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FISCALYEAR 2006
GUIDELINESFORANNUAL ASSESSMENTAND ALLOCATION OF TAX LEVY

(G.L. Ch. 40 §56;Ch. 58 §1A; Ch. 59 §~2A, 5C and51)

Property is assessedfor local tax purposesat its full and fair cashvalue as of
January1 of eachyear. Every threeyears,acommunity’sassessmentsmustbe reviewed
by the Commissionerof Revenueandcertified asmeetinglegal standards.Adjustments
to assessmentsmadein years betweenthis triennial certification to reflect changesin
marketconditionsmust alsomeetlegal standards,althoughtheyarenot certified by the
Commissioner.

Once a community is certified as assessingproperty at full and fair cashvalue,
local officials are requiredto determinefor the fiscal year of certification, and the next
two fiscal years,thepercentagesof the tax levy to beborneby eachclassof realproperty:
residential,open space,commercialand industrial, and by personalproperty for that
year. Thisdecisionis to bemadeafterholding apublic hearing.

These guidelines set forth requirements and procedures that provide the
Commissionerwith a frameworkwithin which hemayfulfill his responsibilityto review
local assessmentsand to determinewhether they reflect full and fair cashvalue as of
January1, 2005 for Fiscal Year 2006. In the performanceof this responsibility, the
Commissionermay require such information from and action by assessorsand may
modify these requirements and procedures, as appropriate, in order to recognize
circumstancesuniqueto eachcity andtown in theCommonwealth.

Theseguidelines also establishthe requirementsandproceduresthat cities and
townscertifiedby theCommissionerasassessingpropertyatfull andfair cashvalueasof
January1, 2003 for FY04 and as of January1, 2004 for FY05 must follow for making
valuationadjustmentsandallocatingthe tax levy in FY06.

I. ESTABLISHMENT OF ASSESSMENTS

The Board of Assessorsmustdeterminethe assessedvalueof all taxablerealand
personalpropertyasof January1, 2005,asrequiredby G.L. Ch. 59 §38.

BUREAU OF LOCAL ASSESSMENT MARILYN H. BROWNE,CHIEF



-2-

A. Triennial Certification

The Bureauof Local Assessmentwill review proposedFY06 assessmentsof cities
andtownsthat (1) werecertified asassessingpropertyatfull andfair cashvalueas
of January1, 2002 for FY03 andare requiredby law to meet triennial certification
requirementsin FY06 and (2) are otherwisescheduledby the Commissionerfor
certificationof valuesin FY06.

Scheduledcommunities must take whatever stepsare necessaryto ensurethe
timely implementation of values that satisfy certification requirementsor be
subjectto the exerciseof theCommissioner’senforcementpowers. G.L. Ch. 58 §4-
4C. Refer to Division of Local ServicesBulletin 2000-7B, Realistic Planningfor
Recertificationand Tax Rate Setting(June 2000) for key dates also applicable for
FY06.

If a community’s assessmentsdo not satisfyminimum certification requirements,
the Commissionermayrequire the city or town to meet thoserequirementsin
accordancewith anapprovedprogramandtimetable.

b. RevaluationPlan

All communitiesscheduledto meetFY06 certification requirementsmust
submitawrit±en planfor meetingthoserequirementsto theBureauof Local
Assessmentfor reviewandapproval.

2. CertificationReview

The certification review wifi consist of: (a) preliminary field review, (b)
proceduralaudit of valuation practices,(c) statistical analysis, (d) public
disclosureprogramand(e) final certificationandclassificationreview.

As ageneralrule, the review wifi be conductedin thesequenceandmanner
describedbelow, with the preliminary field review and proceduralaudit
being conducted throughout the revaluation as certain program
componentsarecompleted.

a. PreliminaryFieldReview

The Bureauof Local Assessmentadvisor/appraiserwill review with
the Boardof Assessorsor designatedstaffmemberthefollowing:

(b) The guidelines for documentation to support proposed
assessmentsandvaluationmethods.
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(2) The assessors’programplanin light of the recommendations
from thepreviouscertificationreview.

