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Tax Rate Time Line

5/12/2021

The tax recap covers the time period from when the last tax rate was 

set. Timeline is recap to recap.  

The Basics of the Tax Rate Process for WCAA
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• The municipality’s Local Official Directory in DLS Gateway must be 
up to date with all local officials entered and each having a 
Gateway user account with necessary permissions. Assessors 
Certification must be completed with a qualified Board. The LOD is 
generally maintained by Town/City Clerk.

• Municipality must have:

• A balanced budget 

• Determined their budget and funding sources are within their 
Proposition 2 ½ levy limit.

• All votes on borrowing authorizations, overrides, capital 
exclusions, debt exclusions, and local options adopted must be 
sent to datatbank@dor.state.ma.us by the Town/City Clerk. 

• Assessors must have values and growth approved.

• Tax Classification Hearing 

5/12/2021

Before the Tax Rate Can Be Set

The Basics of the Tax Rate Process for WCAA
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Assessors determine final valuations for all taxable property and submit 
information to DOR.

1. Report annual sales to the Bureau of Local Assessment (LA-3).

2. Submit Interim Year Adjustment Report form (LA-15) for non-
certification year communities. Certification communities must submit 
all reports, obtain Preliminary Certification and hold a Public Disclosure. 

3. Report total values by class and parcel count (Form LA-4). 
Certification communities must also submit Assessment Adjustment 
(Form LA-10) for final certification. 

4. Submit allowable tax base levy growth (Form LA-13), and/or 
amended tax base levy growth for omitted and revised assessments 
(Form LA-13A).

5. DOR approves LA13 growth and LA4 report of total values by class. 

Assessors Pre-Recap Processes

The Basics of the Tax Rate Process for WCAA
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 Selectboard/City/Town Council must hold a public hearing before it makes decisions 
on the tax rate options under classification law. 

 Must be advertised 48 hours in advance 

 Decisions are made by the selectboard, town council, or city council with the mayor’s 
approval.  

 The assessors provide information, recommendations, and data on the impact of the 
various alternatives.  

A. Single or Multiple Tax Rates. Municipalities must decide whether to reduce the 
share of the tax levy paid by the residential and open space property owners 
and shift those taxes to commercial, industrial and personal property taxpayers.  
If local officials decide to shift the allocation of the tax levy, they must vote the 
residential factor (RF) which results in a percentage shift.

Single Tax Rate = RF of 1

A. Classification Exemption Options. Municipalities can also consider whether to 
allow

1. open space discount

2. residential exemption

3. small commercial exemption

B. Selectboard/City/Town Council acknowledges excess levy capacity.

Tax Policy- Tax Classification Hearing 

The Basics of the Tax Rate Process for WCAA
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Information needed and where 

to get it

1. All budget and appropriation 

data

Towns: Annual and Special 

Town Meeting Warrants, 

Motions, Minutes

Cities: Budget Appropriation 

Orders

2. Cherry Sheets

https://www.mass.gov/lists/

cherry-sheet-estimates

3. Free Cash Letter from DLS

4. Templates and Supporting 

Documentation

Get Ready, Get Set

Tax Rate Recap Logistics

Tax Rate Recap Forms are 

interdependent.

Data flows directly from some 

schedules and pages to others.

Data must balance. 

A data change in one form may 

affect other schedules and pages 

and the tax rate. 

Forms must be submitted in the 

order they are listed in DLS 

Gateway.

The Basics of the Tax Rate Process for WCAA



9

Tax Rate Recap Schedule, Forms, Pages

The order we are going to enter the data should 

not be confused with the order of schedule and 

page submission. 

The tax rate process is handled within DLS 

Gateway. Local officials will log in and go to the 

Tax Rate Tab. On the landing page, there is tons of 

info. 

 Menu on left of all Schedules and 

Forms

 Tips and Guidance

 Gateway Help

 Downloadable templates

 FAQ’s

Remember to save your data entry! 

