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INTRODUCTION 
 
 
This booklet was prepared by the staff of the Division of Local Services’ Bureau of 
Accounts to assist you in understanding and completing your annual reporting 
requirements, to explain the purpose of each report and to let you know what is done 
with the information you provide to us each year. 
 
The Bureau of Accounts has assigned a field representative to each community to 
work with you on all reporting matters.  We have offices in Springfield, Worcester 
and Boston where field representatives are assigned and perform the review of your 
annual reports.  Please contact them if you have any questions or need assistance. 
 
Thomas Guilfoyle of our Boston office, Andrew Nelson of our Worcester Regional 
Office and Deborah Wagner of our Springfield Regional Office manage our field 
representatives, act as field representatives themselves and are committed to 
ensure that your community receives prompt assistance. 
 
This is only an introduction to the Division of Local Services’ Bureau of Accounts.  
The Division is responsible for providing assistance and oversight in all matters of 
municipal finance.  We hope that you will contact us and we look forward to working 
with you. 
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Balance Sheet
 The Balance Sheet:
 illustrates a community’s financial position as of June 30;
 identifies a community’s asset, liability and equity fund balances;
 is used to calculate the amount of free cash (General Fund unobligated surplus) 

available for appropriation that is certified by the Director (G.L. c. 59, § 23).  
Communities may not appropriate from free cash until the amount is certified.

 has a target date for submission to the Bureau of Accounts of September 15, 
allowing the accountant sufficient time to ensure that the accounting records are 
properly closed and information is reconciled.  The Bureau may withhold free cash 
certification or may reduce the calculation for variances reported in Cash or in 
Outstanding Receivables.

 Certification of free cash requires completion and submission of the following:
 Combined Balance Sheet and Combining Balance Sheets for each fund type 

including individual fund balances;
 Detailed analysis of undesignated fund balance/surplus revenue;
 Year-End Checklist;
 Cash Reconciliation Form;
 Treasurer’s Year End Cash Report as of June 30;
 Schedule of Outstanding Receivables as of June30;
 Statement of Indebtedness as of June 30;
 Snow and Ice Annual Report;
 Audited financial statements if required by the Director;
 Other information as requested by the Bureau













Balance Sheet Checklist



Cash Reconciliation



Treasurer’s Cash Report



Report of Outstanding Receivables



Statement of Indebtedness



Snow and Ice Data Sheet



Tax Rate Recapitulation
 The tax rate recapitulation is a summary of a municipality’s spending plan 

and the proposed funding sources.  The Bureau of Accounts receives and 
reviews this form along with various other forms and schedules that are 
used as back-up documentation.

 The purpose of the tax rate process is to:

 Ensure that the community is levying taxes within the limits of Prop 2½;
 Ensure that real and personal property are values in accordance with 

guidelines established by the Commissioner of Revenue; i.e. fair market 
value;

 Ensure that the community has a balanced budget.

The Accountant/Auditor performs a major role in the budget process because 
so much of the information is derived from the accounting records.  The 
Accountant/Auditor’s role in the tax rate setting process is as follows:



1.) Notify the Assessors by August 1st of the prior fiscal year’s actual receipts (Chapter   
41, § 54A).  The Assessors report the actual receipts on page 3 (Local Receipts not    
Allocated), column (a) of the recap sheet.  By signing page 3, the 
Accountant/Auditor is certifying that the prior year’s actual receipts are correct and
the entries on page 4 (Certification of Appropriations and Sources of Funding) have
been examined and properly reflect City Council or Town Meeting action.  The
Accountant/Auditor does not attest to the estimated receipts on page 3, column (b).  

2.) Provide the assessors with a list of legally overdrawn appropriations, i.e. snow and 
ice (c. 44, § 31D) and judgments (c. 44, § 31).  If a funding source has not been 
provided prior to the time the tax rate is submitted, these items must be recorded              
on page 2, section IIB (Other Amounts to be Raised) of the tax rate recap sheet.

3.) Notify the Assessors that the Overlay is in deficit (C. 59, § 23), offset receipts 
deficit (c. 44, § 53E), and/or revenue deficit that occurred in the prior fiscal year.  
Items reported are recorded on page 2 (Other Amounts to be Raised), section IIB.

4.) Complete additional forms and schedules.

All forms, schedules and instructions may e found on our website at 
www.mass.gov/dor/dls/local-officials.

http://www.mass.gov/dor/dls/local-officials


List of Forms





A-1 and A-2



A-3 and A-4



B-1 and B-2



OL-1



Levy Limit and Letter in Lieu



DE-1



Tax Rate Recap pages 1 and 2



Tax Rate Recap pages 3 and 4



Schedule A
 Schedule A is an annual report for the fiscal year ending June 30.  It is a 

Statement of Revenues, Expenditures (expenses), Other Financing Sources 
and Uses and Changes in Fund Balance.  Schedule A also includes certain 
Balance Sheet account information.  This report is based on the funds, 
account numbers and classifications contained in the Uniform 
Massachusetts Accounting System (UMAS) Manual.  The Schedule A is due 
by November 30th.  Failure to submit the Schedule A on a timely basis may 
jeopardize receipt of your State aid.

