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This presentation is intended for informational purposes only 
and is not a substitute for seeking professional advice or for  
reviewing the applicable laws and rules. This presentation 
represents some positions of the Department on the limited 
issues discussed herein, based on the law in effect at the time 
of the presentation and Department interpretation thereof, as 
well as the opinions and conclusions of its presenter. 

For the current status of any tax law, practitioners and 
taxpayers should consult the source documents (i.e., Revised 
Statutes Annotated, Rules, Case Law, Session Laws, etc.) for 
independent verification. 
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Overview

 Access to Web portal – levels of access
 General navigation of web portal
 Software generation of forms
 Prereview Process
 Common Issues
 Submission to DRA/Uploads



• Three access levels
– Administrators
 Create additional accounts
 Prepare/upload and submit forms and 

documents
 Receive ‘Alerts” messages from the 

web portal
 View/run reports

– Users
 Prepare forms and documents

 If given ability, upload documents

– Viewers
• View completed, uploaded documents 

and forms

Municipal and Property Division

Page 4

Credentials
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Home Screen
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Navigating

Each tab can be 
can be accessed 
from the top of 
the screen 

OR
Using the 
"Continue" button 
next the specific 
title.
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Summary of the stages of the Tax 
Rate Setting Process 

1. The documents and information 
that must be submitted to the 
DRA

2. Steps involved in the setting of 
the final tax rate. 

Status Checklist
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Forms and Documents Table

Budget forms – Annual meeting documents
Financial Forms – Revised revenues/MS535/MS1/audit   
Administrative Forms – Annual Report/MS123
Other Documents – Education tax warrant/misc information
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Web Portal Support

HELP
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Topics Covered

• Draft the proposed budget, create warrant articles, import PY. 
• Edit and delete warrant articles.
• Create and submit default budgets.
• Request and complete the pre-review process.
• Review, finalize, and submit the proposed budget.
• Submit the voted appropriations after annual meeting.
• Apply the default budget if the operating budget fails at meeting.
• Submit the revised estimated revenues.
• View, save, and print reports.

And many more….
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2022 - 6,130 Warrant Articles Submitted
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Pre-Review Process

Draft warrant article entered

Reviewed by advisor, comments provided
Reviewed by advisor



2022
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73%

4%

6%

13%
4%

Required Changes
Suggested Changes
Technical Advice
Please respond
Language Change



Required Changes
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 Proposed amounts < > Calculated amounts shown

 Warrant article language <> Proposed amounts

 All revenue offsets not shown 

 Recategorize what “type” of warrant article 

 Reclassification of accounts ( Refer to chart of accounts)

 Vote Requirements (all long-term debt 3/5 ballot vote)

 Recommendations not shown ( reflect within warrant article & 
appropriate column on budget form)



Proposed < > Calculated

16
Page 16

Municipal and Property Division



Warrant Article < > Proposed
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All Revenue Sources Shown 
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Recategorize “Type”
Special Warrant Article 

a) Petition Article 
w/Appropriation

b) Bond or Notes
c) Capital Reserve 

Funds/Trusts or Special 
Fund

d) Designated by 
Selectmen:

 “Special”
 “Non-Lapsing”
 “Non-Transferable”

Individual Warrant 
Article
 One time appropriation
 Collective Bargaining  
 Purchase capital item
 Revenue offsets: 
 taxation
 unassigned fund 

balance
 source grants

 Any appropriation not 
designated as special
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Categorized as an “individual” – it is being partially offset by a CRF 
which designates this article as a “special” warrant article .
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Budget Submitted



Town Meeting 
Info

Software

MS-636

PDF

MS-636

Excel

MS-636

Word

MS-636

Software

WA #2

Warrant Article Drafting & 
Budget as Proposed

Appropriations Conversion and 
Submission

Software

WA #1

Software

MS-232

PDF

MS-232

Excel

MS-232

Word

MS-232

Software

WA #3
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Software Generation of Forms



• Budget Home Tab
• Answer questions on each article
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20 Days After Town Meeting
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If Amendment is Financial

• Update the chart of accounts (MS232)

• Update the Appropriations Box

• Save and RECALCULATE
**Revenue amendments will be updated on the MS434 



• Upload all pages of a document or form.

• Be sure documents and forms are certified by 
the appropriate signature(s)  

• Do not upload documents as JPEGS. 

• Documents once uploaded cannot be deleted 
- ask advisor to remove.

Submissions
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Uploads
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“Form Templates” is a drop-down 
with various options where you 
choose what type of document you are 
uploading. 

The system will automatically make 
the initial selection for you. 

“Notes” allows a limited amount of 
text for reference purposes to be 
entered. This is optional and will be 
displayed in the “Notes” column of 
the Document Table in the previous 
slide after the upload has been 
completed. 
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Financial Home



• DRA Website 
(http://www.revenue.nh.gov/mun-prop/mtrsp/index.htm)

• Municipal Advisor

• Axiomatic 
– Support line: 1-888-508-8179

Resources
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http://www.revenue.nh.gov/mun-prop/mtrsp/index.htm


Questions?
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