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Governor’s Center for Local Government Services

Municipalities are required to file 4 forms with the
Department of Community and Economic Development:

- The Tax Information Form 
- The Report of Elected and Appointed Officials

- The Survey of Financial Condition
- The Annual Audit and Financial Report

Municipalities are encouraged to file all 4 forms electronically.
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Governor’s Center for Local Government Services

To access the Municipal Statistics website, type the 
following in the address bar of your web browser:

www.newpa.com

Note: In order to function correctly, the Municipal Statistics 
website requires the use of Microsoft Internet Explorer 6.0.

Also, pop-ups must be enabled.
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Governor’s Center for Local Government Services

This is our new web look.
To access the “Municipal Statistics” link, click

on “Get Local Gov Support”
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Governor’s Center for Local Government Services

From the “Municipal Statistics” web page, click on the link for 
“Electronic Filing of Municipal Statistics Forms”.
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Governor’s Center for Local Government Services

The top of this page contains a link for viewing the E-Filing 
Training Presentation in Microsoft PowerPoint.
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Governor’s Center for Local Government Services

This page also contains legislative updates that may affect 
your e-filing.  To log-in to e-file, click “Electronic Filing of 
Municipal Statistics Forms” at the bottom of this page.
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Governor’s Center for Local Government Services

First time e-filers must click the “Register” button.  If you 
have already registered to e-file, enter your user name and 

password, then click “Log In”.

Presenter
Presentation Notes
Note:  If you have registered with PA PowerPort, you should use the same user name and password to access Municipal Statistics.  You will automatically be directed to the registration page. 
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Governor’s Center for Local Government Services

Clicking the “Register” button will take you to the
“User Account Registration” form.  You must provide 

information for all items with an asterisk.
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Governor’s Center for Local Government Services

If you are e-filing on behalf of a municipality, you must choose  
“Municipality” from the drop-down box under “Organization*”.
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Governor’s Center for Local Government Services

After choosing “Municipality”, the “Municipality Search” 
function will appear.  You may type the name of the 

municipality, or simply click “Map Search”.
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Governor’s Center for Local Government Services

To use the “Map Search”, click the county where your 
municipality is located, or choose from the drop-down box 

under “County Selection”.  The system will provide a list of all 
municipalities within that county.
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Governor’s Center for Local Government Services

Once you’ve selected the municipality, the system 
will insert it into the registration form.

After completing the required fields, click “Submit”.
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Governor’s Center for Local Government Services

After submitting your registration information online, you 
must download and print the Authorization Form.



15

Governor’s Center for Local Government Services

The Authorization Form contains all of your registration 
information.  Have it signed, sealed and faxed to DCED.

As soon as DCED receives and approves your Authorization 
Form, a password will be sent to your e-mail address.
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Governor’s Center for Local Government Services

After receiving the password via email, you may now log-in with 
your chosen user name along with the issued password.
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Governor’s Center for Local Government Services

Once logged in, you will be taken to the “Municipal 
Statistics Start Page”.  If you wish to change your password 

or any other information in your profile, click “My Profile”.
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Governor’s Center for Local Government Services

You may change any of the information in the boxed areas.  
To change your password, type a new password of your 
choice under “New Password” and type it again under 

“Confirm New Password”.  Then click “Update”.

Presenter
Presentation Notes
Passwords may be 8 – 15 characters in length, in any combination of case-sensitive letters and numbers.
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Governor’s Center for Local Government Services

The system will ask for your current password to verify you 
are authorized to make these changes.  If you changed your 
password in the previous step, use the password you signed 

in with, not the one you just created.  For all subsequent
log-ins, you will use your newly created password.  Click 

“Submit” to complete your password update.



20

Governor’s Center for Local Government Services

Upon successfully updating your profile,
you may return to the Start Page.
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Governor’s Center for Local Government Services

The Municipal Statistics Start Page contains 2 main sections:

- “Your Pending Tasks” lists all outstanding forms
[forms that have not been submitted, or are currently

in an incomplete status].

- “History” contains a record of previously filed forms.
This section will be discussed later.
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Governor’s Center for Local Government Services

E-FILING SPECIFIC DCED FORMS
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Governor’s Center for Local Government Services

MUNICIPAL TAX INFORMATION FORM
(DCED-CLGS-2565)

Due Date: 12/1 for new tax enactments, repeals or changes
in rates to either the Earned Income Tax (EIT) or the 

Local Services Tax (LST).  12/1 is the deadline date
in order to ensure those changes are included in the

December 15 release of the Official Tax Register. 

