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AG-385 GENERAL INSTRUCTIONS:

e To participate in the Foreign Fire Insurance Tax Distribution and General Municipal Pension System State Aid
Programs, Municipalities must complete the online form located on the Department of Community & Economic
Development’s Municipal Statistics website. The online form entry must be completed by March 31 of the
current year for the prior year calendar data. If the certification is not submitted through the Municipal
Statistics website by the filing deadline, your Municipality may be ineligible to receive state aid. (Please ensure
the form is properly completed. Incomplete or inaccurate forms will need to be corrected. The Municipality
will be informed regarding this status, and they will need to go back in and make corrections.)

e EVERY MUNICIPALITY MUST COMPLETE Step 1, Step 3*, Step 4, Step 5 and Step 6. If your Municipality does
not provide pension coverage for any type of employee (police officers, firefighters, or non-uniformed), then
you will not need to do Step 2 or Step 3, otherwise you will need to do Step 2 which automatically populates
the fields on Step 3.

o You will be required to submit your Personnel Roster Data through the Municipal Statistics website in the form
of an EXCEL spreadsheet, or a comma separated value data text file (.csv). An option to directly enter your data
on a grid is available if you choose this option. See Appendix A, B, and C for detailed instructions on how to
download the appropriate Personnel Roster Data Template, how to populate the Personnel Roster Data fields,
and how to upload your Personnel Roster Data file.

Direct all questions to The Department of the Auditor General’s Municipal Pensions and Fire Relief Programs Unit
at:
Phone: 1-800-882-5073
Email: Comptroller@PaAuditor.gov
Mail: Department of the Auditor General
Municipal Pension and Fire Relief Programs Unit
321 Finance Building
613 North Street
Harrisburg, PA 17120
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AG-385 ONLINE Entry Instructions

To access the Department of Community & Economic Development’s Municipal Statistics (MunStats) website, enter
the following URL in the address bar of your web browser. It is recommended that you bookmark this page.

https://apps.dced.pa.gov/MunStats-forms/login.aspx

1.
2.
3.

Note: If you don’t have an account set up for the Municipal Statistics website, please see Appendix E on how to

& ECONOMIC DEVELOPMENT

' o A Municipal Statistics

Home Tip Sheets Public Reports DCED.PA.Gov Log In

General News
To assist new e-filers in registering for DCED's Municipal Statistics system, please download the PA Keystone Login Servic)

https://dced.pa.gov/download/pa-keystone-login-service-guide/?wpdmdl=92245&refresh=5dbaf0530400201572532368

Username o
Password 9

o g

Powered by

KEYSTONE LOGIN

Enter your Username.
Enter your Password.
Click Log In button.

register for an account.

Login Issues:

If you are unable to log in to your user account due to a forgotten password, click on the “Forgot Your
Password?” link at the bottom of the login page to reset your password. This will take you to Keystone
Login, where you will enter your username and can reset the password via email or by answering the

security questions. For additional assistance with logging in and/or resetting your password, please
contact the Keystone Login Help Desk by phone at 1-877-328-0995 or by email at

KeystonelLoginSupport@randstadusa.com. For all other questions relating to the Municipal Statistics

website, please contact DCED at 1-888-223-6837.

3
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Once registered for an account, click on the AG-385 Form link in the “Your AG-385 Form Tasks” box for access.

PA pennsylvania Municipal Statistics

DEPARTMENT OF COMMUNITY
& ECONOMIC DEVELOPMENT Start Page

Home My Profile Tip Sheets  Public Reports  DCED.PA.Gov. Log Out

General News
You may obtain a blank copy of the 2015 Annual Audit and Financial Report (DCED-CLGS-30) by clicking the link below:

http://dced.pa ed-clgs-30-2015-municipal-annual-audit-and-finandial-report/

Note that this is a working copy only- All municipalities are required to e-file their Report with DCED.

Your Pending Tasks
Your 2017 Tax Information Form is due on 1/15/2017. @ Municipal Annual Financial Repart

@ Municipal AG-385 Ferm

@ Municipal Elected and Appointed Officials

Your 2016 Elected and Appointed Officials was updated on 1/8/20186.
@ Municipal Survey of Financial Condition

Your 2015 Annual Financial Report was updated on 9/13/2016.

