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TRANSMITTAL LETTER
Board of Selectmen
Town of Middleton
Middleton, Massachusetts
In planning and performing our audit of the financial statements of the governmental activities, each
major fund, and the aggregate remaining fund information of the Town of Middleton, Massachusetts,
(the “Town”) as of and for the year ended June 30, 2019, in accordance with auditing standards
generally accepted in the United States of America, we considered the Town’s internal control over
financial reporting (internal control) as a basis for designing our auditing procedures for the purpose
of expressing our opinions on the financial statements, but not for the purpose of expressing an
opinion on the effectiveness of the Town’s internal control. Accordingly, we do not express an
opinion on the effectiveness of the Town’s internal control.
A control deficiency exists when the design or operation of a control does not allow management or
employees, in the normal course of performing their assigned functions, to prevent or detect
misstatements on a timely basis. A significant deficiency is a control deficiency, or combination of
control deficiencies, that adversely affects the entity’s ability to initiate, authorize, record, process, or
report financial data reliably in accordance with generally accepted accounting principles such that
there is more than a remote likelihood that a misstatement of the entity’s financial statements that is
more than inconsequential will not be prevented or detected by the entity’s internal controls.
A material weakness is a significant deficiency, or combination of significant deficiencies, that
results in more than a remote likelihood that a material misstatement of the financial statements will
not be prevented or detected by the entity’s internal control.
Our consideration of internal control was for the limited purpose described in the first paragraph
would not necessarily identify all deficiencies in internal control that might be significant
deficiencies or material weaknesses. We did not identify any deficiencies in internal control that we
consider to be material weaknesses, as defined above.
This communication is intended solely for the information and use of management, the Board of
Selectmen, and others within the organization, and is not intended to be and should not be used by
anyone other than these specified parties.

Roselli, Clark & Associates
Certified Public Accountants
Woburn, Massachusetts
October 9, 2019
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EVALUATION OF TOWN OPERATIONS
Fiscal year 2019 saw another year in which the Town successfully completed a number of goals
including the continued improvement to its financial stability. This is particularly important as
the Town embarks on a multi-year, multi-million dollar capital improvement program. Given that
the Town will most likely subsidize the majority of its capital expenditures through bond
offerings, maximizing its bond rating is important to lower the cost of financing such activities.
Many of the Town’s goals are geared towards improvement in its credit profile and we believe
the Town is having much success as a result.
The following highlight some key achievements:
1. Maintaining the Town’s reserve ratio above the tier one S+P metric of 15%; currently at
18%.
2. Establishing multiple stabilization funds; including general, capital, SPED and pension.
In aggregate the Town has accumulated over $2 million in these funds.
3. Accumulating almost $1.3 million in the OPEB fund.
4. Achieving nearly $1 million in levy capacity.
5. Resolving numerous management letter comments that existed three short years ago.
6. The completion and implementation of a financial policy manual.
7. The successful transition to a completely new financial and administrative team including
the Chief Financial Officer, Treasurer and Town Administrator.
These achievements will no doubt improve the Town’s credit profile as it enters this capitalintensive period.
We understand that due to certain one-time revenues such as the recent large tax sale combined
with positive results in many of the Town’s revenue categories versus its budget, that the Town
will end up with more free cash than it normally does.
This will provide an excellent opportunity for the Town to be more aggressive in an area that the
bond rating agencies have scrutinized in an unfavorable manner. More specifically, they have
lowered certain town credit scores for those towns that are part of county retirement systems.
Typically, these county retirement systems are underfunded and trail the State averages by a large
margin. In these instances, we have advised towns who are clients to create and fund pension
stabilization funds.
To that end, Middleton, who is a member of the Essex County Pension System created a pension
stabilization fund in 2018 and funded a small seed amount in 2019. We suggest the Town take
this opportunity to fund this account in a more aggressive manner in fiscal 2020 with some of this
“extra” free cash.
Given the annual results for the past three years under this team, we are confident that the current
management team can continue to operate at a high level and the remainder of this report is
dedicated to those very few remaining recommendations for improvement in control and
efficiencies in operations. We urge the Town to evaluate these observations and implement our
recommendations where it is deemed appropriate and cost/beneficial to do so.
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CURRENT YEAR FINDINGS/OBSERVATIONS
Planning Board Deposits and Agency Accounts
Over the past 3 years, the Town’s current CFO has made tremendous strides cleaning up
old accounts. We discussed two minor agency accounts in which I am endorsing her
request to eliminate and include them as miscellaneous income.