The Basics of the Tax Rate Process for WCAA



10

Handouts for the Town of Dana FY2022 Tax rate Recap Exercise Include:

 Special Town Meeting Warrant

 Annual Town Meeting Warrant

 Cherry Sheets: Notice of Estimated Receipts and Notice of Estimate Charges

 Free Cash Certification Letter

 A2 Enterprise Funds

 B1 Free Cash

 B2 Other Available Funds

 OL-1 Overlay

 DE-1 Debt 

 Levy Limit

 LA5 Options & Certification

 Tax Rate Recap Pages 1-4

Town of Dana Free Cash- Print Handouts

The Basics of the Tax Rate Process for WCAA
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Schedule: DE1

Entered and Signed by Treasurer, Finance Director, or Accounting Officer

Schedule DE-1 is required from any city or town when a debt exclusion is being taken for any fiscal 
year. Schedule DE-1 is used to report each debt exclusion for which a community can assess taxes in 
excess of its levy limit or levy ceiling; ensure that the prior year’s debt exclusion was fully expended for 
each project’s debt service.

DE1 total flows to Levy Limit Form

Go! Town of Dana Tax Rate Recap Exercise- DE1

The Basics of the Tax Rate Process for WCAA



12



13

Schedule: Levy Limit

Entered and Signed by Assessor 

Data on this form is based on prior year levy limit calculations made in accordance with Proposition 2 1/2, 

Overrides, New Growth, Amended New Growth, New Growth Adjustments, Capital Exclusions, and Debt 

Exclusions from the DE-1. 

The communities Tax Levy on Page 1 of the Recap must be less than their calculated Maximum Allowable 

Levy. The difference is the Excess Levy Capacity on the LA-5. 

Town of Dana Tax Rate Recap Exercise- Levy Limit

The Basics of the Tax Rate Process for WCAA
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Schedule: LA5 Options and Certification

Data entry by Assessor and Town/City Clerk. 

Signatures of Assessors and Mayor (if a City) required.

Attach Town/City Clerk Certification of Vote from Tax Classification Hearing. Enter certification data about tax 
classification hearing. 

Upload Public Notice of Tax Classification Hearing/Advertisement.

Enter the Residential Factor voted. RF=1 for a single tax rate. 

Enter any other options voted. 

Excess Levy Capacity will calculate after all other schedule data entered. 

Note that for FY2022, the LA5 is being redesigned in DLS Gateway as are all the forms that are involved with 
shifting the tax rate or selecting another option the change the allocation of the tax burden. 

Town of Dana Tax Rate Recap Exercise- LA5

The Basics of the Tax Rate Process for WCAA
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Form: Tax Recap page 4 Certification of Appropriations

Entered and Signed by Town/City Clerk. Assessor and Accountant should understand and review. 

Appropriations from all town meetings since the last tax recap are entered in accordance with their funding 

sources. 

• Tax Levy. Referred to as “Raise and Appropriate”

• Free Cash (Schedule B-1: Free Cash Certification and Appropriation)

• Other Available Funds (Schedule B-2: Available Funds Sources/Uses)

Specific available funds, Stabilization Funds

• Offset Receipts (Schedule A-1: Offset Receipt)  Not common- only 19 communities

• Enterprise Funds (Schedule A-2: Enterprise Fund)

• Community Preservation Fund (Schedule A-4: Community Preservation Fund)

• Departmental Revolving Funds

• Borrowing

Town of Dana Tax Rate Recap Exercise- Recap Page 4

The Basics of the Tax Rate Process for WCAA

The appropriations from Dana’s STM and ATM are entered here. 

STM articles 1 & 2 are Free Cash

ATM article 7 is Enterprise

ATM article 8 is Other Available Funds

ATM article 9 is Free Cash

ATM article 10 is Raise and Appropriate and Free Cash
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Form: Recap Page 3 Local Receipts 

Entered and signed by  Accounting Officer

Accountant entered and certifies last years actual receipts. Projections for next fiscal years receipts are 
generally a consensus of the budget process and the various members of the municipal finance team. 

Template required to detail and support. 

Page 3 is used to report and certify information about anticipated local receipts available to support the 
budget. 

Column (a) records the actual amount received for each type of receipt in the prior fiscal year. Column (b) 
shows the amount expected to be collected in the current fiscal year.

Written documentation is required to support disparities between prior year actual receipts and anticipated 
current year receipts. As a general rule, supporting documentation must be provided to explain when 
estimated receipts for a category reported vary from the actual receipts for that category by more than 10 
percent.

