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The establishment of a financial management team is a best practice that helps enhance the 

coordination of financial activities to meet city or town-wide goals. When the team meets regularly, 

a city’s or town’s central administrator can play a more hands-on role in ongoing financial operations 

and better oversee adherence to key procedures. Financial teams also reinforce institutional 

continuity during times when officers leave their positions 

 

Depending on a community’s government structure, a financial management team would typically 

include the city or town manager or administrator, finance director, school business manager, 

accountant or auditor, treasurer, collector, assessing department manager, purchasing officer, and 

information technology director. From the particular leadership structure would also emerge the 

appropriate chair of the team. This chair should set up a regular schedule of team meetings, 

regardless of frequency interval, rather than organizing them ad hoc. Monthly meetings tend to 

provide the most productive results. Agendas sent to team members in advance could include such 

items as the status of submissions to DLS, budget tracking analysis, discussion of technology issues, 

and updates on projects requested by the mayor, city council, board of selectmen, finance 

committee, or school committee. 

 

Regular meetings of the financial management team create opportunities to develop new ideas and 

analyze the impact of upcoming fiscal events. Working together, team members can identify critical 

junctures and offer early strategies to deal with anticipated areas of concern. Finance officers can 

thereby ensure they are in agreement about goals, deadlines, and each individual's role in the 

process.  

 

In opening the lines of communication among finance officers, team meetings allow for discussion of 

overall operations and provide a forum to raise and resolve interdepartmental issues. Regular 

meetings also help assure attendees that valuable information is imparted to all at the same time. As 

important, they become more aware of how each office depends on the performance of the others 

to accomplish mission critical objectives. A financial management team is not intended to function in 

a policymaking role. However, it can be advisory to boards and committees in a way that provides 

information for use in policy development and implementation. 
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The finance director is responsible for overseeing and coordinating a municipality’s financial activities. 

Depending on the broader government structure, the finance director typically reports to the mayor, city 

manager, town manager, or town administrator. Even without a formally organized finance department, 

the finance director usually supervises the accountant, treasurer, collector, procurement officer, and 

principal assessor, often while serving simultaneously in one of these positions. A fully empowered 

finance director also appoints, trains, and evaluates the other finance officers.  

 

The finance director provides an expert resource for the community’s policymakers (i.e., the mayor and 

city council in cities or the select board and finance committee in towns) and is responsible for executing 

the financial policies set by them. Periodically and upon request, the finance director also reports to them 

on the municipality’s financial condition. The finance director is usually expected to play a substantial 

budgetary role, such as coordinating the budget process, projecting revenues and expenditures, and 

developing the capital improvement plan. He or she also oversees the completion of the annual Tax 

Recapitulation Sheet and the free cash certification process.  

 

As the day-to-day manager of fiscal activities, the finance director ensures the other finance departments 

effectively carry out their respective responsibilities. Chairing regular meetings of the finance team helps 

the director remain fully informed on the status of accounts, cash flow, and debt. Further, the director 

must ensure the regular reconciliation of cash and receivables, the effective operation of other internal 

controls, and the timely fulfillment of reporting requirements to DLS.  

 

M.G.L. c. 43C, §11 directs how a city or town may create through ordinance or bylaw a consolidated 

department of municipal finance headed by a director. For long-term stability, the same provisions should 

be incorporated into the community’s charter. Local officials considering establishing or revising a finance 

director position can find more information about common duties on the Massachusetts Municipal 

Association’s website by perusing its job postings, which provide examples of how other communities 

advertise for these positions.  

 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter43C/Section11
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Below is a summary of the duties of the treasurer, as extracted from the Treasurers' Manual published by 

the Massachusetts Collectors and Treasurers Association in collaboration with the Division of Local 

Services (DLS) and others:  

 

• Receive, take charge of, and account for all monies belonging to the municipality. Receive and 

identify monies due the town/city and report same to the accountant/auditor (MGL c. 41 §35). 

• Maintain a cash book; provide for adequate funds for current obligations (through short- or 

long-term debt issuance); and invest the municipality’s funds (MGL c. 44 §55, 55A). 

• Pay out public money upon authorization by the accountant/auditor (MGL c. 41 §52, 56). 

• Pay over and account for salaries and wages, including payroll deductions (MGL c. 41 §41); 

maintain payroll and personnel records (MGL c. 149 §178B and c. 175 §138A); when so 

appointed, administer unemployment compensation programs (MGL c. 40 §5E); assure 

compliance with labor, industry, retirement, and insurance laws; and monitor compliance with 

personnel bylaws, union contracts, and civil service regulations (MGL c. 41 §35). 