@ Municipal Tax Information Form

Your Overdue Tasks

# Your 2016 Tax Information Form was due on 1/16/2016.

Tasks Click on AG-385 Form
link to begin the online
entry for the AG-385 form

G-385 Fol
due on 3/31/2016.

“For AG-385 Form, direct all questiens te Municipal Pensions & Fire Relief Programs Unit at 73 or email to C .gov.

Pennsylvania Department of Community & Economic Development Phone: 888-223-6837
Governor's Center for Local Government Services Fax: 717-783-1402

400 North Street, 4th Floor Email: RA-munistats@pa.gov
Harrisburg, PA 17120-0235

Upon entering the application, Step 1 displays.
Note:
e Each page displays the following page header:

Municipal Statistics

Department of the Auditor General e BORO -

m pEER:‘?EE{&Y‘E[‘!ﬁMumY? Municipal Pensions and Fire Relief Programs Unit
" ey Current Status:

O ESD [ELosseEnT Certification for Foreign Fire Insurance Tax Distribution & General Pension System State Aid

AG-385 Form for January 1, 2016 - December 31, 2016 <+————
Home  MyProfile  TipSheets PublicReports DCED.PA.Gov  AG-385 User Guide  Log Out

Note:

1. Please read instructions before completing this certification

2. False Statements made herein are punishable under 18 P.5.§ 4904 (relating to unswom falsification to authorities)

3. Direct all questions to Municipal Pensions & Fire Relief Programs Unit at 1-800-882-5073 or email to Comptroller@PaAuditor.gov

o To access this Guide on-line, click on the AG-385 User Guide link in the header section.
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e You use the button at the bottom right corner of each page to navigate through each

page until you get to Step 6. To go back to the previous page click on the button in the
bottom left corner of each page.

o If you need to exit the application before completing Steps 1 thru 6 and want to save what you have

entered so far, go to Step 6 and click .

e Togoto a particular page quickly, click on the tab for the page you want to view.

To goto the Step 4 page click on its tab
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Step 1 Page — Certification of Fire Protection & Pension Data Questions

step 2 Step 3 Step 4 step 5 step6

CERTIFICATION OF FIRE PROTECTION

The responses provided in this section must be validated by supporting doc which must be ined by the municipality and will be subject to audit by the department.

1. J Our municipality is serviced SOLELY by Volunteer Firefighters.
2. [ Our municipality is serviced SOLELY by Paid Full-Time Firefighters.
3. Our municipality is serviced by BOTH Paid Full-Time Firefighters and Volunteer Firefighters.

(You must indicate the proportion of the actual fire protection provided by each on a percentage basis.)

Paid Protection * % Volunteer Protection * % Total * Must equal 100%.

PENSION DATA QUESTIONS

4. Do you have Personnel Rosters to submit (police, firefighter, non-uniformed

& ®Yes ONo
employees)

Certification of Fire Protection

Select the option that applies to your Municipality:

1. Municipality serviced Solely by Volunteer Firefighters:
a. Check this box.
b. The Volunteer Protection box is automatically populated with 100%.

2. Municipality is serviced Solely by Paid Firefighters:
a. Check this box.
b. The Paid Protection box is automatically populated with 100%.

3. Municipality is serviced by BOTH Paid Firefighters and Volunteer Firefighters:
a. Check this box.

b. You must enter the proportion on a percentage basis for the actual fire protection provided by

paid firefighters in the Paid Protection box.

¢. You must enter the proportion on a percentage basis for the actual fire protection provided by

volunteer firefighters in the Volunteer Protection box.

d. The 2 percentages entered must add up to 100%. This is validated when the form is submitted.

Note:

Do not include in the percentage attributable to paid firefighters, the service of volunteer firefighters who

receive a token payment for their services. (Example — payment of $10 for responding to a fire call).

For options 1, 2, and 3 you can only check one of them.
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If you choose Option 3, the highlighted statement will appear and the check box will need to be filled in. In
addition to completing the fire roster, as noted in the statement.