(3) Theresultsof anydataquality studiesconducted.

(4) The advisor’sfindings on quality of dataandadequacyof tax
maps.

(5) The assessors’progress in researchingmarket, cost, and
incomedatafor usein thereassessmentprogram.

(6) The assessors’progresstoward the timely completionof the
proposedcertificationeffort.

b. ProceduralAudit Review

The Bureauof Local Assessmentwill conductan on-siteprocedural
audit review of the appraisalmethodsusedto developtheproposed
assessmentsandof a representativesampleof proposedassessments
in the major property classes. The purposeof this review is to
determine if the assessorshave developedand implemented an
acceptablemassappraisalsystemusingappropriateand reasonable
valuation methods and to ensure the uniform and consistent
applicationof thatsystem.

The assessorsmust provide documentation to support the
methodologies used to develop the proposed assessments.
Specifically, the following appraisaldocumentationmaybe required
during the review:

(1) ResidentialProperty- Documentationwould include, but not
necessarily be limited to: sales analyses, pricing and
depreciation schedules,valuation models with associated
performancestatistics,valuationsystemoverridecriteria and
field reviewrecords.

(2) Land - Documentation must include land sales and/or
residualsusedto developthe valuationschedulesapplied to
all improvedandvacantlandparcels.
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(3) Commercial and Industrial Property - Documentationmust
indicate a considerationof the three approachesto value:
market,costand income,and mustprovide the basis for the
methodologiesapplied. The developmentandapplicationof a
secondapproachto value will be requiredfor all properties
that are purchased and sold based upon an investor’s
expectations.Thosepropertiesinclude,but arenot necessarily
limited to, the following: primarily commercialmultiple use
properties; apartmentsover four units; hotels and motels;
storage,warehouseand distribution facilities; discount and
departmentstores;shoppingcentersandmalls; supermarkets;
small retail properties; office buildings, medical office
buildings;researchanddevelopmentfacilities; andproperties
within industrialparks.

(4) PersonalProperty- Documentationmust indicatethe basisfor
thevaluationmethodologyemployed.

(a) Gas and Electric Transmission and Distribution
Systems- Documentationmustalsoaddressthe impact
of government regulation on the value of system
property. Specifically, relevantdatamustbepresented
to support any opinion of value in excessof the net
book cost. This supporting datamust: (i) identify the
existenceof specialcircumstancesthat might indicatea
fair marketvalue in excessof net book cost and (ii)
show why, becauseof the existenceof these special
circumstances,abuyer would not be influencedby the
net book costof the property andreasonablycould be
expectedto paythevalueplacedon thepropertyby the
assessors when by investing the same dollars
elsewhere,thebuyer could obtainabetterreturnon its
investment. Montaup Electric v. Board of Assessorsof
Whitman,390 Mass.847 (1984).

(b) Electric GenerationPlants- Documentationmustmeet
the requirements set forth in Bureau of Local
Assessmentguidelineson the valuationof deregulated
electric power generationfacilities. Refer to ICR No.
98-403, Valuation and Taxahon of Electric Generating
Property (September1998).
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(5) State Owned Land -Documentation must meet the
requirements set forth in Bureau of Local Assessment
guidelines Developmentof a Minimum ReassessmentProgram
(January2005)for exemptlandownedby the stateor held for
watershedpurposesfor which reimbursementis received
underG.L. Cli. 58 §~13-b5or Cli. 59 §5G.

c. StatisticalAnalysis

The Bureauof Local Assessmentwill conducta statisticalanalysisof
arms-lengthresidential sales upon completion of the revaluation.
For the Bureauto conductthis analysis,the assessorsmustsubmita
cover letter requestingreview and Forms LA-3 “Property Sales
Reports.”

A medianassessment-salesratio (ASR) andcoefficientof dispersion
(COD) about the median wifi be calculated for single-family
residentialpropertiesby the Bureau. The Bureauwill alsocalculatea
separate median ASR and COD for two family, three family,
condominium, apartmentand vacant land residentialpropertiesif
the tax basehasasignificantnumberof thosetypesof properties.

