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Schedule A Improvements:

Direct Upload - no conversion step
Form redesign - reduced scrolling
New User Review form

Enhanced Print options

New Approved/Not Approved report



Landing Page |

Information on the Schedule A Landing Page

Tracking : Certification : Taxrate: District Taxrate | Schedule A LA-3 | Misc Forms ;| MDM: Directory : Licensee | Provider : Legal: Other Apps : Corp Book | Security | Admin

= Schedule &
Upload Escel Scheduls /
User Review Form
Part 1 G/F Rav
Part 2 G/F Exp
Part 3 Spacial Rev
Part 4 Cap Projects
Part 5 Enterpriss
Part & Trust
Part 7 Agency
Part & Persannzl
Part 9 Cash & Invst
Part 10 Debt
Part 11 Fund Equity
Part 12 Final
ApprovaliSubmittal
FAR-1

= Schedule A Reports

Approvals/Mon-Approvals

=

Schedule A
Schedule A

Schedule A

Allows you to enter or upload Schadule & data, to view and print reparts for analysis and error checking, and to respond to questions raised by your BOA Fisld Representative,

More Information about Schedule A

General information and guidance on Schedule A can be found on the Bureau of Accounts” Schedule A Web page. The Excel version of Schedule A is available on that page.
SCHEDULE A - GATEWAY MODERNIZATION

The Schadule A module was updated as part of DLS's angoing Gateway Modarnization initistive on March 25th, 2017,
Changes in the Madernization include:

= A naw Upload program that eliminates the file conversion step, Data can now be uploaded directly from Excel, without conversion, Please note that this requires the use of a new Excel template that has
na priar year data and no longer includes macras.

= Scresn redesign to reduce scrollingy tzbs are now used to display more data on screen without the nead to scroll down repaatedly.

» Addition of 3 User Review Form that consaolidates all error messages, logical edits and comparisons on 2 single form. Vou must respond ko all failed edits on the User Review form in order fo
submit pour Schedule A

s Addition of 3 Print AN Forms option on Part 12,

More information an Schedule A Madernization can be found an the Bureau of Account's Schedule A Web page and in the February 16, 2017 edition of DLS's City & Town e-newsletter,

Pleasz note that you must use the new template to upload Schedule A data. Dats can ako be enterad directly into Gateway, Please contact your Bureau of Accounts Field Representative for maore
infarmation or assistance,

Download Excel Schedule A template

 Download the Excel Schedule A template
« Guidance from the Bureau of Accounts
* Frequently Asked Questions (FAQS)




Landing Page |

Frequently Asked Questions (FAQS):
Solutions to common problems

Division of Local Services Gateway

Taxrate Schedule A LA-3 Misc Forms Directory Licensee Provider Security

= Schedule A Schedule A
Upload Excel Schedule &
User Review Form Schedule A
Part 1 GfF Rev -
Part 2 GIF Exp
Part 3 Special Rev Schedule A
Part 4 Cap Projects Question
Part 5 Enterprise v If I upload data from the Excel Schedule A, can I make Allows you to enter
Part & Trust changes in Gateway?
Part 7 Agency Yes. Uploaded data can be edited in Gateway until the More Informatio
Part 8 Personnel Schedule A is submitted.
Part 9 Cash & Invst w I'm having trouble uploading my Schedule A. How can General informatio
Part 10Debt I get help? SCHEDULE A - GA
Part 11 Fund Equity Please call DLS IT Support at 617-626-2350 for assistance
Part 12 Final with uploadi - i The Schedule A mo
) ploading Schedule A. You can also send an email to |
S BV DLSITGroup@dor.state.ma.us and someone from Support o Anew Upload p
KAR-1 will contact you. that has no prio
= Schedule A Reports , , , = Screen redesign
Approvals/Non-Approvals » Do I have to sign and submit each Part in Schedule A? « Addition of 2 Us
» Do T have to use the Excel version of Schedule A7 your Schedlule A
= Addition of a P
» I submitted Schedule A and I need to make a correction, but
the form is locked. How can I get it unlocked? More information o
» How do I respond to BOA's questions about my Schedule A?
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* You must use new template file (from Landing Page or DLS Web.)
» Direct upload, no conversion required. Choose Excel file and Upload.