. Step 2 Step3 Stepd. Step 5 Step6

CERTIFICATION OF FIRE PROTECTION

The responses provided in this section must be validated by supporting documentation which must be maintained by the municipality and will be subject to audit by the department.
1. Our municipality is serviced SOLELY by Volunteer Firefighters.

2. our municipality is serviced SOLELY by Paid Full-Time Firefighters.

3.8 our municipality is serviced by BOTH Paid Full-Time Firefighters and Volunteer Firefighters.

(You must indicate the proportion of the actual fire protection provided by each on a percentage basis.)
/ Paid Protection *[ % Volunteer Protection * Total “[_____| Must equal 100%.

) By checking this box you understand your form will not be approved until you email the completed AG 385 Fire Roster Form to Comptroller@paauditorgov. This is to support the Paid and Volunteer Protection Percentages entered. Here is the link to the Form to be filled out and emailed: AG 385 Fire Roster Form

PENSION DATA QUESTIONS

4. Do you have Pension Personnel Rosters to submit (police, firefighter, non-uniformed employees) *

Pension Data Questions

4. Do you have Personnel Rosters to submit (police, firefighter, non-uniformed employees)?

e Click the Yes button when you have Personnel Roster Data for employees who are
members of a pension plan.

e C(Click the No button ONLY when you do not have any Personnel Roster Data to submit.
This occurs when you have no employees who are members of a pension plan.

Note: You must select either Yes or No.

Click Next Page »

REMINDER: If you need to exit the application before completing Steps 1 thru 6 and want to save what you have

entered so far, go to Step 6 and click .
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Step 2 Page — Personnel Roster Data

Note: Once saved, the Personnel Roster Data populates the fields on Step 3.

Step1 Step 3 Stepd Step 5 Step &
PERSONNEL ROSTER DATA
Does your municipality employ more than 1000 employees?
con T

Does your Municipality employ more than 1000 employees?

Click Yes if you employ more than a thousand employees.

The following screen displays:

step 1 Step3 step 4 Step s stepe

PERSONNEL ROSTER DATA

Step 1: Download the appropriate Personnel Roster Data file template

Roster

AG-385 Roster Import Template (Excel file) Download
AG-385 Roster Import Template (CSV/Text file) Download

Step 2: Enter the roster data into the downloaded file and save it

Step 3: Upload the saved roster file

Attach the roster by dlicking on the "Browse" button and click "Upload” button:* Browse..

You must provide your Personnel Roster Data in an electronic format. Follow the steps in Appendix A, B,
and C for further instructions on filing your Personnel Roster Data file electronically.
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Click No if you employ 1,000 employees or less.

The following screen displays:

step 1 step3 step4 step5 step6
PERSONNEL ROSTER DATA

Your data entry choices are:
1. Direct entry into a fillable online grid - click Direct Entry button
2. Download Excel or CSV file template - click File Upload button

Direct Entry (on File Upload

Click Direct Entry to manually enter your Personnel Roster Data online using a fillable grid page.

Click File Upload to submit your Personnel Roster Data electronically. Follow the steps in Appendix A, B,
and C for further instructions on filing your Personnel Roster Data file electronically.

When Direct Entry is clicked the following screen displays.

step 1 step3 Stepa Step 5 Step 6

PERSONNEL ROSTER DATA

'You must click the Submit Roster Data button at the bottom of this page before leaving this page

Accumulated
Date Plan Pol/Fir Member Employee Name Employee W-2 Full - . Employee
m Roster Type Type of Plan Established of Non_U Plan (Last, First) Time Wages Date of Birth Date of Hire | Date of Release| Release Status Contributions milrglllouvu?nem
Not Applicat + ——

O s S N S - ) S— e— e——— e——— m—

|Add New Roy

Click to
Click to insert a row of remove a row
data of data

[Submit Roster Datg|
Next Page »
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1. Eachrow represents an employee. Select from the drop down menu for roster type, type of plan, date
plan established, and if police or fire member of a non-uniform plan. Enter employee name, last name
followed by first name, wages, date of birth, data of hire, date of release (if applicable), release status
(if applicable), employee contributions and accumulated employee contributions.

