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The information presented in NHMA's training events and materials is 
accurate as of the date of the presentation. NHMA's training events do 
not constitute legal advice. For legal advice, city and town officials 
may contact Legal Services at legalinquiries@nhmunicipal.org or their 
own municipality's legal counsel. Please refer to NHMA's Legal 
Services FAQ for details about how our service works. For Government 
Finance Advice, please contact financeinquiries@nhmunicipal.org. 

AGENDA NH Demographics

Federal Funding

State Funding

Fund Balance

Property Taxes
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DRA’s MTRSP Portal
Some days, the best thing about the job is that the chair spins.

Why??
Prior to the Department of Revenue Administration’s (DRA) 
implementation of the portal, all forms needed to be mailed 
in.  This caused delays in response time, possible lost 
paperwork, and limited advice from the advisors.

Instead of using DRA’s suggested warrant article wording, 
many municipalities used creative wording.

Without the budget information being tied to each separate 
warrant article, there were times the posted warrant and 
budget did not match.

By implementing the portal, the budget forms became more 
consistent between local governments, the review process 
became streamline and timely, and the chance for poorly 
worded warrant articles being disallowed was decreased.
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Where to Find the Portal

www.proptax.org

Gaining Access

Access to NH DRA’s Municipal Tax Rate Setting Portal 
(MTRSP) is granted by a Municipal Administrator of 
the portal.  If access needs to be granted by someone 
else, the Governing Body can request changes by 
contacting your DRA Advisor.
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Navigating

There are two ways to 
access the different areas of 
the portal:

• Buttons on the Home 
tab or

• Tabs across the top

Checking the Status

On the Home tab the 
Status area will show you 
where you are in the 
budget and tax rate setting 
process.
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Checking the Status

You can also check the 
status of all associated 
Entities for your 
municipality.

Entering the 
Warrant Articles 

and Budget
I pretend to work as long as they pretend to pay me.
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Budget Tab

The Budget tab is where each warrant article is 
entered.  The color of the bar across the top indicates 
if you are drafting or have finalized the budget.  If the 
bar across the top is red, you are in Warrant Drafting 
mode.  If the bar is green, the articles have been 
submitted / finalized.

To Import or Not To Import

When you first go to the budget tab, there are no 
warrant articles.  This is the time to decide if you are 
going to create all the warrants or if you want to 
import last year’s articles.  

Only select Import Prior Year Articles if this year’s 
warrant articles are fundamentally the same as the 
prior year.  

Importing brings over both the warrant article and 
the associated budget.
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Creating a New Warrant

Whether or not you have imported articles, you will 
most likely have to create a new article.  This includes 
needing to delete an article and re-enter it based on 
a DRA advisor comment.  To do this, click on the 
Create Warrant button.

Choosing the Category
First, you must decide what type of article you have.
• Operating Budget – This is for the article(s) which make up your 

operating budget
• Special Article – This is for the article(s) which meet the definition of 

special warrant article per RSA 32:3 VI
• Individual Article – This is for any monetary articles which the 

governing body wants separate but is not operating or special
• Non-Monetary – This is for any article which does not have an 

appropriation.

Unfortunately, the Category and Type cannot be changed 
once the article is created.  
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Choosing the Type
Once you have selected a category, you choose the Type.  
Each category has different types associated with them.  
Selecting the type determines what the proposed wording 
will be.

Numbering
The warrant article numbers are an alpha numeric field.  This 
means that they are sorted by the first character, then the 
second, then the third, etc.  If leading zeros are not used, the 
order of the articles might look like:

• 1
• 10
• 11
• 12
• 13
• 14
• 15

• 16
• 17
• 18
• 19
• 2
• 20
• 3

• 4
• 5
• 6
• 7
• 8
• 9

(Reading in a down each column order)
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Purpose
The purpose shows both on the list of warrant articles on the 
budget tab and prints on the warrant.  It is a great place to 
give a very short description of what the article is about.  
Examples might include:

• Operating Budget
• Appropriate to CRF / ETF
• Fire Truck Purchase
• Transact all other business

Raise and Offsets
The amount of Appropriate and Raise amounts within the 
warrant article belong, respectively, in the Proposed 
Appropriation and Estimated Revenues boxes.  If you have an 
official budget committee, the budget committee 
recommendations go here.  The governing body’s 
recommendations go in another location.  All general 
revenues, even though they are not part of the wording of the 
article, get recorded as estimated revenues on the operating 
budget article.
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Template Language
DRA’s recommended template language appears, giving an 
opportunity to determine if the proper category was selected.  
The wording can be changed on the next screen.  This step 
only allows the user to start with, or not, the recommended 
language.  Alterations to this language is allowed on the next 
screen.

