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Identify the actions required before setting the tax rate
 Understand the tax rate process

Discuss the various municipal officer roles in the tax rate 
process
 Municipal staff responsibilities

Complete the tax rate recapitulation sheet and supporting 
forms
 How to prepare forms required for approval

Overview
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Tax Rate Landing Page
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New vote 
entering
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Tax Rate Landing Page
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Tax Rate Landing Page: Proposition 2 1/2 Votes
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Vote Entering: Debt Exclusion Example
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Vote Entering: Override Example
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Actions Required: Prior to Setting the Tax Rate Recap

Setting the Tax Rate
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 The Bureau of Local Assessment (BLA) must:
 Certify property values (LA-4)
 Approve interim year adjustment report (LA-15)
 Approve new growth (LA-13)
 Approve amended new growth (LA-13A)

 Complete the Levy Limit worksheet

 Complete the DE-1 (if applicable)
 Once values & growth are certified, LA-5 is generated
Selectboard/council hold a classification hearing
 Assessor and Clerk complete the LA-5 form

Complete all applicable forms & submit the Recap sheet
10



Forms to be Completed: Levy Limit Sheet
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 Calculates maximum allowable levy pursuant to the 
provisions of proposition 2 ½

Must have balanced budget within levy to set tax rate
Majority of form automatically populated
 Accounts for debt and capital exclusions and override 

amounts
 Records applicable amounts for other adjustments or 

water/sewer (vote required)
 Submitted by Assessors
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Forms to be Completed: Levy Limit Sheet
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Prior year Levy Limit 
is the starting point

Current year Levy 
Limit calculation

Current year Maximum 
allowable levy

279,993
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Forms to be Completed: LA-13 (New Growth)
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$288K increases the levy limit 13



Forms to be Completed: Levy Limit Sheet
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 Current year levy limit calculation
 Start with prior fiscal year levy limit
 Add in prior fiscal year amended growth
 Add in proposition 2.5% growth
 Add in current year new growth
 Add in current year new growth adjustments
 Add in any current year overrides approved by voters
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Forms to be Completed: Levy Limit Sheet
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Determining the Maximum Allowable Levy
 Start with current year levy limit
 Add in total net debt exclusions from DE-1
 Add in total capital exclusions
 Add in total stabilization fund overrides
 Add other allowable increases to levy limit
 Add water/sewer debt shift

Maximum amount 
community can tax

279,993
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Forms to be Completed: DE-1 (Debt Exclusions)
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Report debt exclusions that will impact the levy limit

Verify that prior year’s debt exclusion was fully expended

Unspent debt service excluded in the prior year must be 
reserved and appropriated in the next FY or reported on 
page 3

Ballot votes are loaded in Gateway & submitted to DARB 
for approval

MSBA Payments – Old system = FY2024 (final year)

 Completed by financial officer (Treasurer or Accountant)
16



Forms to be Completed: DE-1 (Debt Exclusions)
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$4.3M is the net 
excluded debt 
amount added to 
the levy limit
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Tax Rate Recap: Overview

Setting the Tax Rate

Division of Local Services

 4-page document with supporting schedules

 Summary of community’s budget plan for the fiscal year

 Tax Rate Recap fixes the tax levy and tax rate for the 
fiscal year
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Tax Rate Recap: Page 4
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 Detail of all town meeting/council appropriations since 
prior year tax rate set

 All appropriations recorded on page 4 except those 
specifically voted from free cash or other available funds 
to “Reduce the Tax Rate”

 Totals must match supporting schedules

 Completed & signed by Clerk & reviewed by 
accountant/auditor
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Tax Rate Recap: Page 4
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Signature of City/Town Clerk

 Enter fiscal year for each row
 Town meeting appropriations
 Complete supporting forms

 B-1, B-2, A-1, A-2, & A-4
 Enter revolving fund amount
 Enter borrowing Authorization
 City/Town Clerk signature

Supporting Forms to be Completed
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Tax Rate Recap: B-1 Free Cash
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 Ensure free cash appropriation not greater than 
certification

 July 1st, free cash is $0 until new balance sheet 
certified

 Appropriated from date of certification through 
June 30th

 Completed & signed by the accounting officer
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Tax Rate Recap: B-1 Free Cash
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Prior Year Certification

Current Year Certification

At the time of Tax Rate 
Approval, no balance 
sheet had been submitted
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Tax Rate Recap: B-2 Other Funds

