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CONTACT INFORMATION 

Joe Markarian 
joemarkarian4849@gmail.com 
781-588-2050 

 
====================================================================== 

MUNICIPAL CALENDAR 

Mass.gov/dls  Technical Assistance Services  Publications 
 

http://www.mass.gov/dor/docs/dls/publ/misc/munipal.pdf  
 
====================================================================== 

FINANCIAL ACTIVITY 

State Procurement Statute 

 
Office of the Inspector General - http://www.mass.gov/ig/  

 
State Uniform Procurement Act – MGL Chapter 30B 
 

See chart and separate rules for: 
Building Construction Contracts (vertical) 
Public Works contracts w/ labor  
Construction materials (w/o labor) 
Public Building design services (Request for Qualifications) 
Supplies and Services   

 
Rules for the purchase of supplies and services: 
 

Under $10,000   
-Must use sound business judgment 
-Purchase from person offering the best price 
 
$10,000 - $34,999    
-must secure three quotes - written or oral 
-Purchase from the responsible and responsive person offering the best price 
 
$35,000 and over  
-Must seek sealed bids or issue a Request for Proposals (RFP) 
-Bids award to the responsible and responsive person offering the best price 
-RFP:  award to the most advantageous proposal from a responsible and responsive 
proposer taking into consideration price and non-price proposals  
 

 
 
 

mailto:joemarkarian4849@gmail.com
http://www.mass.gov/dor/docs/dls/publ/misc/munipal.pdf
http://www.mass.gov/ig/
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleIII/Chapter30B
http://www.mass.gov/ig/publications/guides-advisories-other-publications/charts-proc.pdf
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Personal Service Contracts – Except from DLS Advisory Letter 2006-189 
 

All employees, including elected officials, have employment contracts with the municipality in 

which they work for the wages, benefits (health insurance, etc.) and leave package provided by 

the municipality as a result of budget appropriations, benefits provided in the general laws and 

municipal by-laws or ordinances, and establishment of a salary or wage under one of the 

applicable statutory provisions or local by-laws or ordinances.  See GL c. 41, §108 (elected 

officials' salaries fixed by town meeting, appointed officials’ salaries fixed by the appointing 

authority), GL c. 41, §108A (authorizing salary and wage compensation plan by by-law or 

ordinance) and GL c. 150E (authorizing collective bargaining agreements).  The usual rule, 

however, is that individual employment contracts are limited to one year and do not include any 

special fringe benefits not otherwise available to other employees.  The reason is that 

appropriations for these operating expenses are made annually and no binding contracts can be 

made in excess of available appropriations.  GL c. 44, §31. 

 

At issue is the ability to enter into a binding contract for more than one year and provide 

additional fringe benefits beyond the usual compensation package when an appropriation 

funding the entire multi-year package of wages and benefits is not available at the time the 

contract is made.  There are limited circumstances where multi-year employment contracts are 

expressly authorized by state law.  Collective bargaining agreements, for example, can be 

binding up to three years and once approved in the first year, set the salary and compensation 

levels for the remaining years.  G.L. c. 150E, §7; Boston Teacher's Union, Local 66 v School 

Committee of Boston, 386 Mass. 197, 212-13 (1982) (school committee bound to pay salary 

increases in second and third years of three year collective bargaining agreement).   

 

In addition, other statutes authorize special contract authority for particular officials.  Under GL 

c. 41, §108N, the board of selectmen in a town may enter into special contracts with certain 

municipal officers  (town managers, town administrators, executive secretaries, administrative 

secretaries and town accountants) “for a period of time”, which may include additional health 

and retirement benefits, severance pay, relocation expenses, liability insurance and other 

special benefits.  We have interpreted the statute as authorizing multi-year contracts for a 

reasonable period.  A similar, but less generous statute authorizes the appointing authority to 

give special contracts to police and fire chiefs (GL c. 41, §108O), but the statute provides no 

express provision authorizing multi-year agreements.  Another statute authorizes the school 

committee to give special multi-year contracts (up to 6 years) with special benefits to school 

superintendents and school business managers (GL c. 71, §41). 

   

As a general rule, unless one of these exceptions applies, or special legislation has been 

provided authorizing them, municipal employment contracts purporting to be for more than one 

year would be subject to appropriation in subsequent years of the contract.  That is, they would 

not be binding in a future year unless an appropriation sufficient for the purpose has been made 
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in the annual budget.  In addition, without general or special legislation authorizing fringe 

benefits not generally available to other town employees pursuant to a by-law, a significant 

question may arise as to the legitimacy of such benefits. 

 

For example, a town may not generally provide additional health insurance or pension benefits 

for employees not provided other town employees under GL c. 32B or GL c. 32.  Under GL c. 

41, §108N and 108O such additional benefits are specifically allowed for city and town 

managers, town administrators, executive secretaries, accounting officers, police chiefs and fire 

chiefs.  GL c. 41, §21A specifically allows a town by by-law to provide sick and vacation benefits 

and other forms of leave.  No officer or board has the inherent authority to negotiate a contract 

to provide more favorable leave benefits to a particular employee.  A town may also provide 

specific additional fringe benefits in a collective bargaining agreement, in excess of those 

provided in a by-law, to the extent they do not conflict with any general laws.  GL c. 150E, §7.  

Any such agreement may also provide benefits in excess of (or less than) those provided by any 

general law listed in GL c. 150E, §7(d). 

 
====================================================================== 

FINANCE COMMITTEE:  SOURCE OF AUTHORITY 

MGL Chapter 39 §16 
 
Appropriation, Advisory or Finance Committees; Appointment; Tenure; Powers & Duties 
 
Every town whose valuation for the purpose of apportioning the state tax exceeds one 
million dollars shall, and any other town may, by by-law provide for the election or the 
appointment and duties of appropriation, advisory or finance committees, who shall consider 
any or all municipal questions for the purpose of making reports or recommendations to the 
town; and such by-laws may provide that committees so appointed or elected may continue 
in office for terms not exceeding three years from the date of appointment or election.  
 
In every town having a committee appointed under authority of this section, such committee, 
or the selectmen if authorized by a by-law of the town, and, in any town not having such a 
committee, the selectmen, shall submit a budget at the annual town meeting.  
 

====================================================================== 

MASSACHSUETTS STATE ETHICS COMMISSION 

www.mass.gov/ethics/ 
 
MGL Chapter 268A 
 
Advisory Opinions 
http://www.mass.gov/ethics/opinions-and-rulings/advisory-opinions/  
 
 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter39/Section16
http://www.mass.gov/ethics/
https://malegislature.gov/Laws/GeneralLaws/PartIV/TitleI/Chapter268A/Section20
http://www.mass.gov/ethics/opinions-and-rulings/advisory-opinions/
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Special Municipal Employees 
MGL Chapter 268A §1n  
 
Holding Multiple Offices 
MGL Chapter 268A §20 

 
Guide for Municipal Finance Committee Members 
Multiple Office Holding (Section 20) - The law generally prohibits you from holding more 
than one position with the same municipality.  However, there are many exemptions in 
this section of the law. For more information, request Advisory No. 7: Multiple Office 
Holding from the State Ethics Commission. 
 
Chapter 268A, §20, Paragraph 5 
This section shall not prohibit any elected official in a town, whether compensated or 
uncompensated for such elected position, from holding one or more additional elected 
positions, in such town, whether such additional elected positions are compensated or 
uncompensated 
 
Chapter 268A, §20, Paragraph 8 
This section shall not prohibit an employee in a town having a population of less than 
three thousand five hundred persons from holding more than one appointed position with 
said town, provided that the board of selectmen approves the exemption of his interest 
from this section. 
 
-------------------------------------- 

 
Town of Sunderland 
Art. II, 14-5   Termination of Membership upon other Appointment or election – Any 
member of the (Finance) Committee who shall be appointed or elected to town office or 
a committee or board other than the Personnel Board, Capital Budget Committee, or 
Town Building Committee shall forthwith, upon his qualification in such office, cease to 
be a member of the Committee, unless continuance in membership is unanimously 
voted by the Committee.  

 
Town of Colrain 
There shall be a finance committee of seven (7) members who shall reside in the Town 
and shall be registered voters therein. No officer or employee of the own shall be eligible 
to serve on said committee. The Moderator shall within sixty (60) days after final 
adjournment of each annual meeting, appoint three 3) members of said committee to 
serve for three (3) years, and all appointments to the committee  theretofore made and 
in effect at the time of the  adoption of this bylaw shall continue in force. 
 
 
 
 
 
 
 
 

http://www.mass.gov/ethics/education-and-training-resources/educational-materials/explanations-of-the-conflict-of-interest-law/special-municipal-employees-summary.html
https://malegislature.gov/Laws/GeneralLaws/PartIV/TitleI/Chapter268A/Section20
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Ethics Guide of Boards of Selectmen 

As a Selectman, you are a "municipal employee" and are covered by the conflict of interest law, 
G.L. c. 268A. (1) All municipal officials and employees, whether elected or appointed, full or part 
time, paid or unpaid, must comply with the restrictions of the conflict law. The law also regulates 
the activities of former employees and business partners of current and former employees. (2) 
The purpose of the law is to ensure that your private interests and relationships do not conflict 
with your responsibilities as a public official. 

I. RESTRICTIONS ON YOUR ACTIONS 

A. Self-Dealing (Section 19) 

The law generally prohibits you from taking any official action on matters affecting your own 
financial interests, or the financial interests of: your immediate family members (i.e., your 
spouse and the parents, siblings and children of either you or your spouse); partners; your 
employer(s) other than your town; anyone with whom you are negotiating or have an 
arrangement concerning prospective employment; or organizations for which you serve as an 
officer, director, partner, employee or trustee. (3) As a Selectman, you may not act in any way 
that affects these interests, positively or negatively, nor may you act on any matter that affects 
these interests within the foreseeable future. If a matter affecting one of these interests comes 
up for consideration at a Selectmen's meeting, the wisest course of action is to leave the room 
during discussion, deliberation and the vote on the matter, and make sure that the minutes of 
the meeting reflect your recusal. 

The prohibition on acting in these matters is very broad. You may not participate as a selectman 
in any way: you may not vote on these matters; you may not participate in, moderate or chair 
discussions; you may not delegate these matters to a subordinate; you may not prepare official 
documents concerning these matters; and you may not take any other type of official action 
regarding these matters. 

For example, if a budget line item includes the salary of an immediate family member, you may 
not discuss that line item with your colleagues, even during informal conversations. If a warrant 
includes payments to a family member or a business organization as described above, you may 
not sign the warrant. If you are an abutter to a public works project, you may not participate as a 
Selectman in any hearings or deliberations about that project. If you are on the board of a 
charitable organization, you may not as a selectman direct the Town Administrator to act on that 
organization's application for a municipal grant. 
 
Note that there are some special cases, including: 

1. Acting on Budgets: You must abstain from any action on budget items which include the 
salary of an immediate family member (or would otherwise affect the financial interests of one of 
the entities listed above). Although you are prohibited from acting on those particular line items, 
you may act and vote on the budget as a whole provided that those line items you abstained 
from have previously been voted on and approved separately. For more information, see 
Advisory 05-03: Elected Officials Voting on Budgets and Signing Payroll Warrants that Include 
Salaries for Family Members. 
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2. Acting on Matters of General Policy: You may act on municipal ordinances, bylaws and 
other matters of "general policy" as long as the financial interest of you or your immediate family 
members is shared by a "substantial segment" of your town's population. The State Ethics 
Commission has advised that at least 10% of a town's total population is a "substantial 
segment" for the purposes of the conflict law; therefore, you may act on matters affecting your 
own financial interests, or others' private interests as listed above, if the financial interest is 
shared by at least 10% of your town's residents, as determined by the most recent federal 
census. For example, as a selectman, you may participate in setting the tax rate because that 
decision is a matter of general policy and affects more than 10% of the town's population. 