Warrant Details
Once you generate the warrant article, you are brought to a 
screen which shows the details of the warrant.  You start by 
seeing three boxes at the top of the screen.  The left had box is 
white; the middle, at least with monetary articles, is typically 
red; and the right hand box will be either red or green, 
depending on whether there is offsetting revenue for this 
article.
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Warrant Information
The left most box allows you to change your warrant article 
number.  This is especially important if you imported articles 
and need to move their location or renumber them due to the 
insertion or deletion of articles.  You can also change the 
wording of the purpose of the article.  

You cannot change the category nor the type of the article.  If 
these need to be changed, you will have to delete the article 
and start the article over again.

Proposed Appropriations
In the middle box, Proposed Appropriations, the top two lines 
pull forward from the creation of the article.  These amounts can 
be changed if necessary.  The Total Proposed is a system 
calculated amount using the amounts in the recommended and 
/ or not recommended boxes.  The Calc Recommended and Calc 
Not Recommended is the total of all amounts entered into the 
grid further down this screen.  This box will remain red until the 
amounts you type in the top two boxes match the calculated 
amounts in the bottom two lines.  Once they match, the box will 
turn green, which indicates the article is in balance.
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Offsetting Revenue
The Estimated Offsetting Revenue box works the same as the 
Proposed Appropriations.  The Estimated Revenues initially 
fills in off the first screen in creating a new article but allows 
the amount to be changed if necessary.  The Total Estimated 
Revenues is a system generated amount that duplicates what 
is in the first box and the Calc Estimated Revenues is the 
system generated total from the information in the grid at the 
bottom of the screen.  When the Total Estimated Revenues 
and the Calc Estimated Revenues match, the box will turn 
green, indicating the revenue amounts are in balance.

Article Language
The Article Language box is where you can edit the template 
wording that prepopulated or just type in your warrant if the 
wording, such as from a petition article, does not match any 
templates.

Copying and pasting does work in this box.

Be sure that any amounts typed in this box match the 
amounts typed in the Proposed Appropriations’ 
Recommended and / or Not Recommended boxes above as 
well as in the Estimated Revenues.
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The Grid
The “grid” is how you determine where on the MS budget 
form the amount(s) associated with warrant article is placed.  
On the top you have two tabs.  One for Appropriations and 
another for Revenues.  Along the left you have the major 
categories associated with appropriations or revenues.  In the 
large middle section, each DRA allowed account / department 
is listed.  Finally, the columns allow you to enter the governing 
body and, if necessary, the budget committee recommended, 
or not, amounts associated with the article.

The Grid
At the top of the grid there is a Recalculate button.  
This button prompts the portal to recalculate the 
system generated amounts in the Proposed 
Appropriations and Offsetting Revenues boxes.

The bottom of the grid also shows the totals for the 
Appropriations and Revenues giving you a chance to 
determine if the amounts balance without having to 
scroll up to see the color of the boxes.
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Saving
Below the Article Language box and under the grid 
are three buttons.  Save & Next will save the article, 
regardless of whether it is in balance and bring up the 
next article based on the numbering.  Save & Home 
will save the article, regardless of whether it is in 
balance, and bring you back to the list of articles.  
Delete will delete the article and bring you back to the 
list of articles.