Due Date: 1/15 if there are no changes
to either the EIT or LST.
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Governor’s Center for Local Government Services

The Tax Information form is divided into 7 sections, which 
must be completed in order:
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Governor’s Center for Local Government Services

Step 1:  General Questions
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Governor’s Center for Local Government Services

Step 1 continued

Any time a question mark appears next to an item on your 
screen, you can click on it for additional information.
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Governor’s Center for Local Government Services

Step 2:  Verification

Here, you will be asked to verify your existing rates.  The 
“Effective Rate” column lists only your municipal rate.  
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Governor’s Center for Local Government Services

Step 2 continued

The “Total Rate” on the far right includes the school district’s 
portion.  If there are changes to any of your tax rates, click 

“Yes” to continue to Step 3.  If there are no changes,
click “No” to continue.  This will take you to step 5.
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Governor’s Center for Local Government Services

Step 3:  Tax Rates

For all changes, an effective date is required.  This is NOT 
when the ordinance/resolution was signed,

but when the taxpayer is first liable for the new tax/rate.
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Governor’s Center for Local Government Services

Step 3 continued

There are several checks built into the system to ensure 
accurate reporting.  This municipality levies an LST at a rate

of $52.  Because the coterminous school district also receives
$5 of the LST, the municipality may only collect $47.
If the municipality tries to enter $52 for their LST rate,

the following message will appear:
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Governor’s Center for Local Government Services

Step 4:  Municipal Ordinances

If you made changes to any tax rates, exemption amounts, or 
effective dates, you must specify how you will provide the 
ordinance to DCED.  Your tax form will not be considered 

complete until DCED receives the required ordinance.
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Governor’s Center for Local Government Services

Step 5:  Tax Collectors

Screen 5 allows you to make changes to your EIT/LST 
collector information.  If your municipality does not use any of 

the listed options, you can choose the “Other collector”
option at the bottom of the list.
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Governor’s Center for Local Government Services

Step 5 continued

If you choose “Other collector”, this screen will appear.  The 
opened fields will allow you to enter the name, title, address, 

phone number, e-mail and web site for your tax collector.
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Governor’s Center for Local Government Services

Step 6:  Final Review

Please verify that all information is correct.  If you need to 
make any changes, click on the step number in the

upper right corner to access the data you wish to edit.
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Governor’s Center for Local Government Services

Step 6 continued

In the certification section at the bottom of the page, enter your 
name, title and phone number.  Once the certification box

on the far left is checked, the “Confirm” button will be visible.
Click “Confirm” to submit your Report.
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Governor’s Center for Local Government Services

Step 7:  Submission Confirmation

This page verifies that your electronic filing is complete by 
providing you with the date submitted.  The status of your

Tax Information Form will stay “Pending” until DCED
reviews the data and receives the required ordinance.

A copy of your completed form is available to download.
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Governor’s Center for Local Government Services

MUNICIPALITY REPORT OF ELECTED 
AND APPOINTED OFFICIALS

(DCED-CLGS-19)

Due Date: 1/31
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Governor’s Center for Local Government Services

The information gathered from this Report is displayed on the 
Local Government Officials website and is frequently used by 

many entities across the State for contact purposes.  Therefore, 
it is important that the information is current and accurate.

Note:  The Department of Transportation will not release the 
Liquid Fuels disbursement until DCED has received the Report.
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Governor’s Center for Local Government Services

The Report is divided into 6 sections,
which must be completed in order.

Each step contains pre-populated information
provided from the previous year.
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Governor’s Center for Local Government Services

Step 1: Primary Contact Person

This should contain the name and contact information of the 
official who wishes to be the primary contact for the municipality.  

Please include an e-mail address.  Click “Next” to continue.
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Governor’s Center for Local Government Services

Step 2: Employee & Service Information

Under “Municipal Payroll”, list the number of full-time
and part-time employees as of December 31.

Note:  If an employee receives a W-2 form, include in the 
count.  If they receive form 1099, do not include.
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Governor’s Center for Local Government Services

Step 2 continued

Answer all questions in the Police and Fire Service sections 
and click “Next” to continue.
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Governor’s Center for Local Government Services

Step 3:  Land Use Information

The “Land Use and Planning” section requires Yes/No 
answers to questions.
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Governor’s Center for Local Government Services

Step 3 continued

If your municipality is part of a multi-municipal comprehensive 
plan, you must list the participating municipalities.  You may 

type the name of the municipality or you may use the 
“Map Search” function.
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Governor’s Center for Local Government Services

Step 3 continued

If you have a joint/multi-municipal zoning ordinance, you must 
list the participating municipalities. You may type the name of 
the municipality or you may use the “Map Search” function.
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Governor’s Center for Local Government Services

Step 3 continued

In the “State-Wide Building Code” section of Step 3, the 
Department of Labor and Industry license number is 

required when a municipality has opted-in to administer 
the PA Uniform Construction Code.
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Governor’s Center for Local Government Services