• Negotiate all borrowing, prepare necessary documents and notes, and report the same to the 

Director of Accounts (MGL c. 44, §23, 24, 28). 

• When budgets are submitted, report to the accountant/auditor the amount of debt and 

interest due in the next fiscal year (MGL c. 41 § 59). 

• Maintain custody of stabilization funds, pension reserve funds, trust funds, investments, and 

other funds not allocated to other agencies (MGL c. 40 §5B, 5D, c. 41 §46, and c. 44 §53). 

• Maintain custody of the municipality’s financial documents, including insurance policies, 

fidelity bonds, deeds, etc. (MGL c. 41 §57 and c. 44 §54). 

• Maintain tax title accounts; conduct sales of land; and prepare documents to petition for 

foreclosure (MGL c. 60 §50, 61-63, 76-80). 

• Close and reconcile all books and accounts, including the cash book, warrants, bank accounts, 

insurance programs, retirement funds, debt records, and tax title accounts. 

• Prepare reports, including: 

o Reconciliation of treasurer’s cash 

o Weekly or monthly reports to the accountant/auditor of receipts, balances, and payroll 

deductions 

o An annual report 

o Reports to the Director of Accounts, including quarterly reports of treasurer cash 

reconciliations and an annual report of cash management achievements 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter41/Section35
http://www.mass.gov/legis/laws/mgl/44-55.htm
http://www.mass.gov/legis/laws/mgl/44-55a.htm
http://www.mass.gov/legis/laws/mgl/41-52.htm
http://www.mass.gov/legis/laws/mgl/41-56.htm
http://www.mass.gov/legis/laws/mgl/41-41.htm
http://www.mass.gov/legis/laws/mgl/149-178b.htm
http://www.mass.gov/legis/laws/mgl/175-138a.htm
http://www.mass.gov/legis/laws/mgl/40-5e.htm
http://www.mass.gov/legis/laws/mgl/41-35.htm
http://www.mass.gov/legis/laws/mgl/44-23.htm
http://www.mass.gov/legis/laws/mgl/44-24.htm
http://www.mass.gov/legis/laws/mgl/44-28.htm
http://www.mass.gov/legis/laws/mgl/41-59.htm
http://www.mass.gov/legis/laws/mgl/40-5b.htm
http://www.mass.gov/legis/laws/mgl/40-5d.htm
http://www.mass.gov/legis/laws/mgl/41-46.htm
http://www.mass.gov/legis/laws/mgl/44-53.htm
http://www.mass.gov/legis/laws/mgl/41-57.htm
http://www.mass.gov/legis/laws/mgl/44-54.htm
http://www.mass.gov/legis/laws/mgl/60-50.htm
http://www.mass.gov/legis/laws/mgl/60-61.htm
http://www.mass.gov/legis/laws/mgl/60-63.htm
http://www.mass.gov/legis/laws/mgl/60-76.htm
http://www.mass.gov/legis/laws/mgl/60-80.htm
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Although a city/town collector has greater collection authority than a tax collector, their statutory duties 

and compliance standards are the same. 

 

➢ As a tax collector, the office possesses the authority to collect only real and personal property 

taxes, excises, betterments, and certain other charges added to and committed as taxes (MGL c. 

60 sec. 1, 2). 

➢ As a city or town collector under a local acceptance statute (MGL c. 41 sec. 38A), the office has 

expanded authority to receive and collect all monies or accounts due a municipality.  

 

As excerpted the Collector’s Manual published by the Massachusetts Collectors and Treasurers 

Association in collaboration with the Division of Local Services (DLS), the collector’s duties are: 

  

• Furnish fidelity bonds for the collector and any appropriate staff with sureties payable to the city, 

town or district (MGL c. 60 §13). 

• Verify that commitments received are duly and properly signed. 

• Conduct a visual spot check of printed bills prior to mailing to ensure completeness and accuracy 

of information (MGL c. 60 §3, 3A) and compliance with form prescribed by DLS (MGL c. 60 §105). 

Verify that the total amount due, summed from the printed bills, matches the total on the signed 

commitment. 

• For every property tax or excise mailing (MGL c. 60 §3), submit to the city or town clerk State Tax 

Form 214: Affidavit as to Time of Sending Tax Bills and retain a copy 

• Establish procedures for the daily collection, posting, and deposit of money collected.  