You also may act on matters of general legislation and certain home rule petitions including 
drafting, promoting or opposing general legislation (bills that would amend the state's General 
Laws), or legislation relating to your town government's organization, powers, duties, finances 
or property. Note that matters involving "special legislation," do not fall within this exception. 

3. Acting on Matters Affecting Abutting or Nearby Property: Property owners are presumed 
by the Commission to have a financial interest in matters affecting abutting and nearby property. 
Therefore, you generally may not act in your official capacity on matters involving a business or 
property which abuts your own property, or which is close enough that the outcome of the 
matter will affect your own property values. Also, you generally may not act in your official 
capacity on matters involving a business or property which abuts businesses or property owned 
by your immediate family members, business partners, private employers, prospective 
employers, or organizations for which you serve as an officer, director, partner or trustee. For 
more information, see Advisory 05-02: Voting on Matters Affecting Abutting or Nearby Property. 

4. Acting on Matters Affecting Competitors' Financial Interests: Businesses and individuals 
may have a financial interest in matters affecting their direct competitors when the effect on the 
competition also affects themselves or their own business. For example, a liquor license holder 
is presumed to have a financial interest in the liquor license application of a nearby 
establishment; a job applicant is presumed to have a financial interest in the process of 
evaluating other candidates for the position. Therefore, you generally may not act on matters 
affecting your own direct competitors, or direct competitors to an immediate family member, 
business partner, private employer, prospective employer, or organization for which you serve 
as an officer, director, partner or trustee. For more information, see Advisory 05-04: Voting on 
Matters Involving Competitors. 

B. Appearances (Section 23) 

The law prohibits you from taking any type of official action that could create an appearance of 
impropriety, or otherwise acting in a manner which could cause an impartial observer to believe 
that your actions are tainted with bias or favoritism. Before taking any type of action which could 
appear to be biased, you must first file a full, written disclosure of all the relevant facts with your 
Town Clerk. We also recommend that you make the disclosure public at the Selectmen's 
meeting where the issue arises, and see that the minutes reflect your disclosure. Instances in 
which you should file such a disclosure include: actions affecting the financial interests of a 
relative who is not an immediate family member, such as a son-in-law, a niece or a grandparent; 
actions involving a friend, neighbor, business associate, or anyone with whom you have a 
significant personal or professional relationship. If you are in doubt as to whether there is an 
"appearance problem," the safest approach is to contact your Town Counsel or the Legal 
Division of the State Ethics Commission prior to acting. 
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C. Acting on Behalf of Others and Private Employment (Sections 17 and 18) 

The law generally prohibits you from acting as agent or attorney for anyone other than your 
town in connection with any matter of direct and substantial interest to your town. For instance, 
you may not contact a town agency on behalf of a private individual, company, not-for-profit 
organization, group, association, or other special interest. You may not appear before a town 
department or town employee on someone else's behalf. You may not allow your name to be 
used on documents which are submitted to a town board or town employee by someone else. 
You may not serve as spokesperson or otherwise represent anyone in connection with town 
business. 

Also, you generally may not receive pay or other compensation from anyone other than your 
town in connection with any matter that involves your town. Even if you recuse yourself to 
comply with §§ 19 and 23, as discussed above, you may not represent a private party in the 
matter from which you are recused. 

There are some exemptions to these general prohibitions, including: 

1. Legitimate constituency work: You generally may act on behalf of a constituent who lives 
or does business in your town, so long as your actions are "within the proper discharge of 
official duties. " However, you may not be paid for such representation by the constituent or 
other private party, and you may not act as the constituent's attorney or agent. For example, 
you may contact the public works department to inquire about the status of a street repaving 
project for a constituent; you may not represent a constituent who is suing the town for damage 
to her property as a result of that paving project nor may you be paid in connection with that 
lawsuit by the constituent. Note that you may not act on behalf of constituents who are members 
of your immediate family, business partners, private employers, prospective employers or 
organizations for which you serve as officer, director, partner or trustee in matters in which they 
have a financial interest (see "Self-Dealing" above). Even if no financial interest exists, if you act 
on behalf of constituents who are members of your immediate family, business partners, private 
employers, prospective employers or organizations for which you serve as officer, director, 
partner or trustee, you must file a disclosure as discussed in Section B above. Finally, you 
cannot ask anyone to do something unlawful or put undue pressure on them, as discussed in 
Section F below. If you have concerns about whether your actions are constituent services, get 
advice from the Ethics Commission before acting. For more information, see Advisory 05-06: 
Elected Officials Providing Constituent Services. 

2. Acting in your Personal Capacity: You may always act on your own behalf, and you may 
always state your own personal points of view. However, you should always make it clear that 
you are acting on your own behalf, not representing someone else and not acting in any official 
capacity. You may even represent yourself before a town board (but remember that you may 
not take any type of official action on a matter that affects you). For example, if you are 
abstaining as a selectman from participating in a matter which affects your property, you should 
leave the table and sit in the audience while the matter is before the board. You may participate 
in this matter only when other members of the public are invited by the board to participate. 
When you participate, you should state that you are not acting as a selectman but on your own 
behalf. 

3. Special Municipal Employees: If you serve as a Selectman in a town which has a 
population of 10,000 or fewer, you are considered a "special municipal employee" for the 
purposes of the conflict law. Selectmen who are "special municipal employees" may represent 
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others only in the following circumstances: they have never acted on the matter as a municipal 
official; the matter is not and has not been the subject of their official responsibility; and the 
matter is not currently pending before the Board of Selectmen. 

D. Multiple Contracts and Holding Additional Offices (Section 20) 

You are generally prohibited from having a direct or indirect financial interest in a contract with 
your town or from holding more than one appointed and paid position in town. This section of 
the law restricts municipal employees from actually having or appearing to have an 'inside track' 
to appointments to paid municipal jobs. The law permits you to hold as many uncompensated 
appointed positions as you wish, so long as all of the positions you hold are unpaid. It also 
permits you to hold as many elected positions as you wish even if you are compensated for one 
or more of these elected positions, so long as all of the positions you hold are elected. For 
information about other exemptions, see Ethics Primer: Financial Interests in Contracts for 
Municipal Employees. 

There are many exemptions in this section of the law. For instance, you may own less than 1% 
of the stock of a company that does business with your town. 

One exemption, known as the "selectman's exemption," permits a person already holding an 
appointed and paid municipal position (e.g., a teacher) to run for and hold the additional 
municipal position of Selectman. However, for those selectmen that use this exemption, several 
additional restrictions are imposed. First, you may receive only one municipal salary but have 
the ability to choose which salary you will receive. In addition, as a Selectman, you may not vote 
or act on any matter within the purview of the municipal agency by which you are employed or 
over which you have official responsibility. Finally, you may not be appointed to any municipal 
position other than the one you currently hold, including a job promotion, while serving as a 
Selectman and for six months thereafter. 

Also, as discussed above, if you serve as a Selectman in a town which has a population of 
10,000 or fewer, you are considered a "special municipal employee" for the purposes of the 
conflict law. As a special municipal employee, you may have a financial interest in a town 
contract or a second paid position if you file a disclosure of your financial interest in the contract 
with the Town Clerk and either (a) the Board of Selectmen has no jurisdiction over the agency 
with which you have the contract or position or (b) if the Board has jurisdiction over the 
municipal agency with which you have the contract or position, the other members of the Board 
of Selectmen vote to exempt you from the provisions of section 20. (4) 

For information about the application of these exemptions and other exemptions that may apply, 
contact your Town Counsel or the Legal Division of the State Ethics Commission. 

E. Appointments by the Board of Selectmen (Section 21A) 

As a Selectman, you generally cannot be appointed to any position, paid or unpaid, that is both 
appointed by the Board of Selectmen and is under the supervision of the Board of Selectmen. 
You must wait 30 days after you finish serving as a Selectman before you are eligible to be 
appointed to such a position (5) or you must receive approval for the appointment at an annual 
town meeting of the town. You may submit a resume or otherwise indicate an interest in such a 
position while still being on the Board, but the Board may not take any actions regarding your 
expression of interest until after the 30-day cooling off period. For more information about this 
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restriction, see Advisory No. 96-01: Municipal Officials Being Appointed to Positions under their 
own Boards. 

Positions on Board subcommittees and positions held ex-officio by virtue of your Selectman's 
position are considered to be part of your Selectman's position, and therefore do not trigger the 
restrictions of Section 21A. Generally, you may serve on a Board subcommittee, so long as your 
position on the subcommittee would terminate if you were to resign as Selectman. Similarly, you 
may serve ex-officio on another municipal committee that reports to the Board, as long as the 
committee membership would automatically terminate should you resign as Selectman. For 
example, you may serve on the Recreation Commission as the selectmen's representative on 
that board, as required by the town's charter. 

F. Unwarranted Privileges (Section 23) 

The law prohibits you from using your official position to obtain any type of "unwarranted 
privilege" of substantial value ($50 or more) for yourself or anyone else. For instance, you may 
not use official resources (e.g., office equipment, stationery, municipal cars, the town seal, staff 
time) for personal or political purposes. You also may not use your official position to get any 
type of preferential treatment for yourself or anyone else. You may not generally solicit your 
subordinates, license holders, or anyone under your authority for any personal or political 
purpose. You may not use your official title to endorse products or activities. 

For more information about this restriction, see Advisory No. 84-01: Political Activity and 
Advisory 05-01: The Standards of Conduct. 

G. Confidential Information (Section 23) 

The law prohibits you from publicly revealing confidential information, or from using it for private 
or political purposes. Anything that is not a "public record" under the Massachusetts Public 
Records Law is considered confidential. Remember that matters discussed while the Board is in 
Executive Session are confidential until after the Executive Session minutes are released as 
public records. For additional information on the Public Records law, see 
www.sec.state.ma.us/pre/preidx.htm. 

H. Bribes (Section 2) 

You may not ever accept anything that is given to you with an intent to corruptly influence your 
official actions or to corruptly induce you to take or not take any official action. Anything, of any 
value, may be considered a bribe if it is given to you in exchange for your agreeing to take some 
type of official action, or if you agree to not take an official action you would otherwise take. 

I. Gifts and Gratuities (Section 3) 

You may not accept anything worth $50 or more if it is given to you because of something you 
did, or might do, as a municipal official. Whenever you are offered anything from a private party, 
you must ask whether there is a link between the gift and an official act or act within your official 
responsibility. The Commission determines whether a link is established by reviewing all the 
circumstances. Such circumstances may include, for example, the identities or relationship of 
you and the giver, the giver's and your expressed intents, the timing of the gift, whether you 
have acted or will act on matters affecting the giver, and the effect of the gift on your acts. In 
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addition, the Commission will consider whether the gift is repeated, planned or targeted, 
whether it is a business expense, whether there is personal friendship or reciprocity between 
the giver and you, the nature, amount and quality of the gift, and the location of the 
entertainment and the sophistication of the parties. Because the prohibition applies to acts 
"performed or to be performed," a reward of substantial value for a past act may violate the law 
just as a gift of substantial value in anticipation of a future act might. 

Note that multiple gifts from the same person or company with a total value of $50 or more may 
be considered illegal gratuities. For more information, see Advisory 04-02: Gifts and Gratuities. 
Note also that special rules apply to scarce tickets. See Advisory 04-01: Free Tickets and 
Special Access to Event Tickets. 

J. Restrictions After You Leave Government Service (Section 18) 

You may never be paid by anyone except your town in connection with a particular matter in 
which you participated as a public official. For example, if you participate in the Selectmen's 
decision to award a town building contract, you may not then be paid by a private company to 
help it get the contract or, generally, to assist it in performing work under that contract. 

