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Boards & Committees Information
Upon reviewing the topics below and completing the online training, please visit the Town Clerk to take the Oath of Office within (2) weeks of appointment.  
* This is required in order to vote and/or participate in meetings *
· The Commonwealth of Massachusetts General Law on State Administrative Procedure MGL 30A §§ 18 – 25: MA General Laws;
· The Attorney General’s Regulations on Open Meeting Law 940 CMR 29.00 - 29.11: The Open Meeting Law;
· The Attorney General’s Open Meeting Law Guide;
· (4) Checklists for Posting a Meeting Notice, Creating and Approving Minutes & Entering into Executive Session (attached);
· Fill out the Open Meeting Law’s Certificate of Receipt for receiving links to the above-mentioned materials (attached) & return to the Town Clerk's Office and;
· Create an account online and complete both: Conflict of Interest Law Training & Receipt for Municipal Employees: Conflict of Interest Law & Training. Our office will automatically receive these from the State.
https://youtu.be/3MGAWTjdFrc












Campaign Finance
Per the Massachusetts Office of Campaign and Political Finance (www.OCPF.us), candidates are required to complete Campaign Finance Reports before and after an election.  All paperwork is to be submitted in person or electronically to the Town Clerk’s Office.
Required Campaign Finance Reports (all attached below):
· Pre-Election, Post-Election & Year-End Reports - - > Form CPF M102
· Zero-Report (no activity) - - > Form CPF M109
Organization of a Political Party: If you plan to organize a Political Committee to support your candidacy, the committee must be registered with the Town Clerk’s Office before any activity commences.  Please file Form CPF M101 (Statement of Organization Candidate or Candidate’s Committee Municipal Form) attached below, prior to any activity.
Online Training: https://www.ocpf.us/PublicSearch/ViewDocument?id=3599



Business Certificates
~ Fact Sheet ~
· WHAT IS A BUSINESS CERTIFICATE? Commonly referred to by the name "D/B/A" ("doing business as") a business certificate creates a public record of the name and address of the owner(s) of a business.
· WHAT DOES IT DO? A business certificate primarily allows consumers and/or creditors to identify the names of the actual owners of a business. This information is a public record and is furnished to the Massachusetts Department of Revenue under the authority of Mass. G.L. 62C, S 49a.
· WHAT DOESN’T IT DO? Your filing of a business certificate at the local Town Clerk’s office does NOT protect your name or reserve it as does a corporate filing or a trademark registration (which is done through the State). It also does not give you permission to operate a business in the town – it only registers your name. In order to legally operate a business in the town you must get the appropriate permits, licenses, variances, etc., that are required by the issuing departments of the town.
· WHO MUST FILE A BUSINESS CERTIFICATE? Massachusetts General Laws Chapter 110, Section 5 states that any person conducting business in the Commonwealth under any title other than the real name of the person conducting the business, whether individually or as a partner, shall file (a certificate) in the office of the clerk of every city or town where an office of any such person or partnership may be situated. Any corporation doing business in a name other than its corporate name must also file. The certificate must be completed and filed by a corporate officer. Under Chapter 110, section 6 a business certificate is not required if a corporation is doing business in its true corporate name, or if a partnership is doing business under any title which includes the true surname of any partner. Certain other associations and partnerships may also be exempt (refer to above citation for details.)
· WHERE & HOW DOES ONE FILE? File with the Town Clerk, in person, in the city or town where an office of said business may be situated. All partners must be present, or the signatures of any missing partners must be notarized.
· WHAT ARE THE FILING FEES?
· New filing or renewal = $20
· WHAT ABOUT A CHANGE OR AMENDMENT? Upon discontinuing, retiring, death or withdrawing from such business, or in the case of a change of residence of such person or of the location where the business is conducted, an amendment form must be filed with the office of the Town Clerk. If you are changing the name of your business you may be required to discontinue the old business and then open a new business.
· DOES A BUSINESS CERTIFICATE EXPIRE? A business certificate is in full force and effect for four (4) years from the date of issue. A new filing must be made every four years as long as the business is being conducted. You must complete a business certificate amendment form upon discontinuing or withdrawing from such business if the change is during the term of the certificate. You must renew your license at the time of expiration if the business is still in existence.
· WHAT ARE THE PENALTIES FOR FAILURE TO FILE? The requirement to file a business certificate is a State Law (MGL Chapter 110, Section 5). Violators of these provisions shall be subject to a fine of not more than three hundred ($300.00) dollars for each month during which said violation continues.
· DOES THE CERTIFICATE HAVE TO BE DISPLAYED? No. However, you must provide a copy upon request.
· ARE BUSINESS CERTIFICATES PUBLIC DOCUMENTS? Yes. The business certificates are on file with the Town Clerk's Office for (5) years after expiration, and may be viewed by anyone making a request. Copies are available for a fee in accordance with Public Records Laws.
~ The Town Clerk’s Office will not offer legal advice or interpretation of the laws of the Commonwealth of Massachusetts or the General Bylaws of the Town of Northfield ~