In order for the Bureau to complete the preliminary certification
review,the salesanalysismust indicatethefollowing for eachtypeof
propertyfor which thereis a sufficient salessampleas describedin
Bureauof Local Assessmentguidelines Developmentof a Minimum
ReassessmentProgram(January2005):

Type Use MedianASR COD
Classes (Range) (Maximum)

Single-family lOb, 103 90-lbO% 10%
Two-family 104 90-110% 12%
Three-family b05 90-bbo% 12%
Apartments bbl-1b2 90-bbo% 15%
Condominiums 102 90-bbo% 10%
VacantLand 130-132 90-110% 20%
Commercial 300 90-110% 20%
Industrial 400 90-110% 20%
Mixed Use 013-031 90-110% 20%
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In addition, the difference in the median ASR of the residential
property type with the largest numberof parcelsand that of any
othertypeof residentialpropertyanalyzedshouldbe 5% or less.

d. PublicDisclosureProgram

Upon successfulcompletion of the preliminary field review, the
proceduralaudit review andthe statistical analysis,the Bureauof
Local Assessmentwill notify the assessorsin writing that they may
proceed with an appropriate public disclosure program for
providing taxpayerswith informationon theproposedassessments.

e. FinalCertificationandClassificationReview

After completionof thepublicdisclosureprogram,theassessorswifi
determinethe final assessmentsandclassificationsas of January1,
2005. SeeSectionlI-A below. The assessorsmust thenrequesta final
certificationandclassificationreviewby submittingto theBureauof
Local Assessment:

(1) A list of propertieswith certainvaluation changesresulting
from the public disclosure program on Form LA-1O
“AssessmentAdjustmentList” alongwith acopyof thepublic
disclosureprogramnotice,and

(2) The total valuation of each class of real property and of
personalproperty on Form LA-4 “Assessment/Classification
Report.” SeeSectionIl-B below. Theform mustbesubmitted
on the AutomatedRecapprogram,accompaniedby a printed
copysignedby the assessors.

The Bureauof Local Assessmentwill conductareview to ensurethat
the final assessmentsand classificationsare uniform andconsistent
with statutoryrequirements.

B. Interim YearValuations

In cities andtownsnot scheduledfor certificationreview,the assessorsmustadjust
valuationsto reflect changesin the tax basedueto new construction,alterations,
demolitions,etc. If therehasbeenachangein marketconditions,assessorsmust
also adjust their valuation schedulesfor FY06 so that all property valuations
reflect full andfair cashvalueasof January1, 2005.
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Valuation AdjustmentPlan

The assessorsmayundertakeor completeavaluationadjustmentprogram
without the prior review or approvalof the Bureauof Local Assessment.
Appropriate appraisalmethodsmust be used to develop any valuation
adjustments. After completion of the program, the community’s FY06
assessmentsmust be equitable and consistent within and between all
property classes,asevidencedby conformitywith acceptedmassappraisal
measuresof assessmentlevel anduniformity.

Documentationto support any valuation changesmust be preparedand
retainedby the assessors.This documentationmight include, for example,
income,expenseandcapitalizationrate analyses,salesratio studiesor any
other datathat support the type andextentof thevaluationchangesmade
by the assessors.

2. ValuationAdjustmentReport

assessorsmustreport the resultsof their analysesto the Bureauof Local
Assessmenton form “LA-15 Interim Year AdjustmentReport” whether or
not anyvaluationadjustmentswere made. This form should besubmitted
as early as possibleduring the tax rate process,but no later than the time
the Form LA-4 “Assessment/ClassificationReport” is submitted. See
SectionIl-B below. The Bureaumayrequestmoredetailedinformationasit
deemsnecessaryto evaluateassessmentlevelanduniformity.

II. DETERMINATION OF USAGE CLASSIFICATION AND TOTAL
VALUATION

A. RealPropertyClassification

The assessorsmust determinethe usageclassification of all real property as of
January1, 2005 in accordancewith thedefinitionssetforth in G.L. Ch. 59 §2A(b):

ClassOne, Residential
ClassTwo, OpenSpace
ClassThree, Commercial
ClassFour, Industrial
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The assessorsmust designatean individual property’s usage class in
accordancewith the Property Type ClassificationCodes (March 2005) issued
by theBureauof Local Assessment.