Tracking : Certification : Taxrate : District Taxrate LA-3  Misc Forms: MDM : Directory : Licensee : Provider: Legal : Other Apps  Corp Book

Help Mode Schedule A
= Schedule A Upload

D Status: NO STATUS FOUND

Liser Review Form
Part 1 G/F Rev AMESBURY - 007
Part 2 G/F Exp

Part 3 Special Rev

Jurisdiction | Amesbury - 007 ¥ |Fiscal Year | 2016 v

Part 4 Cap Projects
: st Download Schedule & Excel template
Part 5 Enterprise
Part & Trust :
= Choose File | Mo file chosen Upload
Part 7 Agency = "1

Part 8 Persocnnel
Part 9 Cash & Imvst
Part 10 Debt
Part 11 Fund Equity
Part 12 Final
Approval (Submittal
KAR-1

= Schedule A Reports

Approvals/Mon-Approvals

2017 Commomaealth of Massachusetis
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Excel file is now in generic 2010 format, with no macros or extra sheets
No prior year data; template will not change from year to year

; A B c D E F G H

| 1 Special Revenue Funds |Federal Grants

[ Federal

Account Federal Emergency 5
Number ltem Description General Federal Management |Federal Culture||
3 Government | Federal Public | Federal Public Education Agency & Flecreation

2 Grants Safety Grants | Works Grants Grants (FEMA) Grants

3 REVEMUES

4 4100 Taxes and Excises

5 4200 Charges for Semices |
6 4500 Federal Revenue E
i 4600 State Revenue §
N 4300 Miscellaneous Revenue |
9 4820 Earnings on Investments E
10 |TOTAL REVENUES 0 0 0|
11 OTHER FINAMCING SOURCES

12 4910 Bond Proceeds |
13 4970 Transfers From Other Funds |
14 4530 Cither Financing Sources E
15 TOTAL OTHER FINANCING SOURCES 0 0 0
: TOTAL REVEMUES AND OTHER
16 FINANCING SOURCES 0 0 0f
17

44 M| Partl ~Part2 | Part3 ~Part4 ~Parts - Part6 Parts 7-8-9 Part 10 Partll KAR-1 .~ ¥1 |I| 4




Form Redesign ||

Tabs: reduced page size, less scrolling

Tra

= Schedule A
Upload
User Review Form

G/F Rev

Part 2 G/F Exp
Part 3 Special Re
Part 4 Cap P
Part 5 Enterprise
Part 6 Trust
Part 7 A
Part 8 Personnel
Part 9 Cash & Inust
Part 10 Debt
Part 11 Fund Equity
Part 12 Final
Approval {Submittal
KAR-1

= Schedule A Reports
Approvals/Non-Approvals

ing: Certification  Taxrate District Taxrate LA-3 Misc Forms MDM: Directary : Licensee ‘ Provider Legal Other Apps:Corp Book Security Admin

Schedule A Part 3 LH ol
0
Special Revenue Funds and Expenditures - Federal Grants (FGo1) o

Status: NO STATUS FOQUND
AMESBURY - 007
Jurisdiction | Amesbury - 007 ¥ | Fiscal Year 2016 v

g S LVRC R i (Ge M | STATE GRANTS (SG01) (| RECEIPTS RESERVED FOR (| REVOLVING FUNDS (RF01) || OTHER SPECTAL REVENUE TOTAL ALL SPECTAL

APPROPRIATION (RAO1) (oso01) REVENUE FUNDS AND
EXPENDITURES

Federal Grants (FGO1)

Community oOther Housing
n,fgt' Item Description Go(:‘é:ﬁrrrﬂnt Public Safety Public Works Education F':d:_ar:tal I SLEE ZTE Development and Urban Other Total
- e AT ws) e Block Development

REVENUES

4100 Taxes and Excises
4200 Charges for Services
4500 Federal Revenue

4600 State Revenue

4800 Miscellaneous Revenues
4820 Earnings on Investments
TOTAL REVENUES

OTHER FINANCING SOURCES
4910 Bond Proceeds
4970 Transfers From Other Funds

4990 COther Financing Sources

TOTAL OTHER FINANCING SOURCES

TOTAL REVENUES AND OTHER FINANCING
SOURCES

EXPENDITURES
5100 Salary and Wages
5700 Expenditures
58004 Construction
58008 Capital Outlay

5800 Debt Service

TOTAL EXPENDITURES




Print buttons Form Redesignl.

