County Report of Elected and Appointed Officials 
Form [DCED-CLGS-18] Tip Sheet
E-FILING INSTRUCTIONS
Registered E-filers - If you have already registered to e-file with the Department of Community and Economic Development (DCED), you will automatically be registered to use the new system.  Please go to http://munstatspa.dced.state.pa.us/login.aspx  and enter your existing username and password, and click “Log In.”

New E-filers - If you have not registered to e-file with DCED, we encourage you to try the new system.  If you have a PA Powerport username and password from other online state systems, you will use it for DCED filing by following the instructions in the next section.

If you do not have a PA Powerport username, you may register online by going to http://munstatspa.dced.state.pa.us/login.aspx  and clicking “Register” in the lower left corner of the Log-in page and completing a brief registration form.  Upon completion of the online registration process, please print the authorization form and have it signed by the appropriate municipal official.  For your convenience and a quick approval, you may fax the completed authorization form to us at 717-783-1402.  If you decide to fax the form and your seal is raised, please be sure to rub a pencil over the seal, make a copy of the original, then fax the copy to us. This will ensure that the seal will be visible on our copy.  You will receive an email confirmation after your authorization form has been received and your e-filing privileges have been activated.

An existing PA Powerport user with username and password - If you have a PA Powerport username and password, but have not registered with Municipal Statistics, you may register online by going to http://munstatspa.dced.state.pa.us/login.aspx  and clicking “Log-In” in the lower right corner of the Log-in page after entering your PA Powerport username and password.  You will automatically be directed to the registration page.  Please follow the directions for New E-filers outlined above.

Please Note - In order to function correctly, the Municipal Statistics website requires the following:

· Microsoft Internet Explorer 6.0 or later (not compatible with Firefox)
· Pop-ups, JavaScript and cookies must be enabled

INSTRUCTIONS FOR FORM
1. Enter name and address.  The information is used for various mailings.  Please use the following format when entering online:

Name:

John Doe

Address 1:

County Name

Address 2:

1 Main Street

Address 3:

P.O. Box 001

City

Town

Zip-Code

00000-0000

Email:

jdoe@municipality.gov
Information should use upper and lower case letters.
Example: 
John Doe


    
126 Main Street


    
Municipality, PA   12345-0000
2. Position.  The form lists all possible positions that a municipality can have.  For those positions that are blank, please indicate whether the position is vacant or not applicable.  If your county has more than one official for a particular position, please choose a primary official.
3. Year Term Ends needs to end in an even year as the newly elected officials take office in January after the November election.

4.
County Payroll.  As a general rule, if a W-2 is prepared for an employee, that employee is counted as a county employee.  Contracted workers are generally issued 1099s.  These individuals (CPA’s, etc.) would not be counted as county employees. Elected officials are typically engaged to perform specific duties and are not subject to the normal work rules of an employee.
5.
Land Use and Planning
a. A county zoning ordinance requires the participating municipalities to be entered.

b. A county subdivision ordinance requires the participating municipalities to be entered.

Please Note – The Municipality Report of Elected and Appointed Officials Form [DCED-CLGS-18] is required to be filed no later than January 31 of each year.  
Call with Questions – Please feel free to call the Governor’s Center for Local Government Services toll-free at 888-223-6837 if you have any questions when completing the Report.