Note: See Appendix B for a detailed explanation of each of these fields.

2. Then click Add New Row if you have additional data/employees to enter.
Note: To delete a row, click Delete to the right of the row to be deleted.

3. Once you have entered all the employees for your Municipality, click Submit Roster Data at the bottom
of the grid. This updates the fields on Step 3.

Note:
Validations are in place when you submit the Personnel Roster Data file. Each error message/warning will

indicate where the correction needs to take place. See Appendix D for a list of possible errors you could
receive when uploading or entering the Personnel Roster Data.

step 1 step 3 Step 4 step 5 Step 6

UPLOAD THE ROSTER

Download Roster

AG-385 Roster Import Tempiate (Excel fie) Download
AG-385 Roster Import Template (CSV/Text file)

Attach the roster by clicking on the “Browse" button and click “Upload” button:* Browse.

L R R = e =
1 [Non-Unforr v/|DB - Detne v (121081586 NotAppica |  [Rovenfrost [raotnas [oarsst joemszoon | [NotAppcalw] | T P
2 [Nen-Uniforr|~|[DB - Defne ] [iz/08naee [Not Appiicalv [Rober Wave [paz3ea [f7zenarz [iZeon  [pai2ez01s  [Refirement v [ Delets
3 [Non-Uniforr|~|[DB - Defne|v]  [iZ/06r586 [Not Appiicalv [Michael Jordan [Z37333 [inTA%E [fiReEez | [Not Appiical [ —
4 [Non-Unfor[v][DB - Define~] ~ iZ/0&/1585 [Not Appiicalv [Jean Stapefon [a7385.69 [5Z2A%es prazais | [Not Appiical [ Delete

Add New Row

jSubmit Roster Datal

Review the data in the grid. You can update the data in the grid if you find any incorrect data.

Once the data has been reviewed:
Click Submit Roster Data to save the data to the system. You are taken to Step 3 automatically.

The saved data is used to populate fields on Step 3.

This dialog box is displayed when your Personnel Roster Data is successfully saved.

o Attention
Your values are calculated and pre-populated on Step3

REMINDER: If you need to exit the application before completing Steps 1 thru 6 and want to save what you have

entered so far, go to Step 6 and click Sl Sl .
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Step 3 Page — Certification of Municipal Pension Plans
Certification of Full-Time Employees Participating in Municipal Pension Plans is for review/display only.

Please review Step 3 for accuracy. Data entry is NOT available on this page. This data was populated from the
Personnel Roster Data submitted on Step 2.

Please review the values populated in all the fields. If a mistake is noticed:
1. Returnto Step 2.
2. Update/Add/Remove the appropriate Personnel Roster Data record.
3. Click Submit Roster Data to save the change and update the fields on Step 3.

Step 1 Step 2 Stepd. Step5 Step 6

CERTIFICATION OF FULL-TIME EMPLOYEES PARTICIPATING IN MUNICIPAL PENSION PLANS
(Totals must agree with personnel roster.)

POLICE FIREFIGHTER NON-UNIFORMED
1a. Number of working, active, full-time police officers who are members of a police 2a. Number of working, active, full-time firefighters who are members of a paid 3a. Number of working, active, full-time non-uniformed employees who are
pension plan(s).* firefighters pension plan(s).* members of a non-uniformed pension plan(s).*
IF NONE, ENTER "0" IF NONE, ENTER "0" IF NONE, ENTER "0"

1b. Was this police pension plan(s) established on or before 12/31/847 If no, please 2b. Was this paid firefighters pension plan(s) established on or before 12/31/842 If  3b. Was this non-uniformed pension plan(s) established on or before 12/31/847 If

indicate date police pension plan(s) was established:* no, please indicate date gl plan(s) was no, please indicate date non-uniformed pension plan(s) was established:*
@Yes ONo ®ves ONo ®vYes ONo
Date: Date: Date:
. : . 3c. Number of working, active, full-time police officers or firefighters who are
- * x *
;(. Total full-time payroll for calendar year 2016 for police officers reported in 1a. 2¢. Total full-time payroll for calendar year 2016 for firefighters reported in 2a. members of this pension plan(s) and NOT reported in 1a., 2a., or 3a.*

