tentativ€
Roll Date. (Teritalive Roll DBte rs May 1 n ,nosl csmmunitica bul coflfrm the det6 s,lth your
assessor - aho sca o(Jr Fopsrtv lal q.alelrdlr WSl, paSd. Th6 assossor musl mail lhe

'nfonn€tion to you no lator than ,ive days aftar tho complstion ot tha tcntawo aaso$mont rof,.

A no.r-rosUenl o^'ner can requ€sl a date atte, Grbvance Day for the gnevance hearing bul musl
subm( Form RP-524 on or before lhe regulafly scheduled Grsvance Oay. Reguest must be
made to lh€ BAR or to the assessor on (x belore grbvanc€ day and lhe 8AR must set a date no
later than 21 days after griovance day lor the hoaring.

Stipuhling to an aise3imenl rducllon

On or prbr to Gnevarice Day. you and the Gsessor may stryulate to a reducsd Gsessmonl ol lh€ value
of your propeny- To do so comdels End s€n Parl Sx ol Form RP-524. B€ sure to rsc€lve a copy o{ the
signod stipulation ,or your r€cords.

lf lrou snl6. rnlo a stipulalion, you may nol ask lhe board dl assessm€nt raview for a further redudron in
your a6sos6m€nt lf the agr€d upon assossmoot appoars on the firal ass€ssm€nl rof,. you will nol bs
a$owed to seek a lc,.vor ass€s3mant thrDl€h judi:ial review.

App€aring belore lhG BAR

Tho 8AR consrst6 of three to five membors appoint6d by the city council, town board or village board. The
BAF cannot include the ass€ssor or any slafr from the assesso,'s oflice. Assessors, however, are
requirod lo attond all formal hearings of the bo d and have lhe nghl io be heard on any cdndaint.

You hsv6 the nght to .tiard thr harring of ho BAR and lo progqr( stabrn€nts Sndor documentatiori in
supgort of )ro..rr gdevanca. You rniy Eppear p€rsonally. with or withq.rl your dtomoy or olher
rBp{6s€n tativ€.

lf yoJ chooso to b€ represenled by you, atlonroy or olhet representalive. you must aulhorizs that person
to appear on yor.rr betulf (see Pa,l Four of Form RP-524!.

Ttre BAR may requirc you or your repre3entaliv€ to appear p€rsona[y, or to Bubmi] addilionel oyldsncc. ll
you rcfuse to appoJ or ansrear any matorial quaslion you will not b6 aoli[ed lo a .sdudion in
ass6ssmont.

Notirication ot tha BAR s d€crsion

lf you don't recoive the rellef, you rEquo3tod

ll you arB dBsatisli€d wifi tho d€cision of the BAR, you may soe* iudiciel revaoyv of your ass6ssm€nt via

&nall Claim! Ar363m.nt R.ylow (SCARI - only av{ilable to:
tr Prop€rly owncrg who lvg in lheh o'ro. two or lhr66 famrly dwclling€ lhat aro u3ad

erdlsivgt fo. resider ial puiposes, or': Owners of vacanl land that is not o, sufiicionl size to conleln a one. two or hree family
cfuYolling.
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You will receave a notice d tho board'3 det€minalion (exc€pt whore th6 board refllico a stiplat d
assessmont - se€ b€low) The notL, mual contain a slal€moot ol the reaBons lor lhe boards
doEmlnaUon.



o Requares 130 liling tuo
o Info.mslion rcgardhg SCAR is available from hB Neu York SBte Unrfieo Coun System

Tu ortiorarl p.oc..dlng
c Commenced in N6w York Steto Suprome Courl poGuant to Artblo 7 of the Rosl Proporly

Tax La
c, Wc hlghty rccomrr.nd you conltcl a prtvata dtorncy.

Deadlino lor judicial roview

SCAR md tax c.tliorari procaodings must bo iniiirted withln 30 dayg ol th6 filing of the final Esg€sgment roll
or notice o, sudt filing, whichever is later.