2. Realproperty of utilities is subjectto local property taxationandmust be
classifiedasClassFour, Industrial.Personalpropertyof utilities is included
in the totalvaluationof personalproperty.

The valuation attributable to a payment in lieu of tax agreementor
transition paymentfor a deregulatedelectric generatingfacility must be
classifiedasreal or personalpropertyandfurther designatedin accordance
with the Property TypeClassificationCodes(March 2005).

3. Forestland as defined in G.L. Ch. 6b, agricultural or horticultural land as
defined in G.L. Ch. 61A andrecreationalland as definedin G.L. Ch. 6bB
must be valued accordingto the provisionsof those statutes. All forest,
agricultural, horticultural or recreational land use valuations must be
included in the totaFvaluationof~~~thecommercialclassand taxed at the
commercialrate. G.L. Ch. 61 §3; Ch. 6lA §4 andCh. 6bB §2.

4. Classificationof property as ClassTwo, OpenSpace,is determinedby the
assessorsasof Januaryfirst of eachyear, anddoesnot require application
by the property owner. This class cannot include forest, agricultural,
horticultural, or recreationalland as defined in G.L. Ch. 61, Ch. 6bA and
61B, but may includeland not otherwiseclassified,that is not held for the
productionof income,but is maintainedin anopenor naturalconditionand
contributessignificantly to thebenefitandenjoymentof thepublic.

5. Whererealproperty is usedor held for more thanonepurposeandthose
usesresult in different classifications,the assessorsmust allocateto each
classification the percentageof the full and fair cashvaluation of the
property devotedto eachuse accordingto the guidelinesin the Property
TypeClassificationCodes. G.L. Ch.59 §2A(b).

6. Real property that is exempt from taxation under G.L. Cli. 59 §5 or
otherwise,must also be classified accordingto the sameguidelines. G.L.
Ch. 59 §2A(b).
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B. Total Valuation

After assessmentsare determinedasof Januaryb, 2005 to reflect changesin value,
usageclassificationand/or tax base,the assessorsmust submitto the Bureauof
Local Assessment:

1. The totalvaluationof eachclassof realproperty andof personalproperty
on Form LA-4 “Assessment/ClassificationReport.” The form must be
submittedon the AutomatedRecapprogram, accompaniedby a printed
copy signedby the assessors.

At the same time, the assessorsmay also submit a proposedTax Rate
RecapitulationSheetand Form LA-S “ClassificationTax Allocation” to the
Bureauof Accounts. If submittedat this time, theFormLA-5 andTax Rate
RecapitulationSheetshould indicatethe tax levy percentagesexpectedto be
adoptedby local officials. If not submittedatthis time, the FormLA-S and
Tax RateRecapitulationSheetwifi besubmittedto the Bureauof Accounts
after thepublic hearinghasbeenheld andthe levy percentageshavebeen
adopted. SeeSectionV-A below.

2. Tax basegrowthon FormsLA-13 and13A “Tax BaseGrowth Report.” Refer
to Bureauof Local AssessmentIGR No. 05-402Fiscal Year2006Guidelinesfor
DeterminingAnnual Levy Limit Increasefor Tax Base Growth (July 2005) for
further instructions.

III. DETERMINATION OF MINIMUM RESIDENTIAL FACTOR AND
CERTIFICATION

A. Minimum ResidentialFactor

1. Baseduponthe total taxablevaluationof eachclassof realproperty andof
personalproperty as submittedby the assessors,the Commissionerwill
determinea minimum residential factor for each city and town that he
certifiedasassessingpropertyatfull andfair cashvaluationasof Januaryb,
2003 for FY04,Januaryb, 2004 for FY05 andJanuary1, 2005 for FY06. G.L.
Cli. 58 §bA.
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a. The residentialfactor will be 65 percentsubjectto such adjustment
upward as may be required to provide that the percentageof the
total tax levy imposedon any classof real or on personalproperty
will not exceed150 percentof the full andfair cashvaluationof its
taxableproperty divided by the full and fair cashvaluationof all
taxablerealandpersonalpropertyin thecity or town.