Article List
The landing page of the budget tab shows the list of all 
warrant articles that are currently in the portal.  Each line 
shows a summary of the article and whether the 
appropriations and, if necessary, the offsetting revenue, is in 
balance.  If your DRA advisor has reviewed your articles, it 
shows their opinion of the article and if you have unread 
comments from them.
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Request Pre-Review
After the warrant articles are all entered, but still leaving 
enough time for your DRA Advisor to review them, you need to 
ask your advisor to look over your articles.  This option can 
ONLY be done once, so please wait until all your articles have 
been entered.  When you click this button, your advisor is 
notified by the system that you believe you are ready for them 
to review.  Your advisor tries to review them in the order they 
receive the request.

If additional articles are added or if changes are made to the 
articles after review, your advisor does not receive notification.  
If something happens where this is necessary, be sure to email 
your advisor and ask them to add you back to the review list.

Local Government Entities
• Local government 

entities are also known as 
political subdivisions

• Each entity is subject to 
RSAs and / or charter 
regulations

• Some RSAs overlap 
across different entity 
types

• In 2022 DRA had 6,130 
Warrant Articles 
Submitted

Cities (13)

Towns (221)

Village Districts (98)

School Districts (176)

Counties (10)

3 DRA Advisors
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DRA Status
In the Action column there are at least five different icons that 
might show.

Indicates an article and been drafted, but the final 
version has not been submitted as finalized. 

Indicates DRA has reviewed the article and does not 
have questions, comments, nor recommended changes.

Indicates DRA has questions, comments, or 
recommended changes.

Indicates DRA has left a comment that has not yet been 
marked by the municipality as read.

Indicates that the article has been submitted as finalized.

Default Budget

I am multitasking.  I can listen, ignore and forget all at the 
same time.
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Access Default Budget

At the bottom of the landing page of the budget tab are 
additional steps that can be taken.  If you need to create a 
default budget, you can access that screen by clicking on the 
Default Budget button.

If you do not have the Default Budget button, you most likely 
do not have an official budget committee.  

Looks Familiar, but ...
The grid for the default budget is very similar to the grid when 
entering proposed appropriations and offsetting revenue, 
except the columns are different.

The prior year adopted operating budget is prepopulated with 
the previous year’s adopted budget.

The next two columns are where you make changes to the 
prior year budget. The Default Budget is a system generated 
amount summing the first three columns.  

The last column is where you enter the reason for changes to 
the previous budget.
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Actions 
Under the grid are action buttons.  

• Budget Home will leave the screen you are on, discard all 
changes, and bring you back to the budget landing page.

• Save & Refresh will save the work you have performed, 
recalculate the screen and leave you on the screen.  

• Save & Budget Home will save the work you have 
performed and bring you to the budget landing page.

• Submit will submit the default budget to DRA

• View Default Budget Report will bring up the MS-DTB 
report 

Completing your MS 
Budget Form

I was in the business of selling yo-yos.  It was an up and down 
job.

37

38



9/15/2026

20

Actions 
On the budget landing page, there are multiple options 
available.  The View/Calculate Budget button brings you to a 
screen which allows you to enter the actual amounts for total 
expenditures and total revenues for the prior budget year.  

Entering the Amounts 
The grid that appears looks like the grid when entering 
warrant articles except for the columns.  

The Appropriations PY as Approved by DRA column should 
prepopulate with the prior year approved budget.  Enter the 
actual expenditures in the Actual Prior Year Expenditures 
column.
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Budget Summary
At the bottom of the grid is a budget summary.  This shows 
you the total recommendations for the current year’s 
proposed budget from both the governing body and, if 
applicable, the budget committee.   It also shows you, and 
allows you to update, if necessary, the previous year 
information.  This allows you to see where you stand this year 
as compared to last year.  

Finalizing the Budget
After all the warrant articles have been entered and balanced 
and after the actual amounts have been entered and verified, 
you can finalize the budget.  This is done through the 
View/Calculate option from the landing page of the budget 
tab.  

The bottom of the screen has an option to Continue to Step 2 –
Finalize.  

If you are an SB-2 entity, this is where the 10% override is 
calculated.

If everything is in balance and your user access allows it, 
Finalize Budget will be available.
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The Reports

Choose a lazy person to do the hard jobs.  Lazy people always 
find an easy way to do things.