It also came to our attention that the Town has reconciled through its planning board
deposit accounts and is somewhat comfortable with the balances (over $180,000) that
currently exist. Our guess is that many of these are very old and some of these
contractors may no longer be in business.
The Massachusetts General Law allows these accounts to be processed through an
abandoned property process very similar to tailings. We suggest the Town investigate
this. Those items that are not claimed can be posted to revenue in the year they are
deemed abandoned.
Management Response: Management agrees with this recommendation. The Town
Accountant will work with the Town Planner to review all accounts for their legitimacy
and start the abandoned property process for all found to fit the criteria.
Payroll Files
We tested 25 payroll files and had the following observations:
1. Currently the Town files its I9 forms with the remainder of its personnel files.
Best practices suggest I9 forms should be kept separate from other personnel files.
In the case of a federal audit of the I9 forms, if they are kept together, the Town
would lose all its personnel files.
2. For two employees, their starting compensation was agreed to verbally, therefore
there was no contract or other documentation in the files. We suggest that the
Town create compensation documentation for all new hires.
Management Response: Management agrees with this recommendation.
a. The Town is in the process of restructuring personnel and payroll files.
Going forward I9 forms will be segregated from personnel records.
b. During the past year the Town has begun modernizing its personnel
practices. Written offer letters are now given to all new employees and
documentation is kept in personnel files. We believe the two employees
mentioned are outliers.
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Municipal Light Department Checking Account – Prior Finding
Update – The Town agreed with our finding and has been trying to secure the account
for a number of years however the Municipal Light Department is reluctant to give up
control of the account.
As a compromise the Town Treasurer is included as a signatory on the account and is
allowed to review the reconciliation which allows the Town more control. We continue
to suggest that the checking account is closed or given to the Treasurer as custodian.
This comment is not satisfied.
Management Response: Management agrees with this recommendation. Management
will continue to encourage the Light Department to close the checking account.
Fire Detail Account
Reminder that the deficit that has existed for several years was planned to be raised on
the Fiscal Year 2020 tax recap.
Management Response: Management agrees with this recommendation. The remaining
deficit in the Fire Department detail account will be raised on the Fiscal Year 2020
recap.
Stagnant Capital Project Balances
Reminder that the Town would use these balances as part of the 2020 budget; either as a
repurpose or to pay back debt.
Management Response: Management agrees with this recommendation. These accounts
will be repurposed at the May 2020 Annual Town Meeting or applied to debt by vote of
the Board of Selectmen.
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DEPARTMENTAL REVIEW
It is the responsibility of the Town’s Inspectional Services Department (the Department)
to oversee all activities related to the issuance of building, plumbing, gas, electrical and
other miscellaneous permits; and, in that regard, enforce the safety standards outlined in
state and local building codes as well as local bylaws.
The Department’s daily activities are overseen by a Building Commissioner. An Office
Administrator assists with the majority of the paperwork in the office and four part-time
inspectors who are non-benefit eligible handle the inspections.
In recent years, economic activity has been robust in the region which has translated into
an increase in permit activity. The following table illustrates the annual revenues of the
building department by category for fiscal year 2019:
Description
Building permits
Plumbing permits
Electrical permits
Gas permits
Other
Total revenue

2019
$ 449,629
4,895
14,400
9,065
210
$ 478,199

The significance of the activity has led management to select this department to be
reviewed more in-depth as part of the annual audit. Reviewing a department as part of
the annual audit has been a policy that has been in place for about 4 years.
Our review included risk assessment over cash handling, an assessment of the accounting
and reconciliation procedures in place, and an overview of the operational activity. As a
result of this review, we made certain observations that are being communicated to
Inspectional Services and Finance Offices by way of this report.
Highlights
Per our review we determined that the Department has many positive highlights in its
process. These are summarized as follows:
1. The permitting process is administered through Citizen-Serve, a cloud based online permitting software solution. Users are able to take a permit from “cradle to
grave” right from their own computers at their homes.
2. This has reduced the volume of foot traffic considerably at the office.
3. This has also reduced the amount of physical cash handling at the offices as
payment is allowed to be entered on-line and deposited directly to the bank
through a third-party provider.
4. Citizen Serve allows department heads involved in the permitting process such as
Assessor, Health Department, Fire Department and Conservation to participate
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through an email alert system. This has made the communication process much
more efficient as all impacted department heads are able to log in electronically.