In addition, there is a one-year "cooling off" period before you may personally appear before, or 
telephone or write to, a town agency in connection with a matter that was under your official 
responsibility within two years prior to your leaving government service, even if you did not 
participate in it. This includes affixing your professional stamp on documents submitted to your 
former agency. 

For more information on these restrictions, see State Ethics Commission Advisory No. 90-01: 
Negotiating for Prospective Employment and Summary of the Conflict of Interest Law 13: 
Former Municipal Employees. 

II. SPECIAL RESPONSIBILITIES OF SELECTMEN 

In addition to the above restrictions, the conflict law also gives Selectmen certain additional 
responsibilities. 

A. Designating Special Municipal Employees (Section 1) 

The Board of Selectmen may vote to designate other municipal positions as "special municipal 
employee" positions for purposes of the conflict law. Sections 17 and 20 of the conflict law apply 
less restrictively to "special municipal employees" than they do to other municipal employees. 

Only certain part-time or unpaid positions may be designated as "special municipal employee" 
positions. The designation must apply to an entire category of positions, as opposed to a 
particular individual's position. For instance, the Board may vote to designate all part-time police 
officers as "special municipal employees," or all members of a particular board, but the Board 
may not, for example, designate only one part-time police officer to be a "special municipal 
employee." 

Unless the vote to designate includes a "sunset" provision, "special municipal employee" 
designations remain valid until revoked by a subsequent vote of the Selectmen. Up-to-date 
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"Special municipal employee" designation lists should be kept on file at the Town Clerk's office 
and filed with the State Ethics Commission. 

B. Making Determinations and Granting Exemptions as an Appointing Authority under 
Sections 17, 19, 23 

Some Boards of Selectmen are the legal appointing authority for certain town employees. 
Appointing authorities have several primary responsibilities under the conflict law: 

1. Section 17: Section 17 generally prohibits town employees from acting as agent for anyone 
other than the town in connection with matters in which the town has a direct and substantial 
interest. However, section 17 allows appointed town employees to act as agents for their 
immediate family members, (6) and for anyone with whom they have a "fiduciary" relationship, (7) 
if they first get permission from their appointing authority. As an appointing authority, you may 
be asked to vote to give such permission to a town employee. 

2. Section 19: Section 19 generally prohibits town employees from participating in their official 
capacity in any particular matter which affects their own financial interests, or the financial 
interests of their immediate family members, business partners, private employers, prospective 
employers or organizations for which they serve as an officer, director, partner or trustee. 
However, section 19 allows appointed town employees to participate in such matters if: (a) they 
first make a written disclosure of all the relevant facts to their appointing authority; and then (b) 
they receive back from the appointing authority a "written determination" that the financial 
interest is "not so substantial as to be deemed likely to affect the integrity of the services which 
the town may expect from the employee." As an appointing authority, you may be asked to vote 
to give such a determination to a town employee. 

3. Section 20: Section 20 generally prohibits a municipal employee from having a financial 
interest in a contract with the town. Several exemptions are available which require a vote by 
the board of selectmen to approve an exemption allowing a municipal employee to hold a 
contract. For example, in towns with a population of less than 3,500 persons, selectman may 
approve an exemption allowing a municipal employee to hold more than one appointed position 
with the town. Another exemption requires selectmen to approve an exemption that would allow 
a municipal employee in a town with a population of less than 35,000 to serve in part-time, call 
or volunteer police, fire, rescue or ambulance departments, provided the head of the department 
certifies in writing to the town clerk that no other employee is available to perform such services. 
A number of additional exemptions exist which require approval by the board of selectmen. 
Individuals seeking exemptions should contact the Ethics Commission or Town Counsel for 
advice. 

4. Section 23: Among other restrictions, section 23 generally prohibits town employees from 
acting in a manner which would cause a reasonable person to conclude that anyone could 
unduly enjoy their favor in the performance of their official duties. However, section 23 allows 
town employees to act in such instances if they first make a full, written disclosure of all the 
relevant facts to their appointing authority. As an appointing authority, you may receive such 
disclosures, which must be maintained as public records. While you do not have to take any 
action regarding them, it is recommended that you review them. As the appointing authority, you 
have the discretion to act in the town's interests and may prohibit an employee from acting in a 
matter even if the employee discloses the relevant facts. 
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The determinations and exemptions made by selectmen as discussed above are discretionary. 
It is the responsibility of the board to weigh the circumstances and determine what is in the 
town's best interests. 

 

FOOTNOTES 

1/If your town population is 10,000 or fewer, you are a "special municipal employee;" if the town 
population is greater than 10,000, you cannot under any circumstances be a "special municipal 
employee." As discussed below, the law places fewer restrictions on "special municipal 
employees" in some instances. 

2/For additional information, see State Ethics Commission Summary 13: Former Municipal 
Employees and Advisory 88-01: Municipal Employees Acting as Agent. 

3/Note that this prohibition applies both to for-profit and to charitable organizations. 

4/Note that G.L. c. 268A, section 19 would prohibit you from participating in this vote to grant 
yourself an exemption. 

5/Note that if you rely on the Selectmen's exemption to section 20 in order to hold a second 
municipal exemption, you must wait six months after you finish serving as a Selectman before 
you are eligible for appointment to any additional municipal position. 

6/"Immediate family" includes the employee's spouse, and the parents, siblings and children of 
both the employee and his spouse. 

7/Examples of fiduciary relationships include acting as guardian, executor or administrator. 

 
========================================================== 
 

Ethics Guide for Municipal Finance Committee Members 

http://www.mass.gov/ethics/education-and-training-resources/educational-
materials/explanations-of-the-conflict-of-interest-law/municipal-finance-committee-summary.html  
 
As a member of a municipal finance committee, even if you are unpaid and serve solely in an 
advisory capacity, you are considered a municipal employee and are covered by the conflict of 
interest law, G.L. c. 268A. The purpose of the law is to ensure that your private interests and 
relationships do not conflict with your responsibilities as a public official.  
 
Prohibited Actions (Section 19) - The law generally prohibits you from taking any official 
action on matters affecting: 
 

 your own financial interests, or 
 the financial interests of: 

 
o your immediate family members, 
o business partners, 

http://www.mass.gov/ethics/education-and-training-resources/educational-materials/explanations-of-the-conflict-of-interest-law/municipal-finance-committee-summary.html
http://www.mass.gov/ethics/education-and-training-resources/educational-materials/explanations-of-the-conflict-of-interest-law/municipal-finance-committee-summary.html
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o private employers, 
o those with whom you are negotiating prospective employment, or 
o organizations for which you serve as an officer, director, partner or trustee. 

 
If one of these matters comes up for consideration at a Finance Committee meeting, you should 
leave the room during both the deliberation and the vote on the matter, and make sure that the 
minutes of the meeting reflect your recusal. 
 
The prohibition on acting in these matters is very broad. You may not participate in any way: 
you may not vote on them; you may not participate in, moderate or chair discussions about 
them; you may not delegate them to a subordinate; you may not prepare official analyses or 
other documentation concerning them; and you may not take any other type of official action 
regarding them. 
 
For example, if a budget line item includes the salary of an immediate family member, you may 
not vote to recommend a particular funding level for that line item. If you are an abutter to a 
public works project, you may not participate in discussions about financing that project. If you 
are on the board of a charitable organization, you may not help prepare a finance committee 
report recommending that the organization be one of three finalists for a municipal grant. 
 
Note that there are some special cases, including: 
 

 If You Are Appointed to Your Position - Before taking any action on a matter subject 
to § 19 restrictions, you may disclose all the facts about the situation to your appointing 
authority (3), and ask for a written determination that the financial interest involved is not 
likely to affect the integrity of your official actions. If you receive this type of "prior 
permission" from your appointing authority, you may then participate in the matter. Note 
that you may not use this exemption if you are elected to your position. 

 
 Acting on Budgets - Unless an appointing authority gives you prior permission, you 

must abstain from any action on budget items which include the salary of an immediate 
family member (or would otherwise affect one of the financial interests listed above). 
Although you are prohibited from acting on those particular line items, you may act and 
vote on the budget as a whole. For more information, request Fact Sheet No. 3: Voting 
on Budgets which Include Salaries for Family Members from the State Ethics 
Commission. 

 
Appearances (Section 23) - The law prohibits you from taking any type of official action that 
could create an appearance of impropriety, or acting in a manner which could cause an 
impartial observer to believe that your actions are tainted with bias or favoritism. Before taking 
any type of action which could appear to be biased, you must first file a full, written disclosure of 
all the relevant facts with your City or Town Clerk. (We also recommend that you make the 
disclosure public at the finance committee meeting where the issue arises.) Instances where 
you should file such a disclosure include: actions affecting the financial interests of a relative 
who is not an immediate family member; actions involving a friend, neighbor, business 
associate, or anyone with whom you have a significant personal or professional relationship. If 
you are in doubt as to whether there is an "appearance problem", the safest approach is to 
make the disclosure. 
 
Acting on Behalf of Others (Section 17) - The law generally prohibits you from acting as 
agent or representative for anyone other than your municipality in connection with any matter 
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involving your municipality. For instance, you may not contact a municipal agency on behalf of a 
private individual, company, not-for-profit organization, group, association, or other special 
interest. You may not appear before a municipal agency on someone else's behalf. You may 
not allow your name to be used on documents which are submitted to a municipal board by 
someone else. You may not serve as spokesperson or otherwise represent anyone in 
connection with municipal business. 
 
Also, you may not be paid (or receive any other type of compensation), by anyone other than 
your municipality in connection with any matter that involves your municipality. 
 
There are some exemptions to this general prohibition. For instance, if your position is 
designated as a "special municipal employee" position (4), you generally may act as agent and 
be paid in connection with a matter involving your municipality, provided that: you have never 
personally participated in the matter as a municipal official; the matter is not within your official 
responsibility; and the matter is not pending before your municipal agency. 
 
Also, you may always act on your own behalf, and you may always state your own personal 
points of view. However, you should always make it clear that you are acting on your own 
behalf, and not acting in any official capacity. You may even represent yourself before the 
municipal agency you work for (but remember that you may not take any type of official action 
on a matter that affects you). 
 
For information about other exemptions, see State Ethics Commission Advisory No. 13: Agency. 
 
Multiple Office Holding (Section 20) - The law generally prohibits you from holding more than 
one position with the same municipality.  However, there are many exemptions in this section of 
the law. For more information, request Advisory No. 7: Multiple Office Holding from the State 
Ethics Commission. 
 
Financial Interests in Contracts with Your Municipality (Section 20) - You are generally 
prohibited from having a direct or indirect financial interest in a contract with your municipality. 
However, there are many exemptions in this section of the law. For instance, you may own less 
than 1% of the stock of a company that does business with your municipality. Also, if your 
position is designated as a "special municipal employee" position, the Board of Selectmen, City 
Council or Board of Aldermen may vote to grant you an exemption (5). For information about 
other exemptions, contact your Town Counsel, City Solicitor or the Legal Division of the State 
Ethics Commission. 
 
Unwarranted Privileges (Section 23) - The law prohibits you from using your official position to 
obtain any type of "unwarranted privilege" for yourself or anyone else. For example: you may 
not use official resources (e.g., official cars, office equipment, stationery, the municipal seal) for 
personal or political purposes. You may not use your official position to get any type of 
preferential treatment for yourself or anyone else. You may not use your official title to endorse 
products or activities. 
 
Confidential Information (Section 23) - The law prohibits you from publicly revealing 
confidential information, and from using it for private or political purposes. Anything that is not a 
"public record" under the Massachusetts Public Records Law is considered confidential. 
 
Private Employment (Sections 17 and 18) The conflict law restricts your private employment 
in the following ways: 
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 The law generally prohibits you from being paid (or receiving any other type of 

compensation) in connection with any matter that is "of direct and substantial interest" to 
your municipality. 

 If your position is designated as a "special municipal employee" position, you generally 
may be paid in connection with matters you have not personally participated in, and 
which are not under your official responsibility. 
 