Print: creates PDF using data on currently displayed tab only
Print All Tabs: creates PDF with data for all tabs
Schedule A Part 2

General Fund Expenditures - Public Works (400)
Status: NO STATUS FOUND

HARDWICK - 124 2017

Jurisdiction | Hardwick - 124 \v| Fiscal Year 2017 v

GENERAL GOVERNMENT || PUBLIC SAFETY (200) || EDUCATION (300) |[{2l k(8 00 <100l | HUMAN SERVICES (500) CULTURE AND DE
(100) RECREATION (600)

Public Works (400)

-~

Acct. Object of Hwy [ Streets Hwy [ Streets Waste Sewer Water Parking

MNo. Expenditure (snow/Ice) (Other) Collect/ Disp Collect/ Disp Distribution Garage

5100 |Salary and Wages
5700  |Expenditures
58004 |Construction

S5800B |Capital Outlay

TOTAL

[Sa\re] [Print] [PrintAlI Tahs]




Form Redesign ||
Use Part 12 to:

Schedule A Part 12

Final Approval/Submittal S | g N an d
Status: NO STATLS FOLUMND S -
ubmit
HARDWICK - 124 2017
Jurisdiction | Hardwick - 124 | Fiscal Year 2017 v
Comments - add comment Ad d a.
Comments | General

No comments to display. CO m m e nt
Current Documents - upload new documents

M Acti 1 1

ame on Print entire

Mo documents to display.

Signatures SChed A
Town Accountant (Parts 1'12
[] check to add signature and KAR_ 1)

[Sa\.re] [Submit] [Print] [PrintAlI Furms]




User Review|il§

= Schedule A . _ _
New interactive User Review form

Bureau of Accounts business rules are
applied in User Review

Part 2 GfF Exp
Part 3 Special Rev
Fart 4 Cap Projects
Part 5 Enterprise

Encourages real-time interaction

Part & Trust between BOA Field Advisors and
Part 7 Agency municipal finance staff

Part 8 Personnel

Part 9 Cash & Invst 2 tabs

Part 10 Debt e _

Part 11 Fund Equity Log ical Edits

Part 12 Final " '

ool ebita Prior Year Analysis

KAR-1

(PRI{!IR YEAR A HAL‘I"SIS}

=l Schedule A Reports
Approvals/Non-Approvals

Logical Edits

Passed 11 of 11 Logical Edits for FY 2016
No failed edits to display; all edits have passed validation. Click Show All Edits to view the complete edit list.




User Review||l

Logical Edits tab:

« Displays the items that don’t pass BOA business rules
« “Condition to Pass” shows how to change Fail to Pass

Schedule A User Review L”e'
. og
Schedule A User Review . .
e Show All Edits toggles between Failed
i Only and All Edits (passed and failed)
Jurisdiction | Belchertown - 024 ¥ |Fiscal Year | 2016 v y p
BOA Field Advisor: Wa Deborah
PRIOR YEAR ANALYSIS
Logical Edits
Passed 7 of 11 Logical Edits for FY 2016
Edit # Process cs"g{_ﬁzt Current FY Value Condition to Pass Comments
1 Total Salaries And Wages Must Be Greater Than Zero. @ Fail 0|Part VIII = 0 Comments...
2 Total Number Of Employees Should Be Greater Than Zero. @ Fail 0| Part VIII > 0 Comments...
3 Total Cash Should Be > 0. @ Fal 0| Total Cash should be = 0 Comments...
: Current| Current Assets VIL | Current Liabilities VII Difference % Change
Edit # Process Status A (B) (B- A) (B-A)/A Comments
6 Total Assets Ending Balance Must Equal Total Liabilities @ Fail 203,480 203,484 4 0.00 Comments...
Ending Balance.