Step 4: Officials List

This contains a list of all possible positions that a municipality 
may have.  All positions must be designated as “Occupied”, 
“Vacant” or “Not Applicable”.  Verify each position, then click 

“Next” at the bottom of the screen.
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Governor’s Center for Local Government Services

Step 4 continued

The system will then take you through each of the occupied 
positions listed in the previous step.  After verifying the official’s 

information is current and accurate, click “Next” to continue 
to the next official.
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Governor’s Center for Local Government Services

Step 5:  Final Review

Please verify that all information is correct.  If you need to 
make any changes, click on the step number in the

upper right corner to access the data you wish to edit.
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Governor’s Center for Local Government Services

Step 5 continued

In the certification section at the bottom of the page, enter your 
name, title and phone number.  Once the certification box

on the far left is checked, the “Confirm” button will be visible.
Click “Confirm” to submit your Report.
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Governor’s Center for Local Government Services

Step 6: Submission Confirmation

This page verifies that your electronic filing is complete by 
providing you with the date submitted and an “Approved” status.

A copy of your completed form is available to download.
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Governor’s Center for Local Government Services

SURVEY OF FINANCIAL CONDITION
(DCED-CLGS-69)

Due Date: 3/15

Note:  The Department of Transportation will not release the 
Liquid Fuels disbursement until DCED has received the Report.
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Governor’s Center for Local Government Services

The Survey is divided into 5 sections,
which must be completed in order:
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Governor’s Center for Local Government Services

Step 1: Survey Questions

A response to  the yes/no questions is required.  Please read 
each question carefully and consider it in light of your 

municipality’s performance over the last year.
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Governor’s Center for Local Government Services

If you answer “Yes” to any question from 1-12, 
you must provide an explanation in the space below.
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Governor’s Center for Local Government Services

Step 2: Number of Employees

To help determine which employees to include
in your count, follow this general rule:

If the employee received a form W-2, count them.
If the employee received a form 1099, do not count them.
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Governor’s Center for Local Government Services

Step 3: Optional Explanations

This allows you to explain why your municipality may or may 
not be financially distressed.  These questions are optional.



Governor’s Center for Local Government Services

Step 4: Final Review

Please verify that all information is correct.  If you need to 
make any changes, click on the step number in the

upper right corner to access the data you wish to edit.
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Governor’s Center for Local Government Services

Step 4 continued

In the certification section at the bottom of the page, enter your 
name, title and phone number.  Once the certification box

on the far left is checked, the “Confirm” button will be visible.
Click “Confirm” to submit your Report.
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Governor’s Center for Local Government Services

Step 5: Submission Confirmation

This page verifies that your electronic filing is complete by 
providing you with the date submitted and an “Approved” status.

A copy of your completed form is available to download.
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Governor’s Center for Local Government Services

ANNUAL AUDIT & FINANCIAL REPORT
(DCED-CLGS-30)

Due Date:

Cities 3/1
Boroughs 4/1
Townships - 1st and 2nd class 4/1



62

Governor’s Center for Local Government Services

This course is strictly an overview of the e-filing process.
For those who desire more detail on the accounting issues 

relating to the Annual Audit and Financial Report,
the following resources are available:
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Governor’s Center for Local Government Services

The Audit is divided into 7 sections,
which must be completed in order:
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Governor’s Center for Local Government Services

Step 1: Balance Sheet
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Governor’s Center for Local Government Services

The system adds all rows and columns, following basic 
accounting principles: “Total Assets and Other Debits” minus 
“Total Liabilities and Other Credits” equals “Total Fund and 

Account Group Equity”.

The system will automatically round all figures
to the nearest whole dollar.

After entering the data, click “Next” at the bottom of the page.
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Governor’s Center for Local Government Services

Step 2: Revenues

Select which revenue categories apply
to your municipality, then click “Next”.
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Governor’s Center for Local Government Services

Tax Revenue

The tax revenue reported on the Audit is compared to the
Tax Information Form for the same reporting year.

Presenter
Presentation Notes
I.e.:  If your municipality indicated on the Tax Information Form that it imposes Real Estate, Real Estate Transfer, Earned Income and Mechanical Device taxes, then the Audit should reflect revenue for those taxes on the appropriate line.
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Governor’s Center for Local Government Services

Tax Revenue Error Messages:
Red:  Must be corrected before proceeding.
Yellow:  Should be reviewed for accuracy.
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Governor’s Center for Local Government Services

If your municipality levies a special purpose real estate tax
(by ordinance/resolution), that portion of the real estate tax 

revenue must be reported on line 301.00 (Real Estate Taxes)
in the Special Revenue, Capital Projects or Debt Service fund, 

as applicable.