Town of Dana Tax Rate Recap Exercise- Recap Page 3

The Basics of the Tax Rate Process for WCAA



21



22

Schedule A2 Enterprise Funds

Entered and Signed by Accounting Officer

Enterprise Fund – Authorized by MGL c. 44 § 53F½, an enterprise fund is a separate accounting and financial 

reporting mechanism for municipal services for which a fee is charged in exchange for goods or services. It 

allows a community to demonstrate to the public the portion of a service’s total costs recovered through user 

charges and the portion subsidized by the tax levy, if any. With an enterprise fund, all costs of service delivery-

-direct, indirect, and capital --are identified. This allows the community to recover total service costs through 

user fees if it chooses. Enterprise accounting also enables communities to reserve the "surplus," or retained 

earnings, generated by the enterprise operation rather than closing this out to the general fund at year-end. 

Services that may be treated as enterprises include, but are not limited to, water, sewer, trash

Accountants and Assessors should be aware of issues arising the projection for enterprise estimated 

revenues aren’t supported by prior year actual revenues. 

Enter data from Dana’s ATM Warrant Article 7.

Town of Dana Tax Rate Recap Exercise- A2

The Basics of the Tax Rate Process for WCAA
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Schedule B1 Free cash

Entered and signed by Accountant

Free Cash Appropriated (from Recap Page 4) must not exceed the amount of Free Cash Certified. 

Certified Free Cash is populated by DLS data. See Free Cash Letter.

Enter the total amount of Free Cash appropriated. This is from summing Dana’s STM Warrant Articles 
1 and 2 and  Dana’s ATM Warrant Articles 9 and 10. 

Must balance with Recap Page 4 column C. 

Town of Dana Tax Rate Recap Exercise- B1

The Basics of the Tax Rate Process for WCAA
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Schedule B2 Other Available Funds

Entered and Signed by Accountant

Itemized each fund appropriated from and its uses and balance when the appropriations was made. 

Total must balance with Recap Page 4 column d. 

Enter appropriation from Dana’s ATM Warrant Article 8. 

Town of Dana Tax Rate Recap Exercise- B2

The Basics of the Tax Rate Process for WCAA
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Schedule OL-1

Entered and Signed by Assessor and Accountant

Supporting documentation to establish that the overlay reserve is reasonable and sufficient is provided in 

Schedule OL-1. The amount reserved must be sufficient to fund expected abatements and exemptions based 

on a 5 year history.

Overlay Balance + Overlay to be Raised= Overlay Balance Available. 

Overlay Balance Available - 5 year Average of Abatement and Exemptions= Overlay Balance Needed

Overlay Balance Needed is compared to the Total Overlay Liabilities. 

Accountant enters real and personal property a receivables. 

Assessors enters liabilities from pending ATB case (Appellate Tax Board) or Court decisions

Overlay to be raised must balance to recap page 2. 

Town of Dana Tax Rate Recap Exercise- OL-1

The Basics of the Tax Rate Process for WCAA
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Form: Tax Recap page 2

Entered by Assessors and Accountant, no signature required

This form brings all the data together in a clear and balanced summary.

II. Enter Other Amounts to be Raised

Debt services not appropriated, revenue deficits, court judgments, etc

Cherry Sheet Charges and Offsets

Overlay (must match OL-1 line 2)

III. Enter Estimated Receipts and other revenue sources

Cherry Sheet Receipts

Data flows in from all Schedules: Page 3, A2, Page 4

All these must balance with respective schedule and pages

Free Cash appropriated to reduce tax rate

IV. Summary

Total amount to be raised 

Total estimated receipts and other revenue sources

Total real and personal property tax levy to Recap Page 1

Town of Dana Tax Rate Recap Exercise- Recap Page 2

The Basics of the Tax Rate Process for WCAA
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Balance –recap adjust button to overlay to be raised page 2 (mathematical remainder from division of to total 

to be raised by AV.)

LA5 excess levy capacity can be finalized

Town of Dana Tax Rate Recap Exercise- Recap Page 1

The Basics of the Tax Rate Process for WCAA
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If balance sheet not submitted, Accountant must sign Letter in Lieu of Balance Sheet

Local officials should review, check, sign and save their respective schedules and pages and ensure all 

required templates and supporting documentation is uploaded. 

The Assessor should work to coordinate this process and ensure the completion of each schedule and page 

with its required supporting documentation and signature of the appropriate local official. 

Submission order is the same as the Gateway menu, submit schedules and tax recap pages starting at the top 

to the bottom.  

Bureau of Accounts reviews and approved the tax recaps. 

Town of Dana Tax Rate Recap Exercise- Signatures and Submission

The Basics of the Tax Rate Process for WCAA
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More Tax Rate Training https://www.mass.gov/orgs/division-of-local-services

The Basics of the Tax Rate Process for WCAA