 Submission of this report fulfills both your State and Federal reporting 
requirements.  The information in this report is added to the Department of 
Revenue’s Municipal Databank and is used by many State agencies, by the 
Legislature and administration for analysis of grant programs and similar 
purposes.  We also provide the data to the United States Census Bureau for 
use by Federal agencies.

 Upon final approval of your Schedule A by the Bureau of Accounts, various 
reports are available to your community through the Databank.  
Communities may obtain this data from the Municipal Databank’s website 
www.dls.state.ma.us.  This data many be helpful in the preparation of annual 
budgets and for comparisons with other communities. 

http://www.dls.state.ma.us/


Schedule A parts 1 and 2

 
 

 
 

 

 



Schedule A parts 3 - 6
 

 
 

 
 

 
 

 



Schedule A parts 7 - 12



KAR – 1 and Logical Edits



State House Notes Program – Accountant’s Letter



Advance of Funds in Lieu of 
Borrowing

 The Advance of Funds in Lieu of Borrowing Report form is initially 
completed by the Treasurer.  It is used to report to the Bureau of 
Accounts any interfund borrowings done as an alternative to borrowing 
in anticipation of bonds or receipt of grant funds.

 Prior to the end of the fiscal year, the Treasurer and Accountant/Auditor 
should review the status of all outstanding interfund borrowings.  If the 
payment for reimbursement of grant funds is not expected by the end of 
the fiscal year, the Treasurer should issue State or Federal grant 
anticipation notes prior to June 30th and repay the advance as required 
by statute.  The Accountant/Auditor enters the date of the repayment on 
the form and forwards a copy to the Bureau of Accounts, Public Finance 
Section.  A copy should also be maintained by the Accountant/Auditor 
as part of the financial records of the municipality or district.





Community Preservation Fund 
Report

 The Community Preservation Fund Report is a statement of revenues, 
expenditures and fund balances summarizing the activities of a 
city/town’s CPA special revenue fund for a specific fiscal year.  This 
report shows the detail fund balances available for recommendation by 
the Community Preservation Committee.  The report is submitted by the 
Accountant/Auditor in communities that have adopted the Community 
Preservation Act (G.L. c. 44B).  The form is used by the Bureau of 
Accounts to help ensure that the amounts reported as available funds 
on the Schedule A-4 submitted with the Tax Rate Recap sheet were 
available for appropriation at both annual and special town meetings.  
The report is due by October 31 or at the time the tax rate is submitted, 
whichever is earlier.  The amounts reported on the form are also 
checked to the Balance Sheet.  The forms are submitted through the 
Gateway system.



CP-1 and CP-2 (Revs and Exps)



CP-2 Fund Equity



DIVISION OF LOCAL SERVICES 

 
Senior Deputy Commissioner of Local Services - Sean R. Cronin  

(617) 626-2300    Fax:  (617) 626-2330 
P. O. Box 9569, 100 Cambridge St. Boston, MA 02114-9569 

 
Bureau of Accounts: 
Assists cities, towns, counties and special districts with audits, accounting and treasury 
management.  Certifies free cash and tax rates.  Director:  Mary Jane Handy 
 
Bureau of Local Assessment: 
Supervises property valuation and assessment with the goal of ensuring fair and uniform property 
taxes.  Also, oversees implementation of the classification amendment.  Bureau Chief:  Joanne 
Graziano 
 
Bureau of Municipal Finance Law:  
Answers legal questions regarding municipal finance and taxation.  Provides advice and 
assistance to the Bureaus and the Deputy Commissioner and reviews and approves 
interpretations of the law and policy.  Bureau Chief: Kathleen Colleary, Esq. 
 
Municipal Databank/Local Aid Unit: 
Manages local aid distribution and the Municipal Databank.  Unit Director: Lisa Krzywicki 
 
Technical Assistance Bureau: 
Coordinates the Division’s technical assistance and management consulting reviews for 
communities.  Bureau Director: Zack Blake 
 
Information Technology Unit: 
This Unit is responsible for providing technical support to the Division's Bureaus and to local 
governments.  Unit Director:  Kirsten Shirer 
 
Regional Offices: 
 
Springfield:           436 Dwight Street, Room 401, Springfield, MA 01103 
                              (413) 452 - 3800    Fax:  (413) 452-3989 
 
Worcester:            67 Millbrook Street, Suite 330, Worcester, MA 01608 

(508) 792 – 7300   Fax:  (508) 421-2310 
 
DLS Regional Manager and Director of Strategic Planning:  Robert Bliss 
 
The Division’s website can be found at http://www.mass.gov/dor/local-officials. 
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