COMPLETING GRIEVANCE FORM RP.524

You can comphte Form RP.524 Comptainl on Rcal P/opefty 4ss6ssrrent yorrBolf or yout 6pr.6antativo
or attornoy car coanplote it for you.

Part One . Gen€ral informallon

Lin€ 5 - You can find your propsrty idsntifrcation infometon o{r your propody tar billot the ass€ssmeol
roll.

Line 6 - You'll lind your land assossmenl and toial asso3ament on th6 aascasrflcnt roll or a notica tom
your a$essor's office. Note that you can't grieve lhe land assessment - you cir.l mly gricvc lh6 lclal
assessment.

Llna 7 - D€tormrno th€ mrk6t vahJ€ of your praporty based on sosrcts of infonnation cugg8sted on RP-
524,Paft ll. Rernember tiat your estimate of tho rflarket valuo of you' proparty shorjld bo be3€d on your
property's valuo ar o, the Vafuat,on Oats, whict ls July 1 ot lhe prior y€ar in rnosl muniopdities, You
should b€ caroful whsn dsterminlng how mudi of an agscsSmcnt raducdon to rcquesl bacause you may
be precluded from obtaining a groater reduc{lon than the amount you roque8t, even if cltcum8lanco8
should show thal a hrg6r rcduction i6 warrantad.

P.rt Two - V.luc ot prop.rty

ln order to qualry br a roducod asto6cm€nt, yorJ will neod lo prorrr to lha stu3tac{on ol tha BAR that
your proporty i6 cunonlly ovar-asaersed. This r.clion giv.s yo! the opporlunity lo provlde infdtnation
thal supporls a lowsr a3ssssm€nt.

For homeowners and owneB of rnost r€sid€ntial properths. th8 b€st rvay to support your case b by
providing sal€g ol compEr8blg paop€rti€s wh6ra the sales pnces are low€r then the 6$essor's estimated
martet value of your property. So€ how to esumate lhe markel value of vour home.

5

Lrnes 1 through 4 ars selr€rglanalory.



Parl Threc . Grounds ,or complalnl

ln this section, you will make your case for reduced assessmenl by demonshating that
your property is assessed either:

at a highar l€vel of assasEmsnt lhan lha resl of the community (Unsquat - Oplion A)
higher llran lhe adual markel value o, your prcpedy (Ercessrve - Option 81)
too hirh bocilus6 an .xdnptbn has b6en impropedy deni6d (ExceBsive - Oflion 82)
loo high becsus€ a traositirn assessrnent was inacd.lrately c8lcubted (Excossivs - Option 83)
rn a way lhal b contary to th€ law (Unhurnrl - OpUon C)
m the wrong class in a co.nmunity lhat uses hom€slead and n_o_rrtlq!9-s.!gqEL tax rlllej
(Misclassficatbn - Option D)

Oeta{s of e8ch option are b€low:

A. Unoqual Asso3smcnl

Yolr c8n claim uncqual a$eslrnent if assessments in yo{Jr clly. town or villagE are nol at 100% of
markel value and your propedy is assess6d at a high€r p€rc€ntag€ of vabo than the evorao€ of
allother propertres or all other residontid proponiss on tho same ass66sm6nt roll.

To d€rmnstrato lhat your property is unsqually ass€ssed, tirst determne 6n estarnato of th€
market valus ol your prop€rty as dsscribsd aboi/e. Thsn d€tcmino ths average lerl€l ol
assoss.nont (also known as lha unilom petudage of varua) at whEh all oth6r prop€rties a.e
ass€ssed on the sams aEsossmsnl roll. To esiablish the level of asssssment of your municipalily,
the tolbwrng figures wi be helplul:

res6enlial assessrnBnt ratio for lhe city, to}Tr s villago (avatlablo hom olJr Wob 3ite)
uniform p€rc€ntags of valuo listad on th€ asssssmenl rol