• Maintain a manual or electronic tax commitment list showing the status of taxpayer accounts 

(MGL c. 60 §6). 

• At least once per week, pay over to the treasurer all monies received along with a detailed report 

of all charges and fees collected (MGL c. 60 §2). 

• Maintain a receivable control (or cash book) that records outstanding taxes due at the start of 

each month, with downward adjustments for collections, abatements, and exemptions, and 

upward adjustments for refunds (MGL c. 60 §7).  

• Reconcile the end-of-month daily deposits and turnovers to the treasurer (MGL c. 60 §2). 

• Reconcile outstanding balances with the accountant’s/auditor’s records. 

• Ensure that any deputy collector service contract conforms to DLS guidelines (IGR 90-219). 

• Establish procedures for:  

o Sending tax demands (MGL c. 60 §16) 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleIX/Chapter60/Section1
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleIX/Chapter60/Section1
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleIX/Chapter60/Section2
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter41/Section38A
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleIX/Chapter60/Section13
http://www.mass.gov/legis/laws/mgl/60-3.htm
http://www.mass.gov/legis/laws/mgl/60-3a.htm
http://www.mass.gov/legis/laws/mgl/60-105.htm
http://www.mass.gov/legis/laws/mgl/60-3.htm
https://work.mass.gov/Ador/docs/dls/boa/boaeoy/StateTaxForm214AffidavitastoTime.pdf
https://work.mass.gov/Ador/docs/dls/boa/boaeoy/StateTaxForm214AffidavitastoTime.pdf
http://www.mass.gov/legis/laws/mgl/60-6.htm
http://www.mass.gov/legis/laws/mgl/60-2.htm
http://www.mass.gov/legis/laws/mgl/60-7.htm
http://www.mass.gov/legis/laws/mgl/60-2.htm
http://www.mass.gov/dor/docs/dls/publ/igr/1990/90-219.pdf
http://www.mass.gov/legis/laws/mgl/60-16.htm
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o Initiating tax takings (MGL c. 60 §53, 54) 

o Reporting bounced checks to the accountant/auditor 

o Generating municipal lien certificates (MGL c. 60 §23)  

o Running regular credit reports, researching potential refund payments, and creating a 

refund schedule for the accountant/auditor 

 

 

http://www.mass.gov/legis/laws/mgl/60-53.htm
http://www.mass.gov/legis/laws/mgl/60-54.htm
http://www.mass.gov/legis/laws/mgl/60-23.htm
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As excerpted from the Division of Local Services (DLS) Course 101 Handbook, Assessment Administration: 

Law, Procedures and Valuation, below is a summary of the duties of municipal assessors: 

 

• For assessing board members: Complete required DLS Course 101 (830 CMR 58.3.1). 

• Value all real and personal property within the municipality on a fair cash value basis (MGL c. 

59 §2A, 38). Inspect property sales, implement a cyclical property reinspection program, 

complete annual property value adjustment analysis, and prepare for triennial certification of 

property values by DLS. 

• Conduct inspections of building permit properties and determine new growth for the levy limit 

(MGL c. 59 §21C (f)). 

• Fix the annual tax levy and set the tax rate. Participate in the preparation of the Tax 

Recapitulation Sheet (MGL c. 59 §21, 23). 

• Establish the annual overlay amount for insertion in the Tax Recap sheet (MGL c. 59 §25). 

• Determine any overlay surplus. 

• Assess and administer motor vehicle, farm, and boat excises (IGR 88-219). 

• Prepare the valuation and commitment list (MGL c. 59 §43, 54).  

• Commit original and apportioned betterments to the collector (MGL c. 80 §4). 

• Commit delinquent municipal charges, including water and sewer liens and charges, to tax bills 

(MGL c. 40 §42, A-F and c. 83 §16, A-F). 

• Sign the commitment under oath and send it with a warrant to the collector (MGL c. 59 §52, 

53).  

• Send notice of the commitment to the accountant/auditor (MGL c. 59 §23A). 

• Process and act on abatement and exemption applications (MGL c. 59 §59).  

• Send copies of approved abatement and exemption certificates to the collector and 

accountant/auditor. 

• Meet all DLS regulatory requirements and assessment administration standards. 