5. Every payment, whether made in person or through the internet is logged into the
system, therefore there is always a complete accounting of every single permit
available by accessing the proper reports.
6. Part of the approval process includes verifying if the applicant has outstanding
obligations with Middleton like real estate taxes or motor vehicle excise.
7. Contractor’s licenses are checked against the State listing to determine if licenses
are up to date.
8. Professional licenses for all inspectors are verified through the State website.
9. Conflicts between inspectors and general contractors are avoided by using
alternate inspectors in those situations where a conflict may exist.
10. Fees were adjusted in 2016 to conform to a more modern fee structure.
11. Cash payments are discouraged and are used very infrequently.
12. Turnovers to the Treasurer are completed weekly.
Recommendations
While there are many positive aspects in the inspectional service process there are also
some areas that should be considered for improvement.
These are summarized as follows:
1. While many background checks are completed, a process to verify that driver’s
licenses are up to date and under no restrictions is not performed for the
inspectors. Since there is significant driving involved in the job, we suggest that
an annual review of the driver’s licenses becomes a policy.
2. Old files dating back many decades are maintained as required in a back room.
The room is neither storage compliant nor does it have sprinkler systems. It is the
only copy of those records which represent the majority of the building work
completed in Town for at least the last 4 decades. The room is also filled to
capacity and records are now being maintained in other areas of the office. We
suggest the Town prioritize digitizing these files to electronic media and storing
the files in the cloud. We understand the Town is currently beta testing such a
procedure in other departments.
3. As discussed previously, some plumbing and gas permits are processed manually
by the contractor but still entered into the electronic system by the Office
Administrator. This assures that the Department maintains an electronic record of
all transactions. We suggest the Department begin to charge a $25 administrative
fee for this service since it takes time to complete this task.
4. Computers used by the Department are slow and inefficient. We discovered that
the computers are 4 years old or more. We suggest that the Department, IT and
Town Management discuss transitioning to more efficient newer equipment.
5. The Department should create a policy and procedure manual. This would be
useful in situations of turn-over. There are many processes currently being
followed by the Department that could be memorialized through a policy and
procedure manual for successor employees to follow.
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6. Revenue reconciliations between the Department and MUNIS are currently not
completed. Such a reconciliation can be facilitated using the Department’s
permitting program. The report feature in the program allows the ability to run
many types of revenue reports. Therefore, we suggest a monthly reconciliation
process is implemented that utilizes these reports when comparing to MUNIS.
We completed a quick reconciliation with the Office Administrator to determine
how difficult this would be and how close the balances were. This was completed
without any investigation into timing items. The two varied by less than $10,000
which we feel was very close given it had never been completed before and was
done with little research. As part of this process, the Office Administrator was
trained on how to complete monthly reconciliations.
Conclusion
The overall permitting process appears to be completed in an efficient manner. We were
pleased with the operation and believe the key individuals involved in the process are
proficient at their daily tasks. We are confident these individuals are able to implement
the recommendations suggested without much difficulty. In doing so it will improve
what is already a very good process.
Management Response:
1. Drivers licenses: Management agrees with the recommendation to
annually review drivers’ licenses. The Assistant Town Administrator/HR
Coordinator will develop a protocol to accomplish this.
2. File storage: Management agrees with the recommendation to more safely
store paper records. This is a significant challenge for many departments.
The Town Clerk and Assistant Town Administrator/HR Coordinator are
undertaking a pilot scanning project to convert paper records to digital.
ISD records will be part of a future phase of this project.
3. Administrative fee: Management agrees with the recommendation to
charge an administrative fee to cover staff time to input plumbing, gas,
and other permits. This administrative fee will be part of a comprehensive
review of fees target for completion before the end of Fiscal Year 2020.
4. Computer speeds: Management agrees with the recommendation to
upgrade older computers to ensure adequate speed and efficiency.
Upgrades will be programmed into the Fiscal Year 2021 budget.
5. Policy and Procedure Manual: Management agrees with the
recommendation to create policy and procedure manuals to aid in staff
turn-over. This comment has spurred a discussion that would stretch
across the organization.
6. Reconciliations: Management agrees with the recommendation to perform
monthly reconciliations between the Citizen Serve permitting software and
MUNIS. The CFO will work with the Treasurer-Collector and ISD staff to
ensure the implementation of this practice.
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