
Commonwealth of Massachusetts

Division of Local Services

Bureau of Accounts:

Excess and Deficiency Forms

Supporting a Commonwealth of Communities



❑ DLS promotes sound municipal finance management practices and supports 

local officials by providing guidance, training, and oversight

❑ Five bureaus:

▪ Bureau of Accounts

▪ Bureau of Local Assessment

▪ Data Analytics and Resource Bureau

▪ Financial Management Resource Bureau

▪ Bureau of Municipal Finance Law

Introduction: Overview of the Division of Local Services
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Mass.gov/dls



❑ Balance Sheet Checklist

❑ Treasurer’s Year-End Report

❑ Cash Reconciliation Report

❑ Statement of Indebtedness

❑ Balance Sheet Submission

❖ Combined Balance Sheet Template

❖ System Generated Trial Balance

❖ System Generated Undesignated Fund Balance
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No hit for COVID deficits
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All purchase orders for goods not paid before July 15th

should be encumbered and not expensed.  Purchase 

orders should not be expensed until they are actually paid.
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During the June 30 year-end closing process all purchase 

orders and outstanding obligations for goods received 

should be encumbered against the appropriate budget line 

item.  



The sum of these encumbrance obligations should be set up as 

reservation of fund balance by booking the following entry:

Recording encumbrance reserve at year end – as of June 30th:

DEBIT to “Undesignated Fund Balance”

CREDIT to  “Fund Balance Reserved for Encumbrances”
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When the new fiscal year begins on July 1 then a reversing 

entry will be made to close the reservation.  The entry for 

this is as follows:

On July 1st, reverse the encumbrance entry:

DEBIT to “Fund Balance Reserved for Encumbrances”

CREDIT to “Undesignated Fund Balance”
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You should be making these two entries on annual basis.  

You should NOT be netting encumbrances year over year. 
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When outstanding purchase orders are paid, they should 

be booked to expenditures which will pass through 

undesignated fund balance when the closing entries are 

made at year-end.  Expenses should not be paid against 

the unclosed reservation for encumbrance.  The reservation 

for encumbrance should be reversed at the start of year.
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Sale of District Property



Gateway Cash Reconciliation
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Gateway Year End Cash Form 
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Year End Cash Detail 
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Gateway Statement of Indebtedness
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Statement of Indebtedness Detail
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• Excess and Deficiency Forms