 You may never be paid by anyone but your municipality in connection with a particular 
matter in which you participated as a public official. For example, if you act on a 
particular budget line item, you may not be paid by a private company in connection with 
a contract funded by that line item. 
 

 There is a one-year "cooling off" period before you may personally appear before a 
municipal agency in connection with a matter that was under your official responsibility, 
even if you did not participate in it. 
 

 Your business partners are generally subject to the same restrictions on private 
employment that you are. 

 
For more information on these restrictions, see State Ethics Commission Advisory No. 14: 
Negotiation for Prospective Employment and Summary of the Conflict of Interest Law for Former 
Municipal Employees. 
 
Bribes (Section 2) - You may not ever accept anything that is given to you with an "intent to 
influence" your official actions. Anything -- of any value -- may be considered a bribe if it is given 
to you in exchange for your agreeing to take some type of official action (or if you agree to not 
take an official action you would otherwise take). 
 
Gifts and Gratuities (Section 3) - You may not accept anything worth $50 or more if it is given 
to you because of something you did, or might do, as a municipal official. Examples of regulated 
gratuities include: sports tickets, costs of drinks and meals, travel expenses, conference fees, 
gifts of appreciation, entertainment expenses, free use of vacation homes and complimentary 
tickets to charitable events. Generally, if the gift-giver is someone you deal with in your 
municipal position, then the gift is being given to you because of your official duties, and you 
may not accept it if it is worth more than $50. 
 
Note that you may not accept multiple gifts from the same person or company if the total value 
of all the gifts is more than $50. Also, you may not accept more than a total of $50 worth of gifts 
from different sources sharing a "common interest." The law treats a standing offer (e.g., "I can 
get you Celtics tickets anytime you want them") as if it were a case of multiple gifts. You should 
refuse standing offers, since they may be considered to be worth more than $50. 

 
* * * * * * 

Summaries are prepared and issued by the Public Education Division of the State Ethics 
Commission. They are intended to provide guidance to public officials and employees 
concerning practical applications of the conflict law. For more information about the law, please 
contact your Town Counsel or City Solicitor, or the Legal Division of the State Ethics 
Commission at (617) 371-9500.  
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ISSUED: February 14, 1995 
 
1 Members of your "immediate family" include: your spouse; and the parents, siblings and 
children of both you and your spouse. 
 
2 Note that this prohibition applies both to for-profit and to charitable organizations. 
 
3 Your "appointing authority" is the person or board who appointed you to your position. Contact 
your Town Counsel or City Solicitor if you have any question about who your appointing 
authority is. 
 
4 Only part-time or unpaid positions may be designated as "special municipal employee" 
positions. This designation is granted by a vote of the Board of Selectmen, City Council or 
Board of Aldermen. Boards of Selectmen in towns of less than 10,000 population are 
automatically "special municipal employees." Mayors, Aldermen, and Selectmen in towns of 
more than 10,000 population may never be "special municipal employees." 
 
5 You are also required to file a disclosure of your interest in the contract with the City or Town 
Clerk. 
 
================================================================ 

MASSACHUSETTS OPEN MEETING LAW 

Source: Office of the Massachusetts Attorney General 
 

Open Meeting Law  
M.G.L. c. 30A, §§ 18-25 
 
Open Meeting Law Guide 

 
Definitions: a meeting and deliberation (electronic communication) 
 
Meeting", a deliberation by a public body with respect to any matter within the body's 
jurisdiction; provided, however, "meeting" shall not include: 
 

(a) an on-site inspection of a project or program, so long as the members do not 
deliberate; 
 
(b) attendance by a quorum of a public body at a public or private gathering, 
including a conference or training program or a media, social or other event, so 
long as the members do not deliberate; 
 
(c) attendance by a quorum of a public body at a meeting of another public body 
that has complied with the notice requirements of the open meeting law, so long 
as the visiting members communicate only by open participation in the meeting 
on those matters under discussion by the host body and do not deliberate; 
 
(d) a meeting of a quasi-judicial board or commission held for the sole purpose of 
making a decision required in an adjudicatory proceeding brought before it; or 
 

http://www.mass.gov/ago/government-resources/open-meeting-law/open-meeting-law-mgl-c-30a-18-25.html
http://www.mass.gov/ago/docs/government/oml/oml-guide.pdf
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(e) a session of a town meeting convened under section 9 of chapter 39 which 
would include the attendance by a quorum of a public body at any such session. 

 
Deliberation", an oral or written communication through any medium, including electronic 
mail, between or among a quorum of a public body on any public business within its 
jurisdiction; provided, however, that "deliberation" shall not include the distribution of a 
meeting agenda, scheduling information or distribution of other procedural meeting or 
the distribution of reports or documents that may be discussed at a meeting, provided 
that no opinion of a member is expressed 

 
Public Body Checklist for Posting a Meeting Notice 
Notice Requirements 
 
Notice Contents 
 
□ The notice contains the date, time, and location of the meeting. G.L. c. 30A, § 20(b). 
 
□ If the meeting is a joint meeting of several public bodies, the names of all bodies meeting 

are listed. 
 
□ The notice contains all of the topics that the chair reasonably anticipates will be discussed at 

the meeting. G.L. c. 30A, § 20(b).  The topics are sufficiently specific to reasonably advise 
the public of the issues to be discussed at the meeting, including executive session topics.  
See G.L. c. 30A, § 20(b); 940 CMR 29.03(1)(b). 

 
□ The notice is printed in a legible, easily understandable format.  G.L. c. 30A, § 20(b). 
 
□ The date and time that the notice is posted is conspicuously recorded on the notice.   
 940 CMR 29.03(1)(b).  
 
Notice Publication 
 
□ The notice is published at least 48 hours before the meeting, not including Saturdays, 

Sundays and legal holidays.  G.L. c. 30A, § 20(b). 
 
□ The notice is posted with the proper authority. G.L. c. 30A, § 20(c);  

940 CMR 29.03(2)-(6). 
 

Local public bodies - Filed with the municipal clerk, who must post it either: 
 

 In a location conspicuously visible to the public at all hours in or on the municipal 
building where the clerk’s office is located ; or 

 

 If an alternative posting method, such as a website, has been adopted, at the 
alternative location , with a description of the alternative method posted in a manner 
conspicuously visible to the public at all hours on or adjacent to the main and 
handicapped accessible entrances to the building in which the clerk’s office is 
located.  Meeting notice must also be available in or around the clerk’s office so that 
members of the public may view the notices during normal business hours. 

 
 

http://www.mass.gov/ago/docs/government/oml/public-body-checklist-notice.pdf
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Emergency Meetings - The Open Meeting Guide also addresses emergency meetings in  
Section 20 (b) stating, in part, “In an emergency, a public body shall post notice as soon as 
reasonably possible prior to such meeting.  Notice shall be printed in a legible, easily 
understandable format and shall contain the date, time and place of such meeting and a listing 
of topics that the chair reasonably anticipates will be discussed at the meeting.”  
 
 
Public Body Checklist for Creating and Approving Meeting Minutes 
Minutes 
 
□ Minutes must accurately set forth the date, time, place of the meeting, and a list of the 

members present or absent. G.L. c. 30A, § 22(a). 
 
□ Minutes must include a n accurate summary of the discussion of each subject.  See G.L. c. 

30A, §22(a). The summary does not need to be a transcript, but should provide enough 
detail so that a member of the public who did not attend the meeting could read the minutes 
and understand what occurred and how the public body arrived at its decisions.  

 
□ The minutes must include a record of all the decisions made and the actions take n at each 

meeting, including a record of all votes.  G.L. c. 30A, § 22(a). 
 
□ The minutes must include a list of all of the documents and other exhibits used by the public 

during the meeting.  G.L. c. 30A, § 22(a).  Documents and exhibits used at the meeting are 
part of the official record of the session, but do not need to be physically attached to the 
minutes.  See G.L. c. 30A, §§ 22(d), (e). 

 
□ If one or more public body members participated remotely in the meeting, the minutes must 

include the name(s) of the individual(s) participating remotely, and their reason(s) under 940 
CMR 29.10(5) for remote participation.  940 CMR 29.10(7)(b). 

 
□ If one or more public body members participated remotely in the meeting, the minutes must 

record all votes as roll call votes.  940 CMR 29.10(7)(c).   
 
□ Executive session minutes must record all votes as roll call votes. G.L. c. 30A, § 22(b).  
 
□ The minutes must be approved in a timely manner. G.L. c. 30A, § 22(c).  Generally, this 

should occur at the next meeting of the public body 
 
Public Body Checklist for Entering Into Executive Session 
Executive Session 
 
□ Executive session listed as a topic for discussion on meeting notice, including as much 

detail about the purpose for the executive session as possible without compromising the 
purpose for which it is called.  See G.L. c. 30A, § 20(b); 940 CMR 29.03(1)(b). 

 
□ Public body convened in open session first.  G.L. c. 30A, § 21(b)(1). 
 
□ Chair publicly announced the purpose for executive session, citing one or more of the 10 

purposes found at G.L. c. 30A, § 21(a) 
 

http://www.mass.gov/ago/docs/government/oml/public-body-checklist-minutes.pdf
http://www.mass.gov/ago/docs/government/oml/public-body-checklist-executive-session.pdf
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□ Chair stated all subjects that may be revealed without compromising the purpose for which 
the executive session was called. G.L. c. 30A, § 21(b)(3). For example, the Chair identified 
the party a public body may be negotiating with or the litigation matter the public body will be 
discussing.  

 
□ Chair stated whether the public body will adjourn from the executive session, or will 

reconvene in open session after the executive session.  G.L. c. 30A, § 21(b)(4). 
 
□ For Executive Session Purposes 3, 6, and 8: Chair publicly stated the having the discussion 

in open session would have a detrimental effect on the public body’s negotiating position, 
bargaining position, litigating position, or ability to obtain qualified applicants.  G.L. c. 30A, 
§§ 21(a)(3), (6), (8). 

 
□ A majority of members of the body voted by roll-call to enter into executive session.  G.L. c. 

30A, §21(b)(2). 
 
============================================================ 

MASSACHUSETTS PUBLIC RECORDS LAW 

Source: Office of the State Secretary/Public Records Division 
 
Massachusetts Public Records Law 
MGL c. 66 
 
Municipal Record Retention Manual 

01.013 Records in Common 
Budget Estimates – retain until administrative use ceases 
Worksheets – retain until completion of satisfactory audit 

 
Also See 01.019, 01.020, 01.021 & 01.022  

Correspondence 
 

"Administrative use" refers to a record’s usefulness as determined by agency staff.  This 
designation includes copies of records maintained for the convenience of agency staff . 
Please see the record series “A12 Correspondence” in this Schedule for more 
information on procedures for retention of convenience copies and other records with a 
short retention period.  Records from series’ that require retention “until administrative 
use ceases” may be discarded after such use. 
 
It is not necessary to submit a FORM RCB-2 APPLICATION FOR DESTRUCTION 
ERMISSION for destruction of administrative use records, unless otherwise noted in the 
schedule.  Records custodians are advised to review “administrative use” records to 
determine whether the records possess any enduring historical value to the 
Commonwealth. In such cases, records custodians are advised to preserve the records 
and contact the Records Management Unit of the State Archives for assistance to 
determine the appropriate retention period.    