Ot those three optixrs, lho on€ lhat is the lowost will gonaraly ba of lhs groalest vdua in
determining lhe over-assessment of yaJr propetty

ln addilion, or alternatively, you may wish to geoerale your onn estimate ol your comtrxJnity's
lsvgl of assossn€fl1 tor erlher all proporty or rusl rosidantial grop€rty 6ing €ith€r

Market valu€s ard ass€ssrncr s d a sampla of other properlies on lhe samo assessment
rol
PurcrEs€ price and assessmer ol other prop€rties lhat have r€cently sold

Unrqurl t3t.trm.nt br.ad on th. .qu.lts llon rrl. - Otrc6 you .stabliBh ths value of yo.Jr
prop€dy aod tho lsvcl d aasossment at n hich other propertiG ar€ assossed, you can apoly lhe
l6vel of aasess.nent to your pmperty and cornpara th€ result lo your ass€ssmont. ll the result is
lowsr lhan your assessrnenl. you can rBquesl lhal your assessment be reducod to that lower
amount. For exatnpb

It you plove thc markot vab6 ol your proporty b 12O0,fi)O, an assessmenl of $15O,0m
wor.dd Bhow that your p.op€rty b a$ossed at 75% of rna*el value. lf you provs that all
other paoperly on avsrago is assessod at 50%. you could daim a reduction o{ your
asssssmonl to i100.000.

6



Unoqu.l a3roalment baBad on tho ro.identl.l aasoarmant ratlo - lf lrou oyrn a ona, if,o or
thrse lamaty rosil€ntial roal progsrty, you also have the opliorr of proving that the your groperty is
ataessed al higher lovel of a*sssment than the level o{ aata66rnont appliod to oth6r rBidBntial
properti€s on lhe same asses8menl roll.

ll you prore the value of your troperty is $200,000, an assas3ment of 31m,(m0 *ould
show lhat your prop€rty is as6€66od al 50% of rna.t6t value. lf you prov6 het sll othsr
rcsidenlid proporty i6 a3sess€d on the avorage at 25%, you may clalm a rcdudion of
your asses$nent !o 050,000.

8. Excesslva Arscssmant

1. tt your municrpglity is ass€ssing at 100% of matl(et valu8 and you b€levo youl as6essed
valu6 is groater lt!6n the full markat value of the property

2. lf you wgre denied I property t3x exemplion, s if you beligvs tho grsmptiofl was
calculated inconectly. lf you filed an oxGmption applicalirn wilh the ass6sor, indudo a copy of
the applicstion wilh yorr complainl. l{ you do not have a copy, you should request lhal ll&
assessor Bubmh ll to th6 BAR.

3. Citics, towns and vlllagas that uso homgsteed/non-homeslead tEx rates can adopt a
systsm of transdon assossm€rls. Th6 transltlon assossm€its pias6 ln ovor fiv€ yeats sll
incr€ases and decrsases ln assBased vsluatlons rssulting from a Gvaluation. lf yotr cily, tourn oa

villaga has adoplod transition ass€ssmcnt8 and you bc[sv. thal tha transition a3s€ssment lor
your proporty has been hpropert calc'rlat6d, you can daim an 6xcos3lvs tss.s8mdrt.

C. Unlawful A3ssssment

Unlarvlljl A6scasmcnl ls lhc option to chooso if you bolieve your prop€rty is Bsseseed in a wsy
conlrary lo the law Euch that your prop€rly:

1. stlould b€ wholv oxempt frofi prop€rty tarss because of its status aB a csrtain typo o,
organlzstlon or agsncy (e.9., cfiurcll€s, colleges, etc.) snd you submittod an applicatbn for such
an exomption

2. is located tolally outside the boundanes of tho clty, town, villag6, school dlstrict or special
district indicetod on th6 assessment rol

3. was assassed by somsoac llhsr than lhe asgessor or yolr assessment was ontarcd at
changGd afior thc tantatlvo assrssmont roll was filed