 

http://www.mass.gov/dor/businesses/help-and-resources/legal-library/regulations/58-00-59-00-local-taxes-local-assessment/830-cmr-5831-qualifications-of-assessors.html
http://www.mass.gov/legis/laws/mgl/59-2a.htm
http://www.mass.gov/legis/laws/mgl/59-2a.htm
http://www.mass.gov/legis/laws/mgl/59-38.htm
http://www.mass.gov/legis/laws/mgl/59-21c.htm
http://www.mass.gov/legis/laws/mgl/59-21.htm
http://www.mass.gov/legis/laws/mgl/59-23.htm
http://www.mass.gov/legis/laws/mgl/59-25.htm
http://www.mass.gov/dor/docs/dls/publ/igr/1988/88-219.pdf
http://www.mass.gov/legis/laws/mgl/59-43.htm
http://www.mass.gov/legis/laws/mgl/59-54.htm
http://www.mass.gov/legis/laws/mgl/80-4.htm
http://www.mass.gov/legis/laws/mgl/gl-40-toc.htm
http://www.mass.gov/legis/laws/mgl/gl-83-toc.htm
http://www.mass.gov/legis/laws/mgl/59-53.htm
http://www.mass.gov/legis/laws/mgl/59-53.htm
http://www.mass.gov/legis/laws/mgl/59-23a.htm
http://www.mass.gov/legis/laws/mgl/59-59.htm
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As excerpted from the Accountant’s Manual published by the Massachusetts Municipal Accountants and 

Auditors Association, below is a summary of the duties of the accountant/auditor: 

 

• Verify that every expense payment is lawful and justified and that funding exists under the 

appropriate budget line item (MGL c. 41, §52).   

• Maintain municipal books, including a general journal, general ledger, and subsidiary ledgers 

(MGL c. 41 §57). 

• Maintain detailed records of all debt (MGL c. 41 §57). 

• Retain custody of all contracts and surety bonds (MGL c. 41 §57). 

• At the close of the fiscal year, receive from each department, board, or committee a list of bills 

remaining unpaid (MGL c. 41 §58). 

• Certify in advance the availability of an appropriation for any construction contract in excess 

of $2,000 (MGL c. 44 §31C). 

• Certify to the assessor’s expenditures, approved in advance, expenses in excess of available 

appropriations for snow and ice removal (MGL c. 44 §31D).  

• At least monthly, prepare reports for officers and department heads that show total 

appropriations, expenditures, and balances in each appropriation (MGL c. 41 §58). 

• Provide notification when an appropriation has been expended or appears likely to become 

overdrawn (MGL c. 41 §58). 

• Furnish the assessors with a written report detailing money received for the preceding fiscal 

year from sources other than taxes, loans, and trust funds (MGL c. 41 §54A). 

• By May 1 each year, notify the assessor in writing of the amount of debt falling due in the next 

fiscal year and the provisions made to meet debt requirements (MGL c. 44 §16). 

• Immediately upon the close of the calendar year, prepare statements detailing the preceding 

year’s appropriations and expenditures; appropriations for the current fiscal year; 

expenditures incurred during the first six months; estimated expenditures for the second six 

months; and estimates for the ensuing fiscal year (MGL c. 41 §60). 

• Make an annual report that provides the receipts and expenditures for the past fiscal year 

from all funds; shows the specific appropriation amounts, expenditures and purposes; states 

any change in municipal debt; and lists indebtedness incurred and unpaid at the end of the 

fiscal year (MGL c. 41 §61). 

• Annually prepare and furnish to the DLS Director of Accounts a 1) Schedule A, 2) statement of 

public debt, and 3) Balance Sheet (MGL c. 44, §43). 

 

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleVII/Chapter41/Section52
http://www.mass.gov/legis/laws/mgl/41-57.htm
http://www.mass.gov/legis/laws/mgl/41-57.htm
http://www.mass.gov/legis/laws/mgl/41-57.htm
http://mass.gov/legis/laws/mgl/41-58.htm
http://www.mass.gov/legis/laws/mgl/44-31c.htm
http://www.mass.gov/legis/laws/mgl/44-31d.htm
http://www.mass.gov/legis/laws/mgl/41-58.htm
http://www.mass.gov/legis/laws/mgl/41-58.htm
http://www.mass.gov/legis/laws/mgl/41-54a.htm
http://www.mass.gov/legis/laws/mgl/44-16.htm
http://www.mass.gov/legis/laws/mgl/41-60.htm
http://www.mass.gov/legis/laws/mgl/41-61.htm
http://www.mass.gov/legis/laws/mgl/44-43.htm
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