Setting the Tax Rate

Division of Local Services

 Must complete if appropriating from available funds
 For example – an appropriation from 

stabilization

 Column A (amount in fund) must be greater than or 
equal to amount of appropriation in column B

 Pension reserve fund transfer requires written 
approval from PERAC
 Upload documentation directly into the form

 Completed & signed by the accounting officer
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Tax Rate Recap: B-2 Other Funds
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Tax Rate Recap: A-1 Offset Receipts, Chapter 44, Section 53E
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 14 communities completed an A-1 in FY23

 Monitors the type of receipts being used

 Fees charged off set costs of the program

 Records all offset receipts for a community

 Expended for purpose allocated for without further appropriation

 Estimated amounts greater than prior year actual need to be 
approved in advance of setting the tax rate
 Upload supporting documentation

 Completed & signed by the accounting officer & board of 
assessors
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Tax Rate Recap: A-1 Offset Receipts, Chapter 44, Section 53E
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 Estimate is > than actual
 Upload supporting 

Documentation
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Tax Rate Recap: A-2 Enterprise Funds, Chapter 44, Section 53F 1/2
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 Account for a utility, cable television, health care, recreational, or 
transportation facility and its operations.

 Report prior year actual revenue

 Report current year estimated revenue

 Report appropriated retained earnings

 Report costs appropriated in the enterprise fund
 Direct costs related to the operation of the enterprise

 Report costs appropriated in the general fund (Indirect Costs)
 Establish policy on indirect cost allocation
 Do not appropriate in both general fund & enterprise fund budgets
 Transfer amount that appears on A-2 to general fund

 Completed & signed by the accounting officer
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Tax Rate Recap: A-2 Enterprise Funds, Chapter 44, Section 53F 1/2
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Surplus kept in the enterprise fund

Use of Retained Earnings:
 Appropriated for any lawful purpose of the 

Enterprise Fund

Appropriation from retained earnings only after 
certified

Retained earnings deficit must be provided for

Enterprise Fund Manual / IGR 21-11
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Tax Rate Recap: A-2 Enterprise Funds, Chapter 44, Section 53F 1/2
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Part 1: Revenues & Available 
Funds
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Tax Rate Recap: A-2 Enterprise Funds, Chapter 44, Section 53F 1/2
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Part 2a: Costs 
appropriated within the 
enterprise fund 

Part 2b: Costs 
appropriated in the 
general fund 

107,335

37,500

69,500
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Tax Rate Recap: A-2 Enterprise Fund User Charge Template
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Tax Rate Recap: A-2 Enterprise Funds, Chapter 44, Section 53F 1/2
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Tax Rate Recap: A-2 Enterprise Funds, Chapter 44, Section 53F 1/2
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Tax Rate Recap: A-4 Community Preservation, Chapter 44B
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 Accept CPA legislation and establish surcharge (up to 3%)

 Special revenue fund: Open space, recreation, historic resources, & 
affordable housing

 Unappropriated revenues remain within the fund

 Fund balances reported on June 30th balance sheet must tie to CP-2 
report

 DLS will send out an alert in the spring regarding the FY24 estimated 
percentage of the first-round state match
 Be conservative while putting your CPA budget together

 Completed & signed by the accounting officer

 Community Preservation Manual / IGR 2019-14
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Tax Rate Recap: A-4 Community Preservation, Chapter 44B
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Administrative expenses cannot exceed 5% of 
1A total annual revenues

Must reserve or appropriate minimum of 10% each year for 
OS, Historic Resources, and Community Housing
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Tax Rate Recap: Page 3
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 Report anticipated receipts available to support budget

 Detail of PFY actual receipts & CFY estimated receipts

 Do not include receipts voted on as offsets on Schedule 
A-1, enterprise funds Schedule A-2, or revolving funds

 Complete the new page 3 support form (Required)

 Completed and signed by the accounting officer
 Also signing off on page 4 appropriations
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Tax Rate Recap: Page 3
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Tax Rate Recap: Page 3 Continued
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Tax Rate Recap: Page 3 Support Form
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 Required form for the tax rate recap approval process

 Recap page 3 support document now a Gateway form
 No longer need to complete excel template

 Complete the 4 tabs of the support form
 Actual/Estimated – Local Receipts
 MRGF – Municipal Revenue Growth Factor
 Recurring – Miscellaneous Recurring Local Receipts
 Non-Recurring – Miscellaneous Non-Recurring Local Receipts

 Used to provide detail for tax rate recap page 3 estimated and actual 
local receipts