 
Also: Electronic Mail   SPR Bulletin 1-99  (Guide page 103) 

Electronic Records Access  SPR Bulletin 3-96  (Guide page 105) 
Backup & Archiving  SPR Bulletin 1-96  (Guide page 107) 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleX/Chapter66
http://www.sec.state.ma.us/arc/arcpdf/MA_Municipal_Records_Retention_Manual.pdf
http://www.sec.state.ma.us/arc/arcpdf/0211.pdf
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Guide to the Massachusetts Public Records Law 
 
Public Records Definition  
MGL c. 4, § 7, cl. (26) 
 
"Public records'' shall mean all books, papers, maps, photographs, recorded tapes, financial 
statements, statistical tabulations, or other documentary materials or data, regardless of 
physical form or characteristics, made or received by any officer or employee of any agency, 
executive office, department, board, commission, bureau, division or authority of the 
commonwealth, or of any political subdivision thereof, or of any authority established by the 
general court to serve a public purpose, or any person, corporation, association, partnership or 
other legal entity which receives or expends public funds for the payment or administration of 
pensions for any current or former employees of the commonwealth or any political subdivision 
as defined in section 1 of chapter 32, unless such materials or data fall within the following 
exemptions in that they are:   
 
Exempted from disclosure, (summarized) under clause 26, are:   
 

(a) records specifically or by necessary implication exempted from disclosure by statute; 
 
(b) records related solely to internal personnel rules and practices of the government unit;  
 
(c) personnel and medical files or information;  
 
(d) inter-agency or intra-agency memoranda or letters relating to policy positions being 
developed by the agency; shall not apply to reasonably completed factual studies or reports 
on which the development of such policy positions has been or may be based; 
 
(e) personal notebooks and other materials not maintained as part of the files of the 
governmental unit; 
 
(f) investigatory materials necessarily compiled out of the public view by law enforcement or 
other investigatory officials; 
 
(g) trade secrets or commercial or financial information voluntarily;  
 
(h) proposals and bids to enter into any contract or agreement; 
 
 
(i) appraisals of real property acquired or to be acquired;  
 
(j) firearm records 
 
(k) Repealed 
 
(l) questions and answers, scoring keys and sheets and other materials used to develop, 
administer or score a test, examination or assessment instrument; 
 
(m) Certain contracts for hospital or related health care services between involving publically 
owned care facilities; 

http://www.sec.state.ma.us/pre/prepdf/guide.pdf
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleI/Chapter4/Section7
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(n) blueprints, plans, policies, procedures and schematic drawings, which relate to internal 
layout and structural elements, security measures, emergency preparedness, threat or 
vulnerability assessments, or any other records relating to the security or safety of persons 
or buildings, structures, facilities, utilities, transportation or other infrastructure located within 
the commonwealth; 
 
(o) home address and home telephone number of certain public employees; 
 
(p) name, home address and home telephone number of a family member of a certain 
commonwealth employee; 
 
(q) adoption contact information; 
 
(r) information and records acquired under chapter 18C by the office of the child advocate; 
 
(s) trade secrets or confidential, competitively sensitive or other proprietary information 
provided in the course of activities conducted by a governmental body as an energy 
supplier; 
 
(t) statements filed under section 20C of chapter 32 relating to public retirement boards and 
members’ financial statements  
 
(u) trade secrets or other proprietary information of the University of Massachusetts.  
 

====================================================================== 

OFFICE OF CAMPAIGN & POLITICAL FINANCE 

http://ocpf.cloudapp.net/  
 
Reporting rules for candidates, political committees and other election involvement 
 
 
 
====================================================================== 

FINANCE COMMITTEE ROLE 

1) All Municipal Questions or Finance Articles only 
 

Sample Finance Committee Bylaws 

 
Town of Leverett   
 
8-2 (B)   The Finance Committee shall consider any Article having financial implications in 
warrants for all Town Meetings and shall report its recommendations in print before each 
meeting and each vote. 
 

http://ocpf.cloudapp.net/
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Town of Deerfield 
 
10-5  All articles of the Warrant calling for appropriations at any meeting shall be referred to 
this Committee. The Committee shall examine and study the budget submitted by various 
Town departments. This section is enlarged by Chapter 56 of the Acts of 1950, amending 
MGL c. 39, §16, in that the Finance Committee shall now consider any or all municipal 
questions for the purpose of making reports and recommendations to the Town. 
 
Town of Colrain 
 
Section 4.  The Finance Committee shall consider all municipal questions relating to 
appropriations and may consider any municipal questions.  It shall hear members of town 
departments and citizens of the town relative to any matter before the committee and shall 
make such recommendations as the committee deem advisable upon all subjects 
considered by it.  It shall submit its recommendations and report to each town meeting, 
regular or special, and may also prepare and cause to be mailed a copy of such report and 
recommendations to each registered voter of the town at least seven (7) days prior to each 
town meeting regular or special 
 

 
3) Reports & Recommendations  -  Budget Message 
 

Sample Finance Committee Recommendations to Town Meeting 

 
Town of Amherst 
 
ARTICLE 2 - Public Art Commission (Select Board) 
To see if the Town will vote to amend the action taken under Article 7 of the 1990 Annual 
Town Meeting by increasing the membership of the Public Art Commission from five 
members to seven members 
. 
NO RECOMMENDATION - This is a proposal to enlarge and clarify the number of 
members of the Public Arts Commission. This change will have no financial impact.  
 
ARTICLE 3 - Transfer of Funds – Unpaid Bills  (Finance Committee) - To see if the 
Town will, in accordance with Chapter 44, Section 64 of the Massachusetts General 
Laws, appropriate and transfer a sum of money to pay unpaid bills of previous years. 
 
RECOMMENDATION: DEFERRED UNTIL TOWN MEETING - This is an article at every 
Town Meeting that allows the Town to pay unpaid bills from a prior fiscal year, if any, for 
which funds were not already encumbered. At the time this report was prepared, the 
Town was not aware of any such bills requiring action by Town Meeting. If no such bills 
are received prior to Town Meeting, the Finance Committee will move to dismiss this 
article. 
 
ARTICLE 9 – Special Act – Abatement of Taxes (Selectmen)   Text of article omitted 
 
RECOMMENDED by Finance Committee vote of 6-0, 1 absent 
This Article would authorize the Select Board to petition the Legislature for special 
legislation allowing a local nonprofit, Amherst Committee for A Better Chance Inc. (the 
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“ABC House”) to apply for a tax abatement for tax year 2013, even though it is past the 
deadline to file for an abatement.  The ABC House owns property at 74 North Prospect 
St. that is core to its mission. Since 1970, it has provided a supervised home for 
academically talented and highly motivated African American, Latino, Asian, and  
 
Native American students from educationally underserved school districts who attend 
Amherst Regional High School. The organization is nonprofit and exempt from paying 
taxes, including property tax on the ABC House. All nonpro fits that own real property file 
an annual form stating that they continue to qualify for the exemption from property tax. 
The ABC House has done so every year, except in 2013.  Due to changes in Board 
membership, the initial notice, a second notice, and the opportunity to ask for an 
abatement after a tax bill was mailed were overlooked.  The amount of taxes billed is 
approximately $17,000. The Legislature has enacted similar special legislation for other 
organizations upon request.  If Amherst files this legislation and it is approved, the ABC 
House will seek an abatement and avoid using $17,000 that is otherwise needed to 
support the students and meet the core mission.   
 
If a timely abatement had been filed, no tax would have been charged.  There is a 
financial impact.  Because taxes were already levied to other taxpayers and paid, this 
abatement would be paid from the overlay reserve for 2013.  That reserve, 1% of the tax 
levy, is set aside each year.  The amounts left in the reserve not paid in abatements are 
ultimately transferred to Free Cash and available to support future town needs.  A 
successful abatement will reduce the eventual overlay surplus and the amount 
transferred.  However, if ABC had filed for an abatement before the deadline, the result 
would have been the same.  This was an inadvertent one-time oversight.  The Town can 
and should assist the ABC House and the students it assists by supporting this one-time 
request. 

 

Sample FinCom Report/Budget Message to Town Meeting 

 
Beginning on the next page are two finance committee budget messages to Town Meeting.  
One is from the Town of Swampscott (pop. 14,000) and the second is from the Town of Ashland 
(pop. 16,500).  The reports were printed in the Town Meeting warrant. 

 
The messages reflect two different levels of detail, but each provides information and context for 
town meeting members.    
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REPORT OF THE FINANCE COMMITTEE 
 

MAY 2014 TOWN MEETING 
(FY 2015 BUDGET) 

 
The Finance Committee is pleased to present the annual budget for FY 2015.  We would like to 
recognize the town administrator, the town accountant, and the department heads for all the 
time and effort they put into preparing the budget. They also generously made themselves 
available to the Finance Committee during our review and deliberations, and we are thankful for 
this support. 
 
Swampscott has made great strides this past fiscal year but there is a lot of work remaining, to 
put our fiscal house in order and to create a sustainable path for the Town's future success.  As 
a result of conservative budgeting and prudent management, the Town produced another strong 
operating surplus in FY 14.  This will enable Town Meeting to consider appropriating funds in 
the FY 15 budget to further address our long-term needs through the OPEB trust fund, the 
stabilization fund and capital stabilization fund. These latter two recommended appropriations 
should serve the Town well as it grapples with future capital needs, and a much needed plan to 
finance prospective debt with minimal tax impact.  This will require further efficiencies and 
consolidation.  With this is mind, the Finance Committee approached the fiscal 2015 budget 
cautiously regarding the expansion of services and expenses.  
 
The Finance Committee is concerned with the long term viability of the town’s financial 
structure. Revenue growth is limited to 2.5%, plus increases to the tax base from development 
of new taxable properties. However, some costs, such as salary, health and pensions, are 
increasing faster than 2.5%.  As there is virtually no open space for new growth, the Town will 
be dependent on increasing the tax base through existing properties that may become available 
for redevelopment. Without FY14 new growth, our revenues in FY15 would have been about 
$630,000 lower and the FY15 budget process would have been much more difficult.  
 
In addition there are major capital and infrastructure requirements facing the town, as we 
continue to recover from low levels of capital improvement in the past. The town has significant 
unfunded pension liabilities that will be funded over the next sixteen year, and we will also need 
to address the funding of OPEB (Other Post-Employment Benefits). The Finance Committee will 
continue to work closely with the Town Administrator and the Board of Selectmen to address the 
Town’s longer-term financial outlook. 
 
We are pleased to report an increase in state funding of $249,009 or 6.0% over FY14 due 
primarily to an increase in Chapter 70 funding. The FY15 tax levy of $42,356,591 is a 2.5% 
increase over the FY14 tax levy plus FY14 new growth. Nahant tuition shows an increase of 
8.2%, or $101,446. These revenue increases are offset by a $306,799 or 9.9% decrease in debt 
exclusion due to the roll-off of the sewer debt, and lower expected new growth in FY15. All 
combined, our FY15 revenue increased by 2.4% over FY14.  
 
Overall expenses increased 4.1%, including one time contributions to stabilization and OPEB 
reserve funds of $1,100,000 which are funded through free cash. Overall expenses net of these 
contributions increased by 3.2%. Health insurance and Medicare costs increased by 4.8%, and 
pension contributions increased by 3.8%. These two items combined make up 17.0% of our 
total expenses. Town operating expenses increased by 3.0%, and the school budget increased 
2.5%, but the regional vocational school increased $330,196 or 77.1% due to higher 
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participation and increased capital charge due to the new facility in Danvers. Debt service 
dropped slightly by 0.5%.   

 

 
 

As you review the FY2015 Town budget, please bear in mind that the figures for FY2014 shown 
above include adjustments that were made in at the Special Town Meeting in October of 2013, 
and thus do not tie out directly to the figures shown in last year’s warrant.  The Finance 
Committee has worked closely with the Town Administrator and Town Accountant this year and 
together recommends multiple changes to the budget presented to the Board of Selectmen in 
March 2014. The major adjustments are described below.   
 
Salary changes for contracted employees (Line 14A and others):  Contracts for many of 
collective bargaining units representing town employees were settled following the approval of 
the initial warrant by the Board of Selectmen.  A contingency fund for this purpose was set up as 
line 14A, Salary Reserve.  This fund was initially set at $187,000 but has subsequently been 
reduced to $107,527 as negotiations were completed and funds were transferred to the 
respective salary lines.  You will find these changes reflected primarily in the budgets for Town 
Hall Departments, DPW (including water and sewer personnel), and the Fire Department.  The 
Police contract has not been finalized as of this writing.   
 