Form MS-737 Appropriations

Form MS-737 contains the voted appropriations from the prior 
annual meeting, the associated actual appropriations, and 
both the governing body’s and budget committee’s 
recommended and not recommended amounts.
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Form MS-636 Appropriations

Form MS-636 contains the voted appropriations from the prior 
annual meeting, the associated actual appropriations, and the 
governing body’s recommended and not recommended 
amounts.

Account Numbers
The operating budget 
article(s) are presented on a 
departmental line basis.  
These departmental lines 
are based on the uniform 
chart of accounts defined in 
DRA Revenue Rule 1705.
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Special Warrant Articles
Articles which meet the definition of Special Warrant 
Article, as defined in RSA 32:3 VI, appear in their own 
section of the form.  They, like the operating budget, 
need to reference an account number as defined by 
DRA’s Revenue Rule 1705.

Individual Warrant Articles
All other monetary articles are considered Individual 
Warrant Articles and also appear in their own section of 
the form.  They, like the operating and special articles, 
must reference an account number as defined by DRA’s 
Revenue Rule 1705.
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Revenues

RSA 32:3 III states that “Budget” means a statement of 
recommended appropriations and anticipated revenues.  Both 
the governing body and, if there is one, the budget committee 
need to determine and report the estimated revenue to offset 
the proposed appropriations.  The official MS budget form 
does not require the prior year estimated revenue to be 
reported.

Form MS-737 Estimated 
Revenues

Similarly, Form MS-737 contains the actual revenues for the 
prior period as well as the the governing body’s and budget 
committee’s estimated amounts.
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Form MS-636 Estimated 
Revenue

Similarly, Form MS-636 contains the actual revenues for the 
prior period as well as the the governing body’s and budget 
committee’s estimated amounts.

Budget Summary
The Budget Summary is a powerful section of proposed 
budget.  This section calculates the estimated amount of 
taxes to be raised under both the Selectmen’s and Budget 
Committee’s recommended budgets.  
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10% Limitation
The final page of form MS-
737 calculates the maximum 
allowable appropriations 
voted at town meeting.  If 
the legislative body goes 
over this amount, DRA will 
start disallowing warrant 
articles starting at the 
bottom and working their 
way up until the maximum 
is no longer exceeded.

Certified Budget Forms
Whether you utilize form MS-636 (for entities without an 
official budget committee) or form MS-737 (for entities with an 
official budget committee, you must post the certified budget.  
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QUESTIONS?
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Our 
Mission

NHMA is known as the premier

source of information and support

needed for town and city officials

to effectively serve the public.

NHMA supports effective municipal

government by leveraging the

collaborative strengths of New

Hampshire cities and towns through

education, training, advocacy, and

legal services.

Our 
Vision

Our 
History

The New Hampshire Municipal Association, Inc. (NHMA) is a nonprofit, non-partisan membership organization of

municipalities. Founded in 1941 for the purpose of exchanging information to facilitate more efficient and effective local

government, NHMA was reorganized in July 2003 under the umbrella of the New Hampshire Local Government Center

(LGC). At that time all services provided to municipalities by NHMA were assumed by LGC except legislative advocacy,

which remained in NHMA LLC, a separate subsidiary of LGC. In the fall of 2012 all “traditional municipal league services”

including legislative advocacy, legal advisory services, training programs, and educational publications, were

consolidated under NHMA with oversight by the NHMA Board of Directors. Currently, NHMA, Inc. operates as a totally

separate, independent organization from the former LGC risk pools (HealthTrust, Inc. and Property Liability Trust, Inc.)

with a board comprising only elected and appointed municipal officials elected by NHMA members.

Phone:
Email:

Address:

CONTACT US
603.224.7447
financeinquiries@nhmunicipal.org
25 Triangle Park Drive, 
Concord, New Hampshire 03301TAMMY 

LETSON

Government Finance 
Specialist

NHMA's government finance specialist has extensive experience in municipal government and finance. She is
available to assist NHMA members with government-finance inquiries and provides educational programming.
The available services are described below, and members can contact her at financeinquiries@nhmunicipal.org or
by calling 603.224.7447 and choosing option 1.
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MEMBER
FEEDBACK
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