Presenter
Presentation Notes
Note:  You must report the revenue and expense in the appropriate fund, as well as any year-end balance on the Balance Sheet in the same fund.
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Governor’s Center for Local Government Services

DCED verifies disbursement amounts from several state agencies 
to ensure those exact amounts are placed on the appropriate lines 

on the Audit. These disbursements are as follows:
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Governor’s Center for Local Government Services

Pension Reporting – General Fund

Municipalities that receive Act 205 pension revenue
must report it on line 355.05 in the General Fund.
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Governor’s Center for Local Government Services

Pension Reporting – General Fund

The pension expense may be shown on line 483.00
in the General Fund, if not shown as an expense

under specific departmental codes.
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Governor’s Center for Local Government Services

Pension Reporting – Trust and Agency Fund Revenues
341.00: Interest/investment earnings

388.00: Incoming transfer from the General Fund, plus any 
employee contributions

Presenter
Presentation Notes
Municipalities forward the pension revenue to a financial institution to manage.  These institutions will provide a year-end statement to the municipality.  From this statement, the following items are required to be reported on the Audit in the Trust and Agency Fund:







341.00 – Investment/Interest earnings

388.00 – Incoming revenue from the General Fund, plus any employee contributions
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Governor’s Center for Local Government Services

Pension Reporting – Trust and Agency Fund Expenditures
488.00: Payouts, including refunds to former employees

489.00: Account management fees
482.00: Investment loss
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Governor’s Center for Local Government Services

Pension Reporting – Trust and Agency Fund

Place the end-of-year balance on line 100-120 in the Trust 
and Agency Fund column on the Balance Sheet.



76

Governor’s Center for Local Government Services

All Other Unclassified Operating Revenues (line 389.00) 
must be less than 1% of the total revenue within each fund.
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Governor’s Center for Local Government Services

Step 3: Expenditures

Select which expenditure categories apply
to your municipality, then click “Next”.
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Governor’s Center for Local Government Services

Interfund Operating Transfers - The total of line 392.00 and 
the total of line 492.00 must match.
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Governor’s Center for Local Government Services

Various other comparisons have been built into the system.  
Among the more common are revenue and expenditure links:
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Governor’s Center for Local Government Services

Step 4: Debt Statement
List each loan/note separately under the “Purpose” column.  

Select whether it is a bond, capital lease, lease rental or 
note under “Issuance Type”.
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Governor’s Center for Local Government Services

Line 471.00 should match the “Principal Paid This Year” 
column on the Debt Statement.
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Governor’s Center for Local Government Services

Exceptions to the preceding rule:

1:  If the municipality has created a liability account
for the debt, and simply shows the payment as a

reduction of debt on the Balance Sheet.

2:  If the municipality is a co-signor on the loan,
and is not making the payments.

3:  If the municipality is making lease payments, these 
should be shown under the appropriate expense category 

rather than line 471.00 (i.e. – if leasing a vehicle, the 
payment should be reported on line 430.00).
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Governor’s Center for Local Government Services

Step 5: Capital Expenditures
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Governor’s Center for Local Government Services

Step 6: Final Review

Please verify that all information is correct.  In order to review 
your Audit data, you must click “Download Review Form”.

If you need to make any changes, click on the step number
in the upper right corner to access the data you wish to edit.
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Step 6 continued

After reviewing your information, the appropriate individual(s)
must enter their name, title and phone number.  Once the 

certification box on the far left is checked, the “Confirm” button 
will be visible.  Click “Confirm” to submit your Audit.
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Governor’s Center for Local Government Services

Step 7: Submission Confirmation

This page verifies that your electronic filing is complete by 
providing you with the date submitted and an “Approved” status.

A copy of your completed form is available to download.
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Governor’s Center for Local Government Services

Start Page, History Section

To update a form you’ve already e-filed, click on the plus sign  
next to the desired form under “History”.  Click “Edit” to go to 

the form you wish to update.  If you wish to view or print a 
form you’ve already e-filed, click “View”.
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Governor’s Center for Local Government Services

After selecting “View”, you have the option to either
open the file to view and print a copy,

or you may save the file to your computer.
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Governor’s Center for Local Government Services

If you cannot remember your user name or password,
click “Forgot your user name or password?”
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Governor’s Center for Local Government Services

You must first enter your email address:

Next, you must answer the security question
you created during the registration process:
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After successfully answering the security question,
a new system-generated password will be immediately 

emailed to you.  You can now log-in using your user name 
and the new password exactly as it appears in your email.
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Governor’s Center for Local Government Services

For Assistance Contact

The Governor’s Center for Local Government Services

(888) 223-6837

www.newPA.com
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