If adoption of that minimum residential factor would result in a
residential levy percentagehigher than that adopted in FY05,
however, the factor will be 50 percentsubject to such adjustment
upward as may be required to provide that the residential levy
percentagewill not fall below the lowest residentiallevy percentage
imposedsincethe communitywas first certified as assessingat full
and fair cashvalue and that the percentageof the total tax levy
imposedon anyclassof realor on personalpropertywill not exceed
175 percentof the full and fair cashvaluationof its taxablerealand
personalproperty divided by the full and fair cashvaluationof all
taxablerealandpersonalpropertyin-the city or ~

If adoptionof that minimumresidentialfactorwould alsoresult in a
residentiallevy percentagehigher than that adoptedin FY05, the
factorwill be 49 percentsubjectto suchadjustmentupward as may
be requiredto provide that the residentiallevy percentagewill not
fall below the FY05 residential levy percentage and that the
percentageof the total tax levy imposedon any classof real or on
personalpropertywill not exceed190percentof the full andfair cash
valuationof its taxablerealandpersonalpropertydivided by the full
andfair cashvaluationof all taxablereal and personalproperty in
thecity or town.

b. In no instancemaytheminimumresidentialfactordeterminedby the
Commissionerbe greaterthan bOO percent,althougha city or town
may adopta residentialfactor greaterthanthat amount. SeeSection
TV-B below.

2. The statutoryformula explainedaboveusesthe percentageshareof the tax
levy that eachclassof realproperty andthatpersonalpropertybearsto the
total to establishthe limits within which a community may shift the tax
burdenfrom residentialandopenspaceproperty to commercial,industrial
andpersonalproperty. By adoptinga residentialfactoreither at or above
the minimum establishedby the Commissioner,a city or town is assured
that the tax leviesfor eachclass of real andfor personalproperty will fall
within the limits prescribedby law.
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B. Annual Certification

TheCommissionerwifi thencertify, in writing, to theBoardof Assessors:

1. The total taxablevalue of eachof the four classesof real property and of
personalpropertyasof January1, 200S.

2. The minimum residentialfactor for FY06.

3. The determinationthat a majority of the assessorsin a community
subject to FY06 triennial certification requirementsare qualified to
classifyproperty. G.L. Ch. S9 §2A(c).

a. The Boardof Assessorswill bedeemedqualified if amajority
of the current board has attendeda classification training
sessionconductedby the Bureau of Local Assessment,or
completedthe computerbasedtraining (CBT) versionof the
classification training session and submits evidence of
completion. If not so qualified, the member or members
necessaryto constitutea majority must completea training
sessionin orderfor theBoard to bequalified.

b. The dates,times and locationsof the training sessionsto be
conductedby the Bureaufor FY06 will be provided to the
Boardsof Assessors. The CBT programcanbe downloaded
from the Division of Local Service web site:
www.mass.gov/dlsor is availableon disk from theBureauof
Local Assessment.

IV. ALLOCATION OF LOCAL TAX LEVY

A. Public Hearing

After the assessorsreceive the Commissioner’s certifications, the Board of
Selectmenor Town Council of each town or the City Council of eachcity must
conducta public hearingon the issue of allocating the local property tax levy
amongthe four classesof real property and of personalpropertyfor FY06. G.L.
Ch.40 §56.

1. The public hearingcalled by the Selectmenor City Councilmust comply
with the requirementsof the OpenMeetingLaw, as supplementedby local
by-law or ordinance.
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2. Local officials must provide notice of the conduct of the hearing to
taxpayersby acomprehensivepublic informationreleasein anewspaperof
generalcirculation in the community,as well as in any other appropriate
newsmedia. The releaseshouldprovide the date, time and place of the
public hearing,should provide information regardingthe policy decisions
available,and should indicate the mannerby which interestedtaxpayers
maypresentoral or written informationon their views. In providing notice
and conducting the public hearing, local officials should further the
legislative intent to provide an open forum for the discussionof local
propertytax policy.