4. cannot be locatad from the doscription on the assessment roll

5. is sp€cialfsnchise property (utility pop€rty in the public right-of-way) and the asses$nent
exco€ds the llnal assaasmanl as dstermined by the DepSriment of Taxation and Frnance
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Once you dotermine the l6v6l ol assossmont of olher residcnual propertles you cen apply lhis
lavel to lhe valuo of your property. lf th€ resull i3 lowor tian your assos$rerit, l,()u can requBst
that your ass€ssmont b6 reduc€d to lhat b*€r amount. For axemple:

There are thro6 ca66s wh€re axcassiva as8cssmant is ths col?ecl oplion to usg:



O. misclassitication

lf your munlclpality u8€s homes-toad !!rj non-tlomelle4llllallqtCE, and you believe your propeo ts asse6s6d h
the ffong dass (oith6r 6,rtiBly or panirly), misclassfretion is th8 option to use.

Th€ homestead class includes:

. On€, two, or lha6e family residential parc€ls

. R63k ertial condo.riniufiE

. Maxod us€ parc€ls (r.e., used m psrl ,or resk €r ial pnrpolos End in p8n for non- residontid
purpos€s), if the p.imary uso is r€aadential

. Mobile homee End trailoIs, only it !h6y are o./ncrccupad end 8cparatdy assoss.d

. All vacant laald parceb, not exceeding tsn acres, whbh are localed in an assessing unil $tich hss a
zoning law or ordinanc€ in ef€ol, pmvi,ad lhat such parceB ar€ localed in a zone that does not allow I
resid€ntial us€ oorer lhan ftr one, lno or thre€ family dwslling resd€ntal real property

. Farm dwellingE

. All lend used in ag.i:ultural produclioa lhal 6 eli(iue lor an agncuf,ural assGsrnent and the owne{ has
lilod an annual apf*calbn for an agricultu(al assessrr€nt (Sec$on 305 or 306 of the Agriculture and
Martel Law)

. All f€rm buildinCa and strucluras ss deflnod in S€clion a83(3) of th6 Roal Pioporty Tax Lru

fhe non-horne6lead cb6s indudG all oth€r real property (e.9.. comrnercial. Industrial, sp€cial franchis€ and uuit
pro9o.ty, and Eorn€ vacanl hnd.)

Th€re are cases wfiere part of a property can ba cbssificd horn$toad and paat datsrfi6d non- homestoad. Fot
examplg. in tlE case ot a 'lOG.Ecre parcel. an agsessor msy cbssiry lhe residonc6 md sunounding 10 acass ag
resd€ntial whrle lhe rBst ls clasgifiod as non-homostead.

Pert four - Oertgnation ol rsprBrsntative

lf you designated gornoono b roprss€nt you befoae the BAR, th€n list your narne, yo{, reprosontatlvo's nam6, sign and
dale.

Part tiYr - Certificatlon

You or your representalive must srgn and date this secton.

Part sir - Stipul.lion

Only ccmplete this sochon if you and th€ assossor agrsed to a roduced as8ossrnont. ln th€so cas6, th€ 8AR is
axpacl€d to raliry th6 stipuldon. It you agro€ lo a stipulatbn and it b approved by the BAR, you will no longsr have lhe
right to iudiral rev€I/.

8



'l'( )\\;N ()l; I.l I.,,lr l('l'\'
ot

A Gr.et Pleca to Wo*, LNe end Pley

certity lhat I have completed and passed att pre-employment training by taking
the toltowing courses:

RBqulrcd Treinings:

1. HargssmentPrev€ntion

2. Workptace Viotence

3. Cycersecunly
4. Township Basics

5, Deatrng with Contticl
6. Rooerts Rutes

7. De-escatatron for Pubtac FacinS Employe€s

8. Fundamentats ol Locat Government

Prrnted Name Srgned Narne

Our illatlon Statemont
We prov,de ettective, |transparent and tesponsible

munrcipal setuice that promores lhe h,gnest standarcl of life lor our communiry.