Print All Forms
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Prior Year Analysis tab:

Displays the items that exceed BOA's allowable % variance

All variances are 100% until data is entered (don'’t panic)

LOGICAL EDITS | [iile s U ETR 3 Y

Prior Year Analysis

Part # Proreas %L;;rte;:;t PFY(A %l]14 CFY(*Bgl]lS Di[l’llaereﬂn)ce (;Af Rl)fffﬂ o
I Personal Property Taxes . Fail 24,455 86,977 32,522 59.72
1 Other Taxes @ Fail 9,733 36,566 26,833 275.69
1 Total Licenses, Permits And Fees @ Fail 16,923 8,683 -8,240 -48.69
1 Total Federal Revenue @ Fail 14,338 0 -14,338 -100.00
1 Total Revenues From Other Governments @ Fail 2,789 0 -2,789 -100.00
1 Total Fines And Forfeitures @ Fail 14,145 1] -14,145 -100.00
1 Total Federal Grants Revenue @ Fail 615,100 137,203 -477,897 -77.69
1 Total Federal Grants Expenditures @ Fail 615,100 135,956 -479,144 -77.90
1 Total State Grants Revenue . Fail 290,900 723,581 432,681 148.74
1 Total Revolving Funds Revenue @ Fail 16,572 51,377 34,805 210.02
m Total Revolving Funds Expenditures @ Fail 9,226 23,841 14,615 158.41
1 Total Other Special Revenus Fund Revenue @ Fail 42,686 15,405 -27,281 -63.91
VI Total Trust Fund Revenue @ Fail 33,800 8,880 -24,920 -73.73




Schedule A Part 12
Final Approval/Submittal

v

User Review||l

w Comments must be entered for all failed edits in the User Review Form. I

Condition to Pass

Part VIII = 0

Part VIII = 0

Total Cash should be = 0

Comments

Comments...

Comments...

Comments...

Enter a comment
explaining every
failed edit in both
Logical Edits and
Prior Year Analysis

You must enter a
comment for every
failed edit prior to
submitting Schedule
A (from Part 12)




User Review||ll

Do not use Part 12 to explain variances or edits

Comments

Comments

Prior Year Analysis Part 1 Total Licenses, Parmits, and Fees The majority of the difference, $ 702,661
wias due to an increzase of Building Permits, FY15 $ 985,694, compared to FY16 $1,688,355. This was
mastly dug to the development in the Myles Standish Industrial Park. Part I Total Other Financing
Sources The Clty did a major refunding of bonds in FY16. which reflacted by refunding of bonds of $
15,043,923, minus payments to Refunded Bond Escrow of ($15,177,740), which netted to the
($133,817) Part III Total State Grant Expenditures State Education Grants expenses decreased in FY16
to $ 1,868,933 from $ 3,300,686 in FY2015 due to 3 decrezse in spending in the Circuit Breaker
Sccount Also, there wers no capital Expenses if FY16, whereas FY15 has § 646,276 duse to
improvemants to Hopawell Park, and Downtown Sidewalk Improvements Also, in Other State Grants
there was 2 decrease in FY16 of $ 48,251, compared to $ 912,721 in FY15 duse to work at the Airport
in the Mass Asro Grant Part III Recsipts Reserved for Appropriztion Revenue In FY16, the City sold
some Real Estate which resulted in 2 § 500,000 increase over FY15 Part III Receipts Reservad for
Approprizted Expenditures In FY16 the City had an increase in Insurance Reimburssments expenses of
& 200,591 over § 46,956 in FY2016 Part IV Total Capital Projects Revenue In FY16 the City received §
019,389 in Chapter 9 Reimbursements over $ 1,916,451 in FY2015. This was dus to the majority of
the FY16 reimbursement reguests were not processaed until the end of FY2016, and therefore not
received until FY2017 Part VI Trust Fund Revenus In FY2016 the City received § 499,275, over §
113,335 in Other Trust Funds. This was dus to the additional reported of Affordable Trust and Law
Enforcement Trust in the Trust Funds, which total




User Review||ll

Explain each variance separately

Prior Year Analysis

Part # Process Current " Di{{fﬂ“]“e Comments

I In Lieu OF Taxes @i -21,403 -43.17 | RECEIVED EXTRA LATE PAYMENT IN FY15
I Total Charges For Services/Other Departmental Revenues 9 2,369 1,550 26| NOT MATERIAL
I |Total Public Works Expenditures @i 357,720 -261,421 PURCHASE OF GRADER IN FY15