Police Firefighters

3d. Total number of working, active, full-time non-uniformed employees, police
officers or firefighters for calender year 2016, who are members of this pension
plan(s). 3a. + 3¢, = 3d.*

Total

3e. Total full-time payroll for calendar year 2016 for non-uniformed members reported
in 3a. and 3¢.*

o

WMl Next Page »

REMINDER: If you need to exit the application before completing Steps 1 thru 6 and want to save what you have

entered so far, go to Step 6 and click .
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Step 4 Page — Municipality Contact Information
Municipal Officials Contact Information

Complete the contact information for your Municipal Officials.

The astericked fields are required.

Step1 Step2 Step3 e Step6

MUNICIPAL OFFICIALS CONTACT INFORMATION

Secretary Information: (Copy From Treasurer) (Clear Secretary) (Clear All)
Prefic [ First Name [ Micdle nial [
Lt Name® [ — Suffx [ — Adress Line1® —
Address Lne2 [E— aty [E— stte”
Zip Code™ -1 Phone Number*
Treasurer Information: (Copy From Secretary) (Clear Treasurer)
prefic | E— st Name” — Micdle Inta —
st Name® [E— Suffx [E— Address Linet” [—
Adress Lne2 — oy [ — sute” =
Zp Code” [ — Phane Nuber- [—
Form Filled by: (Cony From Secretary) (Copy From Treasurer) (Clear Form Filled by)
Prefic [— First Name™ — Micdle nial —
st Name® 1 Suffx 1 Adress Lne1” )
Adcress Line2 — oy [ — Stae® =
2p Code” [y — Phone fiumber- [— Tile [
Tax ID No.* —— 1 DCA Number* i Township/Boro Name™ _ TOE————
Municpal Emai Address® [ ]
] ——
Address™

e roge s

If the existing information is incorrect, you can: Click on the Clear All) i\ 1o clear the data in the Secretary
Information, Treasurer Information and Form Filled By sections.

e Click on the (Clear Secretary) |ink to just clear the Secretary Information sections data.

e Click on the (Clear Treasurer) |in to just clear the Treasurer Information sections data.
e Click on the (Clear Form Filled by) |ink to just clear the Form Filled by section.

You can copy fields from one section to another by clicking on the (Copy From Secretary) | or the

(Copy From Treasurer) depending on what section’s information you’d like to copy and then change the fields
that aren’t the same.

e Prefix — max 6 characters (Mr., Mrs., Miss, Dr...)
e  First Name — max 20 characters

e Middle Initial — 1 character

e Last Name — max 20 characters

e Suffix — max 4 characters (Jr, Sr, I, 111...)

12
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e Address Linel — max 36 characters

e Address Line2 — max 36 characters

e City —max 21 characters

e State — 2 characters

e Zip Code — Must enter the 5 digit zip, the 4 digit plus 4 zip is optional.
e Phone Number — Must enter 10 digits with no dashes.

e Title (Form Filled by section only) — max 10 characters

In the last section, the DCA Number and Township/Boro Name is automatically filled in. You must provide:

e Tax ID No—9 digits
e Email Address — max 50 characters

Click Next Page »

REMINDER: If you need to exit the application before completing Steps 1 thru 6 and want to save what you have

entered so far, go to Step 6 and click .
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Step 5 Page — EFT Account Information
Electronic Funds Transfer Account Information

Your banking information is carried forward from the prior year. If there have been changes made to the account,
you will need to change it to the current account information prior to submission.

Note: The account entered on this screen must be set up for your Municipality with the Commonwealth
of PA’s Vendor Data Management Unit (VDMU). VDMU information is provided in the highlighted section
below.

The asterisked fields are required.

Step 1 Step 2 Step 3 Step 4 Step 6.