I,



Plannrng Employe€
rill rn shaded arcas only

Employee Number _

Address

CMSI eEip'

repl

Fufl Tims
Part Tire
Seasonal
R€hrre

IIrI

EUEEEE!-tllfi!:Elx+:tilr
)er' )hons Numb€r

Oate ot Birlh

Job ldls/Pcrtbn

JHourly Rate: c'

Oate ol Hir6

lPensbn Plan Yes or Nc

ary

lll avaihbla R6tircmsnt RcOrstralon Numb€r' Rate 3ol.

Before lhrs apDhcation may b€ processed, the lollowrng torms must be submilted to the Pay.oll
Ottice beiore the begrnnrng ol the Payroll Penod etfectrng thrs empbyee T1e payroll clerk
wrll sa€thal all Dece8Eery forms arc til€d wth lharr rcapoctivc agoncras

Oated

Dated

qnalure

gnaturo

8a&,w for gayroll orfce we only u5e
Relrrement ln'ormgtrcn

NYSLRS IO 
'

{Ys lr-2104
Reqrslrat€n fl-9 lmmrgralron Form
Employmenl lrlstanceNYS RETIREMENT AFFIOAVIT

NYS Relir.mcnr Form Contriburtron Rate
Dat6 o, M€mb€rshioBaclground Check & Employnent ln

Orrecl Ceposn Enrollment Form
Emerqency Con'.act Form
Commrttee Oescnptron
ConllEl of lnterest & Ethicsl Conduct Pohcy
Social Nedia Use PolEy
Training Cerlilicatbn Completlon
Dept Contacl rnformation
Acknorvledqement o{ Recerpt

I
IIIIIIIIIIIII

Be ow lor oawo
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A Great Plece to Work, Liva and Plty

Ptanning Board

Meetin8 Schedule: 1'' Tuesday of each month at 7:00 PM and ss needed

Dogcription: Town ol Lrberty PtannrnS Board Liberty tO consist ol frve members appointed rn accordance wrth

I 271 ot the Town Lsw. Pursuant to S 271 of the Town Lsw. rhe Town Board ghatt, 0y resotutaon, desrgnate the
Charrporson of ths Ptanning Board of the Town ot Lib6rty. The Planning Board shalt have the powsrs granted to
Town planning boards under Anicto 16 of th€ Town Law.

Requirements

Att mombors ot the PtanninB Board shatl compty with the requi16ments tor anendance and training as set tonh in
th6 poticy p€naintng theroto as shatt b6 6stebtish6d and am6nd6d trom tlmo-to-rimc by r6solution of the Town

Board.

The costs otlrarnrng pursuEnt to thrs section shaLl be 8 Town chsrge lor which members ol the Planning Board

shall be feimbursed tor the costthoreof. providod rhat such costs havo beon approv€d in advanca bythB Town

Board.

Noncomptiance by I memb€r o' the PtennrnS BoBrd with the attend8nce and trsining requrrements ectablished
pursuant to this sectron shaLl ccnstitute prop€r and suftcient cBuse lor removal ol such mem0er trom office
pursuanr to Subdivrsaon 9 ot g 271 ol th6 Town Law. However, the feituro cf a member ot the P(annang Board to

attend as required and/or to obtein the regurred training shatl not, in the absence ot Town Board action, affect

such member's authonty lo serve on the Ptanning Board. or his or her aulhority to entertarn and voto on

apptications. or the vatrdity of hE or her acts as I P(enning Board member.

Attondanc6 Pollcy

Any member ot the Ptanntng Boarcl that does not attend at teast 2/3 ofthe scheduled meotings over a 12-month
p6nod can, after an inlerview with two (2) Town Board memoers. be removed from their positon by a marority vote

otthe rown Board. ln the event the member is unable to attend or wishes not to have 9n inlervaew, the Town Bosrd

may 166olve to ramov6 such m8mber from thsir position.

ln-Hous€ Trainlng Poticy

h-house training witt b€ conduct6d on a quanerly b8sis. Trarn ing witt be specific issu€s p€nin€nt to the Town of
Liberty and wilt counr towards thc4-hour annuat roqJiremBnt.