I |Total State Grants Revenue @i 10,789 16,153 5,364 NOT MATERIAL e

I |Total State Grants Expenditures 9,282 14,139 4357 NOT MATERIAL
I |Total Revolving Funds Expenditures ® 19,425 34,227 14,802 NOT MATERIAL
111 Total Other Special Revenue Fund Revenue 2,574 4,843 2,269 NOT MATERIAL Commen

I |Total Cther Special Revenue Fund Expe 3,204 ™ -2,523 NOT MATERIAL
IV |Total Capital Project Revenue 1,116,362 541,756 574,606 RECEIVED STRAP GRANT IN FY15
IV |Total Capital Project Expenditures 1,306,239 307,308 -99g,841 EXPENDED STRAP GRANT
VI |Total Trust Fund Revenue 7,477 67 -7,410 NOT MATERIAL o




Using Comments

Condition to Pass

Part VIII = 0

Part VIII > 0

Total Cash should be = 0

Comments

Comments...

Add/Edit Comments for Edit #1

Total Salaries And Wages Must Be Greater Than Zero.

User Review||ll

Click the Comment
button to add an
explanation (popup
box will appear)

Comment ||

(Save Comment] (Cancel

Mo comments to display.

Comments
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« Additional comments can be added
« Existing comments can be edited or deleted

Add/Edit Comments for Edit #1

Total salaries And Wages Must Be Greater Than Zero.

Comment ||

Is Community Accessible [_]

Edit and Delete apply to

[Saue Comment] [Cancel] your own com mentS on |y
Is Community

SIS Accessible
Positive. No money, no problem. o
Comment by: Paula L. Roberts | 6/12/2017 3:22 PM
That's somewhat unusual; are you sure? 4 ’Edit] ’DE'EIIE]
Comment by: Henry Williams | 6/12/2017 3:20 PM
We don't pay any wages; everyone here works for free. v
Comment by: Paulz L. Roberts | 6/12/2017 3:09 PM
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Conversations relative to edits are displayed on both the
Logical Edits and Prior Year Analysis tabs

To see the full text of all comments,
click the Comments button

([ea(@Rdn1N | PRIOR YEAR ANALYSIS

Logical Edits
Passed 8 of 11 Logical Edits for FY 2016
Edit # Process %l;;rtf:;t Current FY Value Condition to Pass Comments
1 Toftal Salaries And Wages Must Be Greater Than Zero. §ri 0|Part VI = 0 Positive. No money, no problem,
That's somewhat unusual; are you sure?
We don't pay any wages; everyone here works for fr...
2 Total Number Of Employees Should Be Greater Than Zero. U Ll 0 |Part VIIL = 0
3 |Total Cash Should Be > 0. 9 0|Total Cash shouid be > 0




Approved/Not Approved Report|

Lists Approved communities first, then those still in process

MASSACHUSETTS DEFARTMENT OF REVENUE
DIVISION OF LOCAL SERVICES

Schedule A Approval/ Non-Approval Report - Fiscal Year 2016
Fiscal Year 2016

Communities With Schedule A Approved
Sorted by Date Approved

ﬁpplr‘. Jur. Code Community Name Date Submitted Date Reviewed Date Approved BOA Advisor
an
1 120 Hampden 081212016 08122016 08122016 Podolak, James
2 076 Dighton 08/23/2016 08/302016 083072016 Guilfoyle, Thomas
3 123 Hanson 081712016 08302016 082072016 Dimunah, Martin
4 146 Lakeville 08222016 08/302016 083072016 Dimunah, Martin
5 006 Alford 09/092016 09/092016 09/09/2016 Podolak, James
6 218 Norton 09132016 091372016 09/14/2016 Dimunah, Martin
7 113 Great Barnington 0972712016 092772016 092772016 Podolak, James
8 065 Cohasset 09/01/2016 092372016 092772016 Dimunzh, Martin
9 001 Abington 097232016 092372016 092772016 Dimunah, Martin
10 169 Marion 09/16/2016 092172016 092772016 Curtis, Jared

Number of Communities Not Approved: 16
Number of Communities Approved: 337



=l Tax Rate - BLA
Omitted & Revised
Assessment Report
LA-134
LA-4
LA-13

=l Tax Rate - BOA
A-1 Offset Receipts
A-2 Enterprise Funds

——Ferobrir oo

A-4 CPF

B-1 Free Cash
B-2 Other Funds
OL-1 Creerlay
DE-1

Tax Title

Lewy Limit

Release 5 — June 25" |8

Municipal Modernization: revisions to
— Tax Rate, Certification, Schedule A

DLSLaw Library: Public Search

Public Reports and Database Free Cash Calculations Beginning in FY14
¥ Municipalities with Approved Tax Rate » City & Town Free Cash