 Complete Tax Rate Recap page 3 first
 Data auto populates recap page 3 support form 

39



Tax Rate Recap: Page 3 Support – Actual / Estimated
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Figures auto populate once Recap page 3 completed & 
saved

Review current year estimates v. prior year actuals

If estimate > actual include comment as to why

Comments must be entered for each line when estimate > 
actual

Cannot submit form if comments are not entered

Completed and signed by accounting officer
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Tax Rate Recap: Page 3 Support – Actual / Estimated
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Tax Rate Recap: Page 3 Support – Actual / Estimated
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You must enter a 
comment when the 
estimate is greater than 
the actual
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Tax Rate Recap: Page 3 Support – MRGF (Municipal Revenue Growth Factor)
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Figures auto populate once Recap page 3 completed and 
saved

Prior year estimated receipts vs. current year estimated 
receipts

Must enter comment when current year estimated receipts 
are greater than or less than 20 percent of prior year receipts 

MRGF is a component of the Chapter 70 formula

Cannot submit form if comments are not entered
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Tax Rate Recap: Page 3 Support – MRGF (Municipal Revenue Growth Factor)
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Tax Rate Recap: Page 3 Support – Recurring (Miscellaneous Recurring)
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Total miscellaneous recurring figure auto populates once 
Recap page 3 completed and saved

Breakdown of miscellaneous recurring local receipts

Upload additional documentation at bottom of form if 
necessary

Cannot submit form if tax rate recap page 3 line 22 does 
not equal total amount manually entered
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Tax Rate Recap: Page 3 Support – Recurring (Miscellaneous Recurring)
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Flows from Recap page 
3 line 22

Total that is manually entered 
from table above

Both figures must match in order 
to submit the form

Amount ties to DE-1
Bond Premiums
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Tax Rate Recap: Page 3 Support – Non-Recurring (Miscellaneous Non-Recurring)
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Total miscellaneous non-recurring figure auto populates 
once Recap page 3 completed and saved

Breakdown of miscellaneous non-recurring local receipts

Upload additional documentation at bottom of form if 
necessary

Cannot submit form if tax rate recap page 3 line 23 does 
not equal total amount manually entered
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Tax Rate Recap: Page 3 Support – Non-Recurring (Miscellaneous Non-Recurring)
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Flows from Recap page 
3 line 23

Total that is manually entered 
from table above

Both figures must match in order 
to submit the form
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Tax Rate Recap: Page 2
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 Records other amounts to be raised that are not part of page 4 
appropriations
 Deficits to be raised, Cherry sheet charges, & allowance for 

abatements & exemptions

 Records estimated receipts & other revenue sources
 Cherry sheet and MSBA receipts
 Local receipts not allocated (page 3)
 Offset, enterprise, & CPA receipts
 Appropriated revenue sources such as free cash or stabilization 

funds
 Free cash & other revenue sources appropriated to specifically 

reduce the tax rate
• Amounts not listed on page 4, upload copy of vote

 Summary of total amount to be raised & total receipts from all 
sources
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Tax Rate Recap: Page 2, Part II Amounts to be Raised
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10,700
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Tax Rate Recap: Tax Title
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 If tax title expenses are not appropriated on recap page 4, 
community to complete Tax Title form

 Tax Title expenses do not need to be voted on at town meeting 
(we recommend that they are though)

 Completed and signed by Collector/Treasurer

 See IGR 1999-02B (following slides)
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Tax Rate Recap: Tax Title
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Tax Rate Recap: Tax Title
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Tax Rate Recap: Cherry Sheet Offset Receipts
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Town Name

Cherry Sheet Offset

Cherry Sheet Offset
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Tax Rate Recap: Cherry Sheet Assessments
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Town Name
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Tax Rate Recap: Letter in Lieu of Balance Sheet

Setting the Tax Rate

Division of Local Services

 Completed if city/town has not submitted their balance sheet

 List of deficits that need to be raised

 Completed and signed by accounting officer

10,700
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Tax Rate Recap: Snow and Ice Datasheet
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10,700

 Original budget must be greater than or equal to prior year budget to 
legally deficit spend

 Snow & Ice deficit must be raised on the next tax rate, unless provided for

129,381
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Tax Rate Recap: OL-1 Overlay
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 Use 5-year average to determine if amount on recap is 
reasonable to fund anticipated abatements

 Potential future abatement liabilities in pending cases 
estimated by assessors

 Overlay deficit must be provided for on next tax rate 
unless funded by appropriation from an available fund