The assessorsshouldalso provide noticeof any reassessmentor valuation
adjustment program to taxpayers by having included in the release
informationon the basisof thevaluationchangesandtheprogram’soverall
effecton assessmentsor by issuingaseparatereleaseprior to taxbilling that
providesthatinformation.

3. At the--public- -hearing,-the--- assessorsmust--provideall information anddata
relevantto making a decisionon allocatingthe tax levy including the fiscal
effectof the availablealternatives.

The statutoryformula for determiningthe allocationof the tax levy among
the four classesof real property: residential,openspace,commercialand
industrial,andpersonalpropertyis setforth in G.L. Ch. 40 §56. By adapting
the allocation formula to the circumstancesof their city or town, the
assessorscanprovide the informationrequiredfor thepublic hearing.

B. Adoption of Residential Factor

After holding the public hearing, the Board of Selectmenor Town Council in a
town, or theCity Council, togetherwith theapprovalof theMayor, in acity, must
determinethepercentagesof the tax levy to be paidby eachclassof realproperty
and by personalpropertyfor FY06. G.L. Ch. 40 §56.

In determining those percentages,the Selectmen,Town Council or City
Council, togetherwith the Mayor’s approval,must first adopta residential
factor. In a city, if the Mayor vetoes the City Council’s factor, the City
Council may override the veto with a vote equal to two-thirds of the
memberselected. The residentialfactor adoptedmust be an amountnot
lessthan the minimum residentialfactor calculatedby the Commissioner.
SeeSectionIll-A above.
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2. The residentialfactor adoptedby acommunity governsthe percentageof
the tax levy to be paid by residentialproperty owners. If local officials
choose a low residential factor, (for example, the statutory minimum)
residentialproperty ownerswill pay a proportionatelylower shareof the
total levy. A residential factor of “1” wifi result in the taxation of all
property at the samerate. The statutepermits a city or town to adopta
residentialfactor greaterthan 100 percent,which would havethe effect of
decreasingthe commercial,industrial,andpersonalpropertytax ratesand
increasingthe ratesfor residentialandopen spaceproperty. G.L. Ch. 58
§bA. -

3. When determining the residential factor, local officials may select a
percentagefor ClassTwo, OpenSpace,thatmaynot be lessthan75 percent
of its full andfair cashvaluepercentage.The residentialclassaloneabsorbs
anydiscountapplied to the openspaceclass.

4. The percentagesto bepaid by theremainingclassesof realandby personal
property ownerscanbe calculatedaccordingto the provisions of G.L. Ch.
40 §56,using theresidentialandopenspacefactors.

C. ResidentialExemption

At the optionof theBoardof Selectmenor Mayor, with the approvalof the
City Council, an exemptionof not more than 20 percentof the average
assessedvalue of all Class One, Residential,parcels may be applied to
residentialparcelsthatare theprincipal residenceof the propertytaxpayer
asusedby the taxpayerfor stateincometax purposesasof Januaryb, 2005.
G.L. Ch.59 §5C.

2. Principal residenceis ordinarily the residencein which apropertytaxpayer
lives. It is the taxpayer’sdomiciled that is, his fixed place of habitation,
permanenthome or legal residence. Therefore,Class One, Residential,
parcelsnot eligible for the residentialexemptionwould include accessory
land incidental to a residentialuse,summerhomes,or residentialproperty
not occupiedby theowner,suchasapartments.

3. The application of the residential exemption, in addition to any other
exemptionsallowable under G.L. Cli. S9 §5, may not reducethe taxable
value of the property to lessthan10 percentof its full andfair cashvalue,
exceptthroughthe applicationof thehardshipexemptionfound in G.L. Cli.
59 §5 Cl. b8 and theexemptionfor paraplegicveteransandtheir surviving
spousesprovidedunderG.L. Ch.58 §8A.
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D. Small Commercial Exemption