Assessor’s Office (line 22):  The salary line for the Assistant Assessor (the senior assessor) has 
been increase from $65,000 to $85,000 to reflect employment market conditions. The clerical 
staffing in this department was reduced by $13,033 in light of lower expected need of clerical 
support. 
 
Fire Department salaries (Line 36):  Increased 2.8% overall to reflect contract settlement as 
described above. 

Budgeted Recommended Percent

2014 2015 Change

Revenues 53,402,051         54,691,795          2.4%

Property Taxes 41,323,503         42,356,591          2.5%

Debt Exclusion 3,107,838            2,801,039             -9.9%

New Growth * 225,000                nm

State aid 4,154,110            4,403,119             6.0%

All other 7,924,438            7,932,085             0.1%

Expenses 53,640,179         55,820,160          4.1%

Town Budget 11,974,078         12,328,980          3.0%

School Budget 24,481,000         25,081,000          2.5%

Vocational School 428,220               758,416                77.1%

Benefits 9,223,679            9,550,122             3.5%

Debt Service 4,820,818            4,799,815             -0.4%

Stabilization & OPEB 600,000               1,100,000             83.3%

All other 2,112,384            2,201,827             4.2%

* FY14 New Growth of $617,065 included in FY14 Property Taxes 

for comparison purposes.
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Public Works salaries (Line 58) and Buildings and Grounds salaries (Line 71): 
As town expenses are increasing at a higher percentage than are the revenues, it was decided 
that it would be imprudent to increase the expense run rate by adding an additional two 
employees to the DPW. Therefore the costs associated with these proposed hires were 
removed.   
 
Regional Vocational School (line 98):  Costs associated with the regional vocational school 
increased significantly from an appropriation of $560,000 in FY14 to $758,416 in FY15.  The 
costs were not finalized until later in the budget process. The Finance Committee recommended 
amount reflects the revised costs.  This large increase is due largely to higher enrollment 
numbers and an increase in debt service for the new school facility in Danvers.  
 
Police Department Expenses 
 
The Police Department overall budget increases by 7.7% or $276,538 in this recommendation, 
due to increases in costs associated with the new building, and 2% increase on salaries.  The 
Police Department has proposed joining the North Eastern Massachusetts Law Enforcement 
Council (NEMLEC), a consortium of 58 agencies that provides mutual aid and strategic support.  
The costs associated with NEMLEC include dues of $5,000 and a commitment of officers’ time 
that will result in an increased in overtime.  Part of the increase in overtime shown in this budget 
is associated with joining NEMLEC.   
 
School Department 
 
The Finance Committee supports the current level of cooperation between the Town and the 
School Department and would like to recognize the efforts of both parties during this year of 
leadership transition in the Schools.  The Committee also supports Article 4, calling for 
consolidation of Town and School facility maintenance.   
 
 
The Finance Committee continues to deliberate several items as the deadline for the warrant 
approaches.  Please expect us to report on several warrant articles at Town Meeting, including 
Article 3 (COLA increase for retirees) and Article 8 (the capital budget). 
 
As in any budget year, we welcome a dialogue with all Members in advance of Town Meeting, 
should you have any questions about these or other line items. 
 
 
Respectfully submitted, 
Swampscott Finance Committee 
 

(members listed) 
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Date: 10/24/2013  
 
To: All Department Heads; Relative Boards & Committees  
 
From: Finance Committee  
 
CC: Anthony Schiavi, Town Manager  
       Michael Herbert, Assistant Town Manager/Finance Director  
 
RE: FY 2015 Budget  
_______________________________________________________________________  
 
The Charter for the Town of Ashland requires that the Finance Committee provide an initial 
budget message in November prior to the start of the next fiscal year. Accordingly, we provide 
the following memorandum and instructions.  
 
The previous administration in conjunction with Boards of Selectmen and Finance Committees 
did much to right the Town of Ashland’s fiscal ship and put the finances in order. This was a 
significant achievement, especially in light of the significant financial downturn that occurred 
beginning in 2008 and the subsequent budgetary pressures felt by local governments around 
the Commonwealth and the nation.  While there are indications that we may in fact be emerging 
from this unfortunate time period, government experts around the country are proclaiming that 
there is a “new normal” with respect to state and local government finances.  
 
That new normal will be reflected in the FY15 budget. As a result, we find ourselves in the now 
familiar predicament of projecting moderate increases in revenues, but expenses increasing 
more. As a result, tough decisions will need to be made over the next several months.  
 
Broadly, for FY15, the Finance Committee will advocate fiscal policies that: A) Continue to 
improve our reserve position, B) Continue to fund necessary capital improvement projects, and 
C) Begin addressing structural deficits and long-term liabilities such as retiree benefits.  
 
This year, Town Management has indicated that they wish to change the development, format 
and presentation of the budget to more of a performance and outcomes-based format. This will 
require more involvement by the department heads than in previous years. Critical to this 
philosophy is adopting a zero-based budgeting approach. This means that each department 
head will need to craft a spending plan for the coming fiscal year that is a combination of both 
historical spending data as well as future resources needed to reach the goals and objectives in 
the department.  
 
The Town Manager and Assistant Town Manager will be sending more detailed instructions and 
forms to each department in early November. Given the new structure of the budget this year, 
we anticipate several meetings between Town Management and department heads throughout 
the budget season. The Finance Committee will also be interviewing departments throughout 
the budget process and will be asking for information to be provided prior to any scheduled 
meeting. We thank you in advance for your cooperation.  
 
Attached is a calendar that establishes a schedule for certain milestones during the budget 
season. Finance Committee meetings are posted on the Town’s website and we encourage 
your participation, when requested. 
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4)  Transfers 
 
By Town Meeting 
By Selectmen with concurrence of FinCom  
By FinCom from Reserve Fund – authorized by c.40 §6  (See section on Reserves) 
 

Town meeting is authorized at any time during the fiscal year to make line-item transfers in any 
amount between expense categories and between departments.  (See section on The Budget 
Process for discussion on categories).  A transfer is authorized through a separate article and 
must be from a single line-item account to another individual line-item account.  A series of 
transfers may be individually listed in one article.  The dollar amounts in the “from” line-items or 
the “to” line-items cannot be displayed as a total only, even if the account numbers or 
descriptions are individually listed.  
 
Alternatively, the Board of Selectmen in concurrence with the Finance Committee can approve 
transfers outside of town meeting only between May 1 and July 15 and with dollar limitations.   

 
MGL Chapter 44 §33B 
 
(b) A town may, by majority vote at any meeting duly held, transfer any amount 
previously appropriated to any other use authorized by law. Alternatively, the selectmen, 
with the concurrence of the finance committee or other entity establish under section 16 
of chapter 39, may transfer within the last 2 months of any fiscal year, or during the first 
15 days of the new fiscal year to apply to the previous fiscal year, any amount 
appropriated for the use of any department other than a municipal light department or a 
school department to the appropriation for any other department or within a department, 
but the amount transferred from 1 department to another or within a department may not 
exceed, in the aggregate, 3 per cent of the annual budget of the department from or 
within which the transfer is made or $5,000, whichever is greater. 
 

If desired transfers exceed the 44/33B dollar restrictions, then the transfer must be authorized 
by Town Meeting.  A FinCom reserve transfer under 40/6 is allowed if statutory criteria are 
satisfied.   
 
See sample form below for transfers by Selectmen in concurrence with FinCom.    
 
 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter40/Section6
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter44/Section33B
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Sample Form: Budget Line Item Transfer of Funds 

 

Town of ________________ 

 ___________________ 

 date 

 

The Board of Selectmen in concurrence with the Finance Committee as authorized by MGL 

Chapter 44, Section 33B, do here by approve the following transfer of funds appropriated in 

Fiscal Year 20__ annual budget.  

 

 Department Line Item name Line item No. Amount A D 

       

From       

To       

Reason       

       

       

From       

To       

Reason       

       

       

From       

To       

Reason       

       

       

From       

To       

Reason       

       
 

A = approved; D = disapproved 

 
Board of Selectmen     Finance Committee 
 
             

date of meeting      date of meeting 
 
 
             

number present & voting     number present & voting 
 
 
             

Chair, Board of Selectmen     Chair, Finance Committee 
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5) Monitoring Fiscal Activity 
 
While Finance Committees are generally precluded from involvement in the day-to-day 
administration of municipal government.  By statute and historical practice, the FinCom role 
revolves around town finances.  Monitoring fiscal activity is however a legitimate FinCom 
function.  Awareness of expenditure and revenue trends through the year will help guide 
decisions impacting the ensuing fiscal year and will better position the town to anticipate and 
address potential problem areas.  Open communication with a town administrator or selectmen 
chair helps keep the FinCom informed and access to various reports are useful as well.   
 
Resources: 
 
“Expenditure Reports” must be distributed monthly by the accountant under MGL c.41 § 58 to 
the selectmen, department heads, and board, committee, and others authorized to spend.  The 
FinCom chair should receive a copy as well.  An expenditure report can be produced in detail or 
in summary.  It is formatted in a series of columns that display, as of an end of month date, an 
original appropriation, transfers in or out, charges against the account, encumbrances on the 
account and the remaining account balance.  Reports can be distributed in an electronic format 
as well in hard copy.  
 
“Revenue Reports” provide similar data.  These reports are most useful when revenue final 
projections are entered so that actual receipts can be measured against expectations.  The 
accountant can produce revenue reports, but is not required to.  Quarterly reports make the 
most sense.  
 
An “Audit Management Letter” accompanies an independent auditor’s review of the town’s year-
end financial statements.  The letter comments on areas of financial practices where 
weaknesses are uncovered and describes steps that will resolve each particular problem.  
Towns are typically expected to respond, but don’t always.  And, from lack of process, they do 
not always take corrective action.  FinCom review of management letters can be instructive.  In 
addition, the audit itself will have comments on the town’s financial condition that might not 
appear elsewhere.   
 
Access to Information 
 
Legal interpretations of state law have consistently held that Finance Committees are entitled to 
request and receive any information and data needed to fulfill their lawful responsibilities.  Some 
towns, as evidenced by the bylaw below, further emphasize this point.  However, statutory 
language includes no enforcement mechanism in the instance of non-compliance.   
 

Sunderland 10-6 
The Committee shall have access to all facts, figures, records and other information 
relating to all Town departments, boards committees or officers, and the same shall be 
furnished forthwith by any department, board, committee, officer or employee whenever 
so requested by the Committee. 

 
 
 

 

 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter41/Section58
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6) FinCom Role in Revenue Projections 

 

See discussion in section on The Budget Process 

 

7) FinCom as a Resource 
 
In rare instances, a FinCom will take on a research project either on its own initiative, although 
at the request of a town administrator or board of selectmen is preferable.  If there is agreement 
on the topic and scope of study, FinCom avoid pushback that it is intermeddling.  It is important 
not to underestimate the amount of time and energy such studies require.  As with any 
assignment of this sort, a specific charge and scope should be defined.  A timetable should be 
set.  Consideration should be given to administrative support and whether funding is involved.    
 
8) FinCom as a Policy Maker 
 
A FinCom might operate according a set of beliefs or priorities, but it cannot set and implement 
formal policies for the town.  At the very least, approval of the Board of Selectmen is required.  
Conversely, a town administrator or Board of Selectmen should involve the FinCom in the 
development, acceptance and implementation of financial policies for the town.   
 
Policies should be viewed as guidelines and not rigid rules.  Their reach can vary widely from 
town to town.  Some include general statements like “the town shall endeavor to remain 
solvent”…or…”will annually develop and approve a balanced budget.”   
 