Our Ml..lon Stat.m.nt
We provide effective, transparent and rcsponsible

munrcipal seryice thot prcmotes the hi$hest standard ot life for our communifl.
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A Gt.f,rt Plrc. to Worrl Ltfi .N n y

Conftict of lnterost and Erhicat Conduct Polrry for Town Board Mcmbds

(Consistent with Article 18 of the Naw Yo* @n6,€l Municipdl Le w end thf Town ol LibattyCode ol
Ethics)

1 . Purporo

Pursuantto 9806 of the N€w York Gsn€raI Municapal Law Articte 18. the Town Bosrd ol theTown ot

Liberty recognizes that pubtic officaB and employees must observe rules ol ethical conducl in order to

meintain a high dcgree of moral condust anc, pubtic contidence in locaI govommBnt.

This potiry estabtish€s standerds gowrning confticts of rnterest 8nd ethicaI conduct forTown Board

members. These rules are inlend€d to guide off icaa I conduct and shstl not conf tict with, but shatl be in

addition ro, the prohibitions containsd in Anicte 18 ot the Generst Municlpat Law and other applicebte

laws.

2. Appticabiltty

This poticyapphes to stt elected andappointed officers and emptolees of theTownof Liberty. inctuding

members of tho Town Board and memberc of any admrnistrative board. commission, committ6€. or

agoncy ol the Town.

3. Ocftnitaon!

lntBrosl: A direct or indirect flnanqeUmateflal bEnEfit to a municip€t ofticeror emptoy€€ as ths resutt o, a

contrect with the municrpEbty.

A municipat ofticer or emptoyea is doamad to hava an lntcrcBt ln tha contracl of :

. Their spousc, minor chitdren, or drp6nd6nts

Our Hl$lon St.l.m.it
We provida dff6ctiva, transparent anct rcsponsible

munrceal se,vice thet prcmotas the highest standard of lile for our community,



. Alirm, pertnership, or association of which they are a memb€r or employee

. A corpolalion of which thdry6ro an otfic€r, director, or employee

. A corporation in which stock is owned or contmlled directly or indirectly by the officer or emptoyee

Municipat Officer or Employ€e: An orlicBr o] omptoye€ ot the Town of Libsrty, wlsthBr paid or unpeid,
including membe.s ol boards, commissions, or agencies of the Town,

4. Prohibitad lntera3ts ln l.luoiclpal contracts

Town Boerd membars shalt not have an interesa in anyconl.act urith theTown of Lib€rgwhen th6y have

the powsl or duty to:

. Negotiate, prepare, authonze, or approve lhe contract

. Authodze orapprove paymentunde, thecontrSct

. Audit bittg or ctisims r6tat6d to the contract

. Appoinr an off icer oi employee who hes such poweG or dutiBlr

Any contrect onterBd into in viotarion of thasa provisions may be nutl and void.

5. Disclosure of I ntererts

Any Town Board member orlown officer or omployee who psrticipates in discussion. givsg otliciat
oprnion, or acts on any tsglstation, contrect, orother mstterbefore theTown Board or anyTown agency

shstl pubticty disclose on the oflrciatrecord the nrturs and oxtont ol any dlroct or lndirect linancia( or
privato interBst lhay may haw ln the matter.

6. Standards of Ethicat Conduct

Gifts: Offlcers and empto)rees shatl not directly or indirec{ty soticil or sccept any gift valued at $75 or

more when it could rBasonsbly b6 interrsd lhst the Sitt was int€ndod to inttuence them in the
perlormance of lh6ir off iciaL duties or r€li,ard olficiat action.

contidenlial lnformation: Conlid€ntiat inrormation obtainsd in the courcs of official duties sha[[ not b€

disclosed or used for personat bene{it.

Representation Before Municipal Agencies: Oflicers and employees shell not r6c6av6 compensation for
servicas render€d in relation to any matter before a municipal agenc] o, which they a re e member, have

lurisdiction over, or have the authorityto appoint m6mb6rs.