At theoption of theBoardof Selectmenor Mayor, with theapprovalof the
City Council, an exemptionof any percentageup to 10 may beapplied to
ClassThree,Commercial,parcelsthatare (1) occupiedasof January1, 2005
j~ya businesswith an averageannual employmentof no more than ten
during calendaryear2004,and(2) haveavaluationof lessthanonemiffion
dollars. G.L. Ch. 59 §51. -

2. Businessescertified by the Director of the Departmentof Workforce
Developmentas having had an averageannual employmentof ten or
fewer people at all locations during calendaryear 2004 qualify for the
exemption. If a soleproprietorshipor partnershipoccupyingthe parcel
on January1, 2005doesnot appearon the certified list, the assessorsmay
determinewhether it met the employmentcriterion for calendaryear
2004. In all other cases,however,the assessorsmustrely exclusively on
the Director’s certification in determiningwhetherabusinessqualifiesfor
-the exemption. — —---- - - -

The Director will provide theassessorswith a list of businessesthatmet
theemploymentcriterionfor calendaryear2004by July1, 2005. G.L. Ch.
l5bA §64A. The list of eligible businessesis ~ apublic record. It maybe
used by the assessorsand their staff ~ to administer the small
commercialexemption. If anyof the assessorsor their staff usesthe list
for other purposesor disclosesany of the listed businessesto people
outsidethe assessors’office, theymaybe fined onehundreddollars.

3. The commercial parcel does not have to be owned by the occupying
businessor anyothereligible business. If aparcelhasmultiple commercial
occupantsor tenants,~Joccupantsmustbeeligible businesses.If aparcelis
multiple use,such as a residentialandcommercialproperty, all occupants
of thecommercialportionmustbeeligible businesses.

4. The parcelmusthaveavaluationof lessthanonemillion dollarsbeforethe
applicationof anysmallcommercialexemption. The exemptionappliesto a
specificparceloccupiedby an eligible business,not to the eligible business
itself. Therefore,if anyparticular eligible businessoccupiesmorethanone
parcel,eachunder onemillion dollars in value, eachparcelwould qualify
for the exemption.
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V. APPROVAL OF LOCAL TAX RATE

A. Submissionof Final Reports

Once the public hearinghasbeenheld and the percentagesof the tax levy to be
paid by each class of real property and by personal property have been
determined,the assessorsmustsubmitFormLA-S. “ClassificationTax Allocation,”
andacopyof thenotice of thepublichearing,to theBureauof Accounts.

If the assessorshad submitted a proposedForm LA-S indicating the tax levy
percentagesexpected to be adopted by local officials, the assessorsshould
telephonethe Bureauof Accounts after the percentageshavebeenadoptedto
confirm the levy percentagesandthensubmit a final, signedLA-S andacopy of
thenoticeof thepublichearing.

B. Approval of Tax Rates

Upon the Commissioner’s determination that the percentagesmeet statutory
requirementsandthepublic hearinghasbeenheld, the assessorswill submitto the
Bureauof Accountsthe local tax ratesfor final approvalusingthe total valuations,
as certified by the Commissioner, and the percentagesof the tax levy, as
determinedby localofficials.

1. The Bureauof Accountswill approvethe settingof a FY06 tax ratewhenall
of the requirementsexplainedabove andall otherrequirementsapplicable
to the settingof the taxratehavebeenmet.

2. The form andcontentof tax bills for cities andtownsusinga classifiedtax
systemmustconformto therequirementsestablishedby the Commissioner
of Revenue

a. Cities and townsusing a quarterlytax paymentsystemunder G.L.
Ch. 59 §57Cshould refer to PropertyTax Bureau IGR No. 05-204,
Fiscal Year 2006 Tax Bills Quarterly Tax PaymentSystem(February
2005).

b. Cities and towns using a semi-annualpreliminary tax payment
systemunderG.L. Ch. 59 §57C should refer to PropertyTax Bureau
IGR No. 05-203,Fiscal Year2005Tax Bills Semi-annualPaymentSystem
AnnualPreliminary Bills (February2005).
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c. Cities andtownsusingasemi-annualpaymentsystemandopting to
issue preliminary tax bills for FY06 underG.L. Cli. 59 §23D should
refer to PropertyTax Bureau IGR No. 05-202, Fiscal Year 2006 Tax
Bills Semi-annualPaymentSystemOptional Preliminary Bills (February
2005).

d. All other cities and towns using a semi-annualpayment system
shouldrefer to PropertyTax BureauIGR No. 04-201,Fiscal Year2006
Tax Bills Semi-annualPaymentSystem(February2005).
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ANNUAL ASSESSMENTAND LEVY ALLOCATION PROCESS:
STEPBY STEP SUMMARY

NOTE: ** Stepappliesonly in a triennial certificationyear.