 Amounts on Lines 1, 9, & 10 must match balance sheet

 Completed and signed by accounting officer & 
assessors
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Tax Rate Recap: OL-1 Overlay
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Transfer to Overlay Surplus

 Assessors determine excess & vote to certify the 
amount to be transferred to overlay surplus

 Before recording transfer, accounting officer must 
verify amount voted is excess overlay (sufficient)

 Appropriated for any lawful purpose

 Unappropriated overlay surplus as of June 30th

closes to undesignated fund balance
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Tax Rate Recap: OL-1 Overlay
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Balance of Overlay account
Amount raised on CY 
Recap
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Tax Rate Recap: Page 2, Part III
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Tax Rate Recap: Cherry Sheet Receipts
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Town Name

62



Tax Rate Recap: Page 2 – Vote to Reduce the Tax Rate
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Motion:  To appropriate in the amount of 
$100,000 (One Hundred Thousand Dollars) 
from the General Fund – Undesignated Fund 
Balance – Free Cash. The purpose of this 
appropriation from General Fund 
Undesignated Fund Balance – Free Cash is 
to reduce the Fiscal Year 2023 Tax 
Levy/Rate.
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Tax Rate Recap: Page 2, Part IV
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Forms to be Completed: Levy Limit Sheet
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Current year Maximum 
allowable levy

279,993
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Tax Rate Recap: Page 1
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 Page 1 is a summary of information contained in pages 2 
– 4

 Calculates the tax rate by using the values determined 
by the assessors & budget from page 2

 Summary of a municipality’s spending plan & proposed 
funding sources

 Ensure the community is levying taxes within the limits of 
Proposition 2 ½

 Ensure that a community has a balanced budget

 Approved by Bureau of Accounts prior to tax bills issued 66



Tax Rate Recap: Page 1
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Majority of the Board of Assessors Must Sign

Page 1 summarizes 
pages 2, 3, & 4
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Tax Rate Recap: New LA-5 Options & Certification
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 FY2024 New Look LA-5

 Generated once LA-4 approved

 Indicates levy allocation by classification

 Determine residential factor:
 1 is a single tax rate
 Less than 1 gives you a split tax rate

 Indicates locally adopted options
 Residential Exemption
 Senior Means Tested Exemption
 Small Commercial Exemption
 Open Space Discount

 Calculates your excess levy capacity figure

 Assessor, Clerk, & Mayor (if applicable) must sign
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Tax Rate Recap: New LA-5 Tax Rate Options Tab
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A Residential Factor of 
1 means a single Tax 
Rate

8/30/2022
6PM
Hearing Room
8/30/2022

8,218,906,621



Tax Rate Recap: New LA-5 Tax Rate Options Tab
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Majority of the Board of Assessors Must Sign

City / Town Clerk Must Sign

In a City, the Mayor Must Sign



Tax Rate Recap: New LA-5 Calculated Results Tab
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A Residential Factor of 
1 means a single Tax 
Rate
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Tax Rate Recap: New LA-5 Calculated Results Tab
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Tax Rate Recap: New LA-5 Calculated Results Tab
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Tax Rate Recap: Edit Messages 
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Tax Rate Recap: Recap Edit Report
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Tax Rate Recap: Recap Edit Report
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Tax Rate Recap: Recap Edit Report
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Tax Rate Recap: General Information
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 All forms must be saved, signed & submitted

 Supporting documentation must equal recap (review for 
accuracy)

 Clerks should input and submit certified copies of new 
proposition 2 ½ votes

 Backup documentation “Other Amounts to be Raised”

 Certified copy of vote to reduce tax rate
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Tax Rate Recap: General Information
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 Gateway signatures
 Local officials must sign where required 
 Actual signed copies remain on file locally
 Disqualified Assessor’s cannot sign

 Auto e-mail for tax rate approval
 Maintain local official's directory

 Contact your Field Rep with questions
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Tax Rate Recap: Resources
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Visit: mass.gov/dls

Visit: Municipal Finance Training & Resource 
Center

Visit: Property Taxes & Proposition 2 ½
 Videos & PDF information
 Proposition 2 ½ and the levy Limit
 Setting the property tax rate
 Issuing property tax bills

80

https://www.mass.gov/orgs/division-of-local-services
https://www.mass.gov/resource/municipal-finance-training-and-resource-center
https://www.mass.gov/info-details/property-taxes-and-proposition-2-12-training-and-resources
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