ELECTRONIC FUNDS TRANSFER ACCOUNT INFORMATION

Your state aid will be direct deposited into a financial institution of your choice. Please review/complete the fields below to indicate the financial institution. Please note if this account is not currenty set up or needs to be modified in the Commonwealth of PA's database, you will need to contact the Vendor Data
Management Unit, VDMU to have this account modified or added to your vendor number. See instructions below on how to do this.

Name of the Bank* Routing Number™
Account Number* PLGIT Account Number

(Only enter your PLGIT Account Number if you want your funds directly deposited to this account, otherwise leave the field blank.)

VDMU Contact Info

To change/modify your Commonweaith vendor information and/or banking information, you must contact the Vendor Management Uit (VOMU) at:
o Phone - 1-877-435-7363 (*Option 1) or 717-346-2676 (~Option 1).
o Website - Non-Procurement Vendor Help | C of

v

e Name of the Bank — max 40 characters

e Routing Number — must enter a valid 9 digit routing number.

e Account Number — max 17 digits

e  PLGIT Account Number — max 7 digits — Only enter your PLIGIT Account Number if you want your
funds directly deposited to this account, otherwise leave the field blank.

Ml Next Page »

REMINDER: If you need to exit the application before completing Steps 1 thru 6 and want to save what you have

entered so far, go to Step 6 and click Sl Sl .
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Step 6 Page — Municipality Certification
Certification by Municipal Officials

This is the final step to certify the information provided on Steps 1 thru 5. If you would like to view a draft version
of the AG-385 form prior to submission, you can click on the highlighted link shown below.

The asterisked fields are required.

Step 1 Step2 Step 3 Step4 Step 5

CERTIFICATION BY MUNICIPAL OFFICIALS
() By checking this box and typing my name in the below text box, I hereby certify that all information contained in the AG-385 Certification form and supporting materials submitted to DCED via the Internet are all true and correct and accurately represent the status and economic condition of the Municipality,
and T also certify that, if certifying on behalf of the Municipality, I have verified with an authorized representative of the Municipality that such information is true and correct and accurately represents the status and economic condition of the Municipality. T also understand that if T knowingly make a false statement, T
may be subject to criminal prosecution in accordance with 18 Pa. C.S. Section 404 (relating to unsworn falsification to authorities) and 31 U.S.C. Sections 3729 and 3802 (relating to false caims and statements).
Signature of Secretary/City Clerk* | | Signature of Chief Administrative Official™ | |
View Draft AG-385 Form e

The information certified and submitted by your municipality is subject to review and verification by the Department of The Auditor General.

e Check Box — This box must be checked along with the entry of the 2 signatures (type name in
appropriate box) to complete the online submission process.
e Signature of Secretary/City Clerk — Type in the appropriate name.
e Signature of Chief Administrative Official — Type in the appropriate name.
e  Click to submit the online form for approval, there are multiple validation checks that
occur before the data is saved. If it passes all the validations, your form is saved and the status is updated to
Submitted.

e  Click ST0EE B if you haven’t entered all the required data but need to exit the system. This will
save what you’ve entered so far so you don’t have to re-enter it.

. Cancel . . .
e  Click _ if you want to remove all changes entered. If you haven’t previously submitted or

saved the data, all data entered is lost, if you did submit or save the data, the updated fields are set back to
their saved/submitted values.

e  Click e discards any changes not submitted and closes the form returning you to your

home page.
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After your form is submitted successfully, Step 6 redisplays with just the Cancel and Close buttons displayed. At this
point, you can’t change any of the data entered, if you need to make a change, please contact the Department of
the Auditor General’s Municipal Pensions and Fire Relief Programs Unit at 1-800-882-5073 or email
Comptroller@PaAuditor.gov to reset the form so you can go in and make the change.

Click Close to return to your home page.

What happens after your form is submitted

The Auditor General’s Municipal Pensions and Fire Relief Programs Unit performs an initial review of your
submitted form data. If there are errors or questions, your form will be electronically returned, which means you
will receive an email explaining the issue. This issue can be an error on your behalf or a question that needs
addressed by you.