Assessors

1. Analyze current market and determineif adjustmentsto valuation schedules

required.

** 2. Submitreassessmentplan, includinganyrelatedprofessionalservicescontracts,to
theBureauof Local Assessmentfor reviewandapproval.

** 3. Meetwith certification advisor.

4. Vote to requestauthorizationto issuesemi-annualpreliminary tax bills by August
15, if needed.

S. Establishfull andfair cashvaluesfor all properties.

** 6. Requestcertification from Bureauof Local Assessmentby submittingacoverletter
andFormsLA-3 “PropertySalesReports.”

Bureauof Local Assessment

** 7. Conduct statistical analysis of sales and determine if minimum statistical
certificationrequirementsaremet.

** 8. Conductpreliminary field review.

** 9. Notify assessorswhether valuation system and proposedassessmentsare in
compliancewith minimum certification requirementsandif so, authorizethemto
mail impactnoticesand hold informal hearings,or conductanotherappropriate
publicdisclosureprogram.

Assessors

** 10. Conductappropriatepublicdisclosureprogram.

11. Determinefinal valuationsfor all properties.
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12. Classifyall realpropertyaccordingto use.

13. Submit to the Bureauof Local Assessmentthe “LA-bS Interim Year Adjustment
Report.”

** 14. Submit to the Bureau of Local Assessmenta list of properties with certain
valuation changesresulting from public disclosure program on Form LA-b
“AssessmentAdjustmentList” alongwith copyof publicdisclosurenotice.

15. Submitto theBureauof Local Assessmentthetotal valuationsfor eachclassof real
property andfor personalproperty on Form LA4 “Assessment/Classification
Report” on the Automated Recapprogram. May alsosubmit to the Bureau of
Accounts a proposedForm LA-S “Classification Tax Allocation” and “Tax Rate
RecapitulationSheet.”

16. Submit to the Bureauof Local Assessmenttax basegrowth on Forms LA-13 and
13A “Tax BaseGrowth Report” on theautomatedrecapprogram.

Bureauof Local Assessment

** 17. Reviewassessmentchangesandclassifications.

** 18. Determine that proposed property assessmentsmeet minimum certification
requirementsof full and fair cash value, real property has been classified
accordingto useandamajority of theassessorsarequalified to classifyproperty.

19. Certify taxbasegrowth andnotify assessors.

Assessors

20. Determinetheminimumresidentialfactoron theautomatedrecapprogram.

Selectmenor City Council

21. Call andhold publichearingon classification.

Assessors

22. Presentdataon impactof classificationoptions.

23. Notify selectmenor mayor andcity council of anyexcesslevycapacity.
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Selectmenor City Councilwith Approval of Mayor

24. Adopt residentialfactor.

25. Decidewhetherto grantopenspacediscount.

26. Determine whether excess levy capacity is consistentwith community fiscal
affairs.

Selectmenor Mayor with Approval of City Council

27. Decidewhetherto grantresidentialexemption.

28. Decidewhetherto grantsmallcommercialexemption.

Assessors

29. Notify Bureauof Accounts of local classification decisionsby telephoning to
confirm levy percentagesadoptedby local officials andby submittingafinal Form
LA-S “ClassificationTax Allocation.”

30. Submittax raterecapitulationsheetto Bureauof Accountsif not donepreviously.

Bureauof Accounts

31. Certify taxrate(s).

Assessors

32. Preparetax commitmentandverify total value for eachclassreconcileswith tax
raterecapitulationsheet.

33. Issuecommitment,with warrantto collecttaxes,to the collector.