¥ Municipal Fiscal Year Recaps ¢ District Free Cash

¥ Municipal Proforma Recap b Regional School District Excess & Deficiency
k Municipal Levy Limit - - -

» Distri L_f'g I_,”tl;""ippl_ow i Tax Rate Services for Authcrrlz_ed Local Officials

» District Fiscal Year Recaps » Tax Rate Recapitulation .

b District Pro Forma Recap b Schedule A Annual Revenues & Expenditures
b City/Town Official Directory . L’Q‘B Real Estate Sales )

» LA3 - Parcel Search b Miscellaneous Accounting Forms

¥ Corporation Book On-line Search

b Search DLSLAW Library
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DLSLaw Library: Public Search

Legal System
Product Search

Product Number

Title

Keywords

Statutes

Cases

Summary

Last Action Date: From

Product Types

(Format XXX-YYYY-999 where XXX = IGR, BUL, or LFO and YYYY = year)

Include Exclude
Title

Keywords
Statutes
Cases
Summary

To

| --Select a Product Type - ¥ |

|Search| [clear Search €

—Select a Product Type ' IGRs and Bulletins 2016-2017
i will be released first

Local Finance Opinion T
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CLOG IN
Enter your User Mame and Password. User account Changes
User Name |
Password Strong Password requirement:
8 character minimum/20 maximum
S 1 upper case letter
without use. Login again to continue. 1 Iower Case Ietter
S 1 number

1 special character

System will prompt you to change on first login

My Profile
User Profile Information

You have a password that does not conform to the new DLS strong password policy, please change it now to continue
using the system.
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CLOG IN
Enter your User Mame and Password.

User Name | | Self-service Password Reset

Password
S Make sure your Directory listing
Srtem times out after 30 minutes has an accurate email address

Forgot password

Forgot user name

Go to My Profile to select and answer a Security Question

Password Settings

New Password Password What is your favorite movie?
Security

Re-enter Password Question

Answer

* Password must be between 8 and 20 characters, have 1 upper case letter, 1 lower case letter, 1 number and 1 special character (e.g.
*FE+7=19%/)
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Need assistance?

Gateway Support:
Boston (617) 626-2350
pringfield (413) 452-3974

DLSITGroup@dor.state.ma.us

The Official Wehsite of the Massachusetts Department of Revenue

[ 7 1= T T - —

S ILLLLLT L= ) Mass.

Division of Local Services Gateway

CLOGIN

OUR ORGANIZATION || Welcome to
Enter your User Name and Password,

Massachusetts Division of Local Services Gateway
DLS Gateway offers local officials an immediate way to enter data and verify submission status across 2l the regulatory review programs administered by Division of Local Services. The fallowing online services are currently available:

User Name ||

(&)

Division of Logal Se

Executive
Password

Bureau of Accounts
Information Technology

o Local & ent . .
« MDM/TAB Public Reports and Database Free Cash Calculations Beginning in FY14 Pessivord e case senitve
o Tk Municipalities with Approved Tax Rate + City & Town Free Cash SV;E'“(“"EL"”' sfer 3“("”””':‘"
Municipal Fiscal Year Recaps v District Free Cash RS e R
Municipal Proforma Recap + Regional School District Excess & Defidency Forgot wd
g:;g‘&i“lmﬁ‘ ‘qpﬂ;’tm o Rote Services for Authorized Local Officials Forget user name
District Fiscal Year Recaps » Tax Rate Recapitulation How to Become
District Pro Forma Recap Schedule A Annual Revenues & Expenditures an Authorized User?
City/Town Official Directory + LA3 Real Estate Sales DLS Gateway it rastricted to slected
LA3 - Parcel Search " Miscellaneous Accounting Forms and appainted municips| officials, To
Corporation Book On-line Search Gateway Help System : Tutorials, Tips, and Topics learn mare about how to become an

authorized user, plesse click here

016 Commonwealth of Massachusetts Browsers  Contact Us