More practical policies will address debt service ratios, stabilization fund uses and balances, 
free cash uses and target balances, on the establishment of fees, the use of revolving funds, 
capital improvement plans, etc.  A policy might allocate discretionary revenue between town 
departments and the school department (discussed later).   
 
The purpose of policies is to establish a sound basis for financial decisions that will help the 
town move toward and sustain fiscal stability.  They provide consistent approaches in an 
environment where elected and appointed officials, with their own viewpoints, changes.   
 
9) Dual Role as Capital Improvement Committee 
 
There are occasions where the FinCom also serves as the town’s Capital Improvement 
Committee.  See later section of Capital Improvement Plans.  
 
10) FinCom as an Advocate 
 
It appears that the general rule is that an elected or appointed public official is allowed to 
provide information, and implicitly, take an advocacy position on issues until the issue becomes 
the subject of a ballot question.  In towns, the Board of Selectmen has the sole authority to 
place a question on the town-wide ballot, whether binding or advisory.  While it would seem to 
follow that until the Selectmen act local officials may advocate, the OCPF has other rules as 
well and should be consulted for clarifications.     
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Office of Campaign and Political Finance  
Letter Opinion on Local Officials and Ballot Questions  

AO-89-02 - Dec 1989 

 

"questions submitted to the voters" must appear on the ballot in order for the provisions 
of M.G.L. c.55 to apply. This office does not consider issues which are debated in an 
open forum such as a town meeting, even if such issues are resolved by secret vote, to 
be questions "on the ballot." Therefore any materials published and disseminated by 
either the regionalization committee or the planning board in anticipation of a town 
meeting solely to inform the voters prior to such meeting will not be considered to have 
been so published and disseminated for the purpose of "influencing or affecting the vote 
on any question submitted to the voters", even if such materials advocate a "yes" or "no" 
vote on a topic at town meeting. The provisions of M.G.L. c.55 therefore would not 
prohibit the expenditure of governmental monies for such materials.  
 

 
11) FinCom Web Page 
 

Sample Finance Committee Webpages 

 
Amherst - very comprehensive 
https://amherstma.gov/financecommittee  
  
Colrain - key definitions / transfer request form 
http://colrain-ma.gov/boards/finance-committee.html 
  
Wendell - FinCom as study committee 
http://www.wendellmass.us/index.php/taxes/finance-committee.html 
  
Conway - example of resident input invitation 
http://www.townofconway.com/committees/finance-committee/ 

 
 
====================================================================== 

  

https://amherstma.gov/financecommittee
http://colrain-ma.gov/boards/finance-committee.html
http://www.wendellmass.us/index.php/taxes/finance-committee.html
http://www.townofconway.com/committees/finance-committee/
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BUDGET PROCESS 

Sample Budget Bylaw: 

 
The annual budget process shall begin with the development of a budget calendar by 
(responsible person/committee)  which shall be presented for approval of the BOS and Finance 
committee on or before ____________ each year.  The budget calendar shall establish 
deadlines for the accomplishment of the tasks listed herein, the last of which shall be completed 
no later than twenty-one (21) days prior to the annual town meeting of voters.   Deadlines shall 
be set for: 
 

1. Development of initial revenue projections 
2. Estimates of projected fixed costs   
3. Agreement and distribution of departmental budget guidelines  
4. Submission of appropriation requests by department heads for operations and capital 

needs 
5. Meetings with department heads and development of a recommended budget  
6. Presentation of the recommended budget to BOS for approval 
7. Presentation of recommended budget to FinCom for approval 
8. Final approval of budget proposal to town meeting    

 
Options: 

 

-include on or before dates in bylaw  

 

-specify separate deadlines for school department 

 

-add language regarding capital requests or adopt a parallel bylaw for capital requests 

from departments  

 

-add language requiring public hearings 

 

-add language that calls for joint meetings of BOS, FinCom, School Committee 

 

-adopt a separate bylaw that addresses other articles.  it would: 

 

-establish dates when the BOS open and close the warrant 

 

-establish circumstances, if any, under which BOS would re-open the warrant 
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Sample Budget Calendars 

 
Town of West Boylston 
Town Administrator budget calendar 


July/August:  Assessors finalize valuation tables and complete inspections of newly 
constructed buildings; Assessors prepare new growth update  

 
August/September:  Identify goals and strategic needs; Update the Financial Plan 

Forecasts; Assessors prepare & review new assessed valuations  
 
October:  Assessors calculate new growth for certification by DOR, Fall Town Meeting 

makes adjustments to new fiscal year budget as needed; Final Tax Rate set  
 
November:  Operating Budget Request Forms sent out to Departments; Selectmen hold 

classification hearing; Town obtains tax rate approval  
 
December:  Town Administrator reviews requests and develops operating budget  
 
January: Preliminary operating budget presented to Finance Committee  
 
February/March:  Finance Committee and Town Administrator holds public budget hearing; 

Proposed budget presented to Board of Selectmen and Finance 
Committee  

 
May: Proposed operating budget presented to Town Meeting  
 
June/July: June 30 current fiscal year ends; July 1 new fiscal year begins; State budget 

typically passed with Final State Aid numbers (aka Cherry Sheets) 
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Town of Princeton 

FY11 Budget Calendar  
 
Tues. December 1 – All Boards meeting held – Kick-off to the FY11 Budget Season  

Monday, December 7 – Town Administrator presents 10-11 revenue report to the Selectmen 
and Advisory Board in a combined meeting. Selectmen & AB discuss FY11 budget guidelines.  

Nov-Dec –Five-year capital plan possibly on hold for FY11 – CIP & TA meet to discuss 
economic and budget matters.  

Monday, December 21 (7 p.m.) - Selectmen and Advisory Board hold joint meeting to discuss 
FY11 budget process, finalize budget guidelines and approve budget calendar  

November & December– Department heads, committees and Town Administrator meet to 
develop and discuss FY11 operating budgets and capital requests  

December - CIP meets in the town hall to discuss five-year capital plan  

Mon. December 28 – Department heads and committees submit FY10 operating budgets to TA 
Selectmen hear budget presentations from department heads 

Wed. January 6 –(Noon-3 p.m.) – Library, Highway & Town Administrator  

Thurs. January 7 –(11 a.m. – 3 p.m.) – Fire Department, Police & Town Administrator  

Thurs. January 21- Board of Selectmen receive FY11 Capital and special requests  

January - Selectmen review special article requests  

Wed. January 13– AB receives and begins review of FY10 department/committee operating budgets.  

February – AB meets & works on FY10 budget, five-year Capital Plan & special articles  

Tues. February 16 – Selectmen, AB and School Committee hold joint budget meeting  

March - AB meets & works on FY09 budget, five-year Capital Plan & special articles  

Tues. March 16 – Selectmen, AB and School Committee hold joint budget meeting 

Tues. March 16– STM & ATM Warrant closes 

Monday April 5– Advisory Board submits annual report to the TA for inclusion to the warrant 

Mon. April 12– Selectmen and AB meet to review final warrant before it goes to the printer. 

April - AB holds contingency meetings during April as necessary  

Thurs. April 22- Warrant goes to the printer  

Mon. April 26 - Warrant in mail to Princeton residents  

Tues. April 27- ATM & STM warrant posted  

Mon. May 3– AB holds Public Hearing on ATM warrant (7 pm)  

Mon. May 10– Annual Election  

Tues. May 11– Annual Town Meeting  
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Revenue Projections 
 

Sample Formats for Revenue Projections 

 
Basic format:  Tax Levy, State Aid, Local Receipts, Miscellaneous. 
 
Increased detail:   For Taxes see Levy Limit Calculation Form and New Growth Estimate 

 
For State Aid examine the Cherry Sheet  
 
For Local Receipts review page 3 of the tax Recap Sheet 
 
For Miscellaneous look to Free Cash estimate and other fund balances 

 
 

     

     

Revenue Projections Fiscal Year     
Projected vs. 
Current FY 

    (prior) (current) (projected) $ chg % chg 

  
 

          

Tax Levy     
 

0 
 

Debt Exclusions     
 

0 
 

New Growth     
 

0 
 

  
    

 
0 

 
State aid (cherry sheet)     

 
0 

 

 
Chapter 70     

 
0 

 
 Unrestricted (UGGA      

       

Local Receipts     
 

0 
 

  
    

 
0 

 
Miscellaneous      

Assessors Overlay (surplus)     
 

0 
 

Free Cash     
 

0 
 

Other     
 

0 
 

  
    

 
0 

 
Enterprise Funds *     

 
0 

 

 
water     

 
0 

 

 
sewer     

 
0 

 

  
    

   
Total Revenue       

  
 
* Enterprise fund revenue is listed as a Local Receipt on the Tax Recap Sheet 
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Levy Limit Calculation Form 

 

THE COMMONWEALTH OF MASSACHUSETTS 

DEPARTMENT OF REVENUE 

FISCAL 2015 TAX LEVY LIMITATION FOR 

CITY/TOWN/DISTRICT 

FOR BUDGET PLANNING PURPOSES 

 

I.  TO CALCULATE THE FY2014 LEVY LIMIT     

        

A.    FY2013 Levy Limit 0     

A1.  ADD Amended FY2013 Growth 0     

B.    ADD  ( IA + IA1 ) X 2.5%   0     

C.    ADD FY2014 New Growth 0     

C1.  ADD FY2014 New Growth Adjustment 0     

D.    ADD FY2014 Override 0     

E.    FY2014 Subtotal 0     

    I.  $                  -  

F.    FY2014 Levy Ceiling 0   FY2014 Levy Limit 

        

II.  TO CALCULATE THE FY2015 LEVY LIMIT       

A.    FY2014 Levy Limit from     I. 0     

A1.  ADD Amended FY2014 Growth   0     

B.    ADD  ( IIA + IIA1 ) X 2.5%   0     

C.    ADD FY2015 New Growth 0     

C1.  ADD FY2015 New Growth Adjustment       

D.    ADD FY2015 Override       

E.    FY2015 Subtotal 0     

    II.  $                  -  

F.    FY2015 Levy Ceiling 0   FY2015 Levy Limit 

      
 III. TO CALCULATE THE FY2015        

MAXIMUM ALLOWABLE LEVY       

        

A.    FY2015 Levy Limit from II. 0     

B.    FY2015 Debt Exclusion(s) 0     

C.    FY2015 Capital Expenditure Exclusion(s)       

D.    FY2015 Stabilization Fund Override       

E.    FY2015 Other Adjustment       

F.    FY2015 Water / Sewer       

        

G.    FY2015 Maximum Allowable Levy  $                -      
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Local Receipts – Detail 
     

      

 
Fiscal Year     

   
    (prior) (current) (projected) $ chg % chg 

 
Room excise     

 
0 

 

 
Penalties & interest on taxes & 
excises 

    
 

0 
 

 
Payments in lieu of taxes     

 
0 

 

 
Charges for services - water     

 
0 

 

 
Charges for services - sewer     

 
0 

 

 
Charges for services - hospital     

 
0 

 

 
Charges for services - solid waste 
fees 

    
 

0 
 

 
Other charges for services     

 
0 

 

 
Fees     

 
0 

 

 
Rentals     

 
0 

 

 
Departmental revenue - schools     

 
0 

 

 
Departmental revenue - libraries     

 
0 

 

 
Departmental revenue - cemeteries     

 
0 

 

 
Departmental revenue - recreation     

 
0 

 

 
Other departmental revenue     

 
0 

 

 
Licenses and permits     

 
0 

 

 
Special assessments     

 
0 

 

 
Fines and forfeits     

 
0 

 

 
Investment income     

 
0 

 

 
Medicaid reimbursement     

 
0 

 

  
    

 
0 

 

 
Miscellaneous recurring     

 
0 

 

 
Miscellaneous non-recurring     

 
0 
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Expense Side of the Budget 
 
Displayed below are alternatives for formatting a municipal budget.  Each has an impact on 
ability to move money around as needs arise that deviant from initial appropriation purposes.  
Most towns format their budget consistent with Example C in order to give managers some 
decision-making flexibility.  Example A is typically regarded as too rigid and an Example B as 
lacking in controls.   
 
In Example A, each numbered funding purpose is an individual appropriation.  Transfers 
between line-items can only be approved by Town Meeting or by the Selectmen and FinCom at 
year-end.  Department heads can only charge to the accounts for specifically defined purposes 
and, as a result, have no flexibility to manage money.   
 

 
EXAMPLE A           

 
 

     

 

  
FY2011 

Expended  
FY2012  

Budgeted 
FY2013 

Proposed 

$ Chg 
FY13 
vs. 

FY12 

% Chg 
FY13  
vs. 

FY12 

 
 

   
    

 
Treasurer/Collector  

  
    

 
Salaries 

   
    

1 Treasurer/Collector 55,000  56,200  57,500  1,300  2.3% 
2 Assistant Treasurer 42,000  42,600  43,500  900  2.1% 
3 Assistant Collector 42,000  42,600  43,500  900  2.1% 
4 Benefits Admin 37,500  37,500  39,500  2,000  5.3% 
5 Principal clerk 35,000  36,500  37,100  600  1.6% 
       

 
Expenses 

   
    

6 Postage 7,500  7,500  7,500  0  0.0% 
7 Purchase of Services 15,000  15,000  16,500  1,500  10.0% 
8 Supplies 2,500  2,700  2,700  0  0.0% 
9 Software license 17,000  18,000  18,000  0  0.0% 

     
    

 
Subtotal 253,500  258,600  265,800  7,200  2.8% 

 
 
In Example B, Town Meeting would approve a single appropriation for the department.  The 
department head would have no restrictions on moving funds around.  Transferring funds to or 
from another department however would require a Town Meeting vote or approval of the 
Selectmen and FinCom. 
 

  EXAMPLE B           

       4 Treasurer/Collector 
   

    

 
Salaries 152,300  156,000  163,000  7,000  4.5% 

 
Expenses 45,000  45,000  45,000  0  0.0% 

 
Subtotal 197,300  201,000  208,000      

 
 
In Example C, when individual salaries are collapsed into a single “Salary” category or single 
“expense” category, the detail in each remains in the accountant’s chart of accounts and in the 
department budget.  The department head is free to move money from between line-items 
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staying in the category.  To move funds from the Salary category to the Expense category, or 
vice-versa, requires a Town Meeting vote or approval by the Selectmen and FinCom at year-
end.   
 
 

  EXAMPLE C           

       
 

Treasurer/Collector 
     

22 Salaries 152,300  156,000  163,000  7,000  4.5% 
23 Expenses 45,000  45,000  45,000  0  0.0% 

 
Subtotal 197,300  201,000  208,000      

 
 
The same outcome is arrived at under Example D.  The format would provide greater 
information for Town Meeting, but members are still only voting the numbered line-items.    
 

  EXAMPLE D           

       

 
  

FY2011 
Expended  

FY2012  
Budgeted 

FY2013 
Proposed 

$ Chg 
FY13 
vs. 

FY12 

% Chg 
FY13  
vs. 

FY12 

     
    

 
Treasurer/Collector 

   
    

22 Salaries 
   

    

 
Treasurer/Collector 55,000  56,200  57,500  1,300  2.3% 

 
Assistant Treasurer 42,000  42,600  43,500  900  2.1% 

 
Assistant Collector 42,000  42,600  43,500  900  2.1% 

 
Benefits Admin 37,500  37,500  39,500  2,000  5.3% 

 
Principal clerk 35,000  36,500  37,100  600  1.6% 

       
23 Expenses 

   
    

 
Postage 7,500  7,500  7,500  0  0.0% 

 
Purchase of Services 15,000  15,000  16,500  1,500  10.0% 

 
Supplies 2,500  2,700  2,700  0  0.0% 

 
Software license 17,000  18,000  18,000  0  0.0% 

     
    

 
Subtotal 253,500  258,600  265,800  7,200  2.8% 

 
 
Line-Items vs. Articles 
 
Line-items:  The availability of a line-item appropriation ends on June 30 regardless of its 

purpose.  Any year-end remaining balance that has not been transferred or 
encumbered (committed under an executed contract), closes to the town’s 
unreserved fund balance and potentially to the next year’s free cash.   

 
Article:  When Town Meeting approves funding in an article, the accountant sets up a 

special purpose account where the funds reside.  As money is spent pursuant to 
the purposes of the article, the account is charged to cover the cost.  Any 
balance in the special purpose account rolls over from year-to-year until 
expended or the particular purpose is fully met.  Once the spending goal is 
accomplished, the accountant closes the special purpose account and any 
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remaining balance automatically reverts to the town’s General Fund and 
potentially to free cash.   

 
In each case, the appropriation must include a specific dollar amount, a spending purpose and a 
funding source.  As a rule, a generally statement that the annual (line-item) budget will be 
supported by “raise and appropriate” means satisfies the funding source requirement.  
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Sample Budget Format 

 

TOWN OF DANA                                    
OPERATING BUDGET 

FY2011 
Expended  

FY2012  
Budgeted 

  
FY2013 

Proposed 
  

$ 
Change 

FY13 
vs. 

FY12 

% 
Change 

FY13  
vs. 

FY12 

 
FY2013 Funding Source    

 
   

  
 

  
  

  
1 Moderator Stipend 230 230   230    0  0.0%   General Fund 

 
   

  
 

  
  

  

 
Selectmen's Department 

  
  

 
  

  
  

2 Selectmen Stipends 6,050  6,050    6,050    0  0.0% 
 

General Fund 
3 Town Administrator 37,240  39,140    45,846    6,706  17.1% 

 
General Fund 

4 Expenses 2,850  3,000    3,000    0  0.0% 
 

General Fund 
5 Memorial Day 500  500    500    0  0.0% 

 
General Fund 

6 Town Reports / printing 1,995  2,000    1,500    (500) -25.0% 
 

General Fund 
7 Town Counsel 17,500  15,000    15,000    0  0.0% 

 
General Fund 

8 Town Hall Expenses 27,654  30,000    30,141    141  0.5% 
 

General Fund 

 
  93,789  95,690    102,037    6,347  6.6%     

 
   

  
 

  
  

 
 

 
Accounting Department (See FRCOG) 

  
  

 
  

  
 

 9 Salaries 152,300  156,000    163,000    7,000  4.5% 
 

General Fund 
10 Expenses 45,000  45,000    45,000    0  0.0% 

 
General Fund 

 
  197,300  201,000    208,000            

 
   

  
 

  
  

 
 

 
Assessors Department 

  
  

 
  

  
 

 11 Assessors' Stipends 3,050  3,050    3,050    0  0.0% 
 

General Fund 
12 Assessors Assistant 27,415  29,226    29,957    731  2.5% 

 
General Fund 

13 Expenses 5,920  6,600    6,600    0  0.0% 
 

General Fund 

 
  36,385  38,876    39,607    731  1.9%     

 
   

  
 

  
  

 
 

 
Treasurer's Department 

  
  

 
  

  
 

General Fund 
14 Treasurer Salary 13,250  14,000    14,000    0  0.0% 

 
General Fund 

15 Expenses 4,980  5,525    5,775    250  4.5% 
 

General Fund 
16 Town Officers' Bonds 1,100  1,100    1,100    0  0.0% 

 
General Fund 

 
  19,330  20,625    20,875    250  1.2%     

 
   

  
 

  
  

 
 

 
Debt Service 

  
  

 
  

  
 

 17 Short Term Borrowing 0  100    100    0  0.0% 
 

 18 Long Term Principal / Interest 81,560  76,952    74,360    (2,592) -3.4% 
 

General Fund 
19 Regional School District 245,980  242,588    175,310    (67,278) -27.7% 

 
General Fund 

 
 

327,540 319,640   249,770   (69,870) -21.9% 
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School Department 

  
  

 
  

    66 School Committee Stipends 800  800    800    0  0.0% 
 

General Fund 

67 
Regional School District 

2,177,163  2,177,163    2,266,691    89,528  4.1% 
 

General Fund, Powers Fund 
$29,527 

68 
Franklin County Technical School 
District 115,525  115,525    113,056    (2,469) -2.1% 

 
General Fund 

69 Out-of-district Student Tuition 14,100  14,100    
 

  
    70 Out-of-district Student Transportation 16,000  16,000    

 
  

    

 
  2,323,588  2,323,588    2,380,547    56,959  2.5%     

 
 

  
  

 
  

    
 

Reserves 
  

  
 

  
    71 Finance Committee Reserve 20,000  20,000    20,000    0  0.0% 

 
General Fund 

72 
Renovate / Construct Town Buildings 
Fund 15,000  15,000    15,000    0  0.0% 

 
Free cash 

73 Vehicle Replacement Stabilization Fund 4,000  4,000    40,000    36,000  900.0% 
 

Free cash 

74 General Stabilization Fund 100,000  100,000    66,000    (34,000) -34.0% 
 

Free cash 

 
  139,000  139,000    141,000    2,000  1.4%     

 
 

  
  

 
  

    

 
                    

 

TOTAL OPERATING BUDGET 4,131,670  4,132,744    4,210,254    70,510  1.7% 
  

 
                    

 
 

         
 

 
         

 
 

         

 

OTHER BUDGETED EXPENDITURES 
FY2011 

Expended  
FY2012  
Budget  

  

Proposed 
FY2013 
Budget 

  

$ 
Change 

FY13 
vs. 

FY12 

% 
Change 

FY13  
vs. 

FY12 

  
FY2013                                
Funding Source 

 
  Article                 

 
 

  
  

 
  

    

 
Revaluation for FY2013 - Art. XX 

 
4,000    4,000    0  0.0% 

 
General Fund 

 
Town Independent Audit - Art. XX 

  
  5,000    

   
General Fund 

 
Capital Expenditures - Art. XX 

  
  

 
  

   
General Fund 

 
 

  
  

 
  

    

 
 

  
  

 
  

    
 

 
  

  
 

  
    

 
 

  
  

 
  

    

 

TOTAL OTHER BUDGETED 
EXPENDITURES 0  4,000    9,000    0  0.0%     
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Financial Policies 

 
Town of Ayer (pop. 7,500; FY2014 budget: $28 million) 
http://www.ayer.ma.us/pages/ayerma_bcomm/Finance/financial_policies_ver1.pdf  
 
Massachusetts Municipal Association - samples 
http://www.mma.org/component/docman/cat_view/145-local-aid-and-finance/158-municipal-
finance-rules-and-guidelines  
 
Town of Oxford (pop. 13,700; Budget: $38 million) 
http://www.town.oxford.ma.us/pages/oxfordma_accountant/Financial%20Policy.pdf  
 
 
Government Finance Officers Association (GFOA) 
Former award winning budget presentations 
 
Town of Swampscott – FY2013 (pop. 14,000; Budget: $57.8 million) 
http://www.town.swampscott.ma.us/public_documents/SwampscottMA_Admin/Swampscott%20
FY13%20GFOA%20Annual%20Budget.pdf  
 
Town of Northborough – FY2014 (pop. 14,100; Budget: $56.7 million)  
http://www.town.northborough.ma.us/Pages/NorthboroughMA_WebDocs/FY2014Budget/FY14P
roposedBudget.pdf  
 
Town of Westwood – FY2015 – pop. 14,600; Budget $74 million) 
(click on “download pdf” and then “open”) 
http://www.townhall.westwood.ma.us/index.cfm/page/FY15-Proposed-Municipal-Budget-
Detail/cdid/32621/pid/26844  
 
 

 

 

 

 

 

END OF DAY ONE 
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