Also on your AG-385 Form Tasks box on the Munstats home page, you can see the status of your form. The status
will be one of the following: Submitted for Approval, Reopened (Sent Back), or Approved.

Submitted for Approval

Your AG-385 Form Tasks

(Direct all questions to PA Auditor General’s Municipal Pensions & Fire Relief Programs Unit at 1-800-882-5073 or email to Comptroller@PaAuditor.gov)

Your AG-385 Form has been submitted for approval by PA Auditor General's Municipal Pensions & Fire Relief Unit on 12/27/2017.

Reopened (Sent Back)

Your AG-385 Form Tasks

(Direct all questions to PA Auditor General’s Municipal Pensions & Fire Relief Programs Unit at 1-800-882-5073 or email to Comptroller@PaAuditor.gov)

! Your AG-385 Form has been reopened by the PA Auditor General’s Municipal Pensions & Fire Relief Unit on 12/27/2017 - make the appropriate corrections and resubmit your form.

Sent Back Comments: Please contact the VDMU to have the bank account you submitted on the form setup.

Approved

Your AG-385 Form Tasks

(Direct all questions to PA Auditor General's Municipal Pensions & Fire Relief Programs Unit at 1-800-882-5073 or email to Compiroller@PaAuditor.gov)
Your AG-385 Form has been approved by the PA Auditor General’s Municipal Pensions & Fire Relief Unit on 12/27/2017.

The information provided by your Municipality on the certification AG-385 FORM and the corresponding
PERSONNEL ROSTER DATA will be subject to review and verification during a routine pension plan audit by the
Department of the Auditor General. YOUR MUNICIPALITY MUST MAINTAIN SUPPORTING DOCUMENTATION FOR
DATA SUBMITTED THAT SHOWS HOW THE INFORMATION FOR CERTIFYING PERCENTAGES OF FIRE PROTECTION
WAS OBTAINED AND HOW THE NUMBER OF EMPLOYEES CERTIFIED AND THE PAYROLL AMOUNT CERTIFIED
WERE DETERMINED.

FALSE STATEMENTS MADE HEREIN ARE PUNISHABLE UNDER 18 P.S. & 4904 (RELATING TO UNSWORN
FALSIFICATION TO AUTHORITIES).

IF A MUNICIPAL PENSION SYSTEM OR A VOLUNTEER FIREFIGHTER RELIEF ASSOCIATION RECEIVES AN
OVERPAYMENT OF STATE AID BECAUSE OF INCORRECT DATA ON THE AG-385 FORM, THE OVERPAYMENT, PLUS
INTEREST MUST BE RETURNED TO THE COMMONWEALTH.
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To Print The AG-385 Form:
1. Go to the Municipal Statistics Start Page.
2. Click on AG-385 Form link in the Your AG-385 Form Tasks box.
3. Click on Step 2.

PERSONNEL ROSTER DATA

) View AG-385 Form  View existing Roster

4. Click View AG-385 Form link.

Note: Depending on your computer’s operating system the following window may display:

Do you want to open or save AGForm191.pdf from munstats.beta.pa.gov? s COpen Save - Cancel

X

Select Open to view the form.

5. The AG-385 Form displays in PDF format.

6. Toprint:
a. Select File from the tool bar.
b. Select Print from the drop down list.
c. Click Print button.

If your current year’s form has been approved or you want to print a prior years form:

1. Inyour home page’s History box, click on the + beside Municipal AG-385 Form to see the list.

# Municipal Annual Financial Report

= Municipal AG-385 Form

2016 AG-385 2016 Roster

2. Click on yyyy AG-385 link to print that year’s AG-385 form.

Note: Depending on your computer’s operating system the following window may display:

Do you want to open or save AGForm191.pdf from munstats.beta.pa.gov? s Open Save - Cancel

X

Select Open to view the form.
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3. The AG-385 Form displays in PDF format.

4. To print:
a. Select File from the tool bar.
b. Select Print from the drop down list.
c. Click Print button.

To Print The Personnel Roster Data:
1. Go to the Municipal Statistics Start Page.
2. Click AG-385 Form link in the Your AG-385 Form Tasks box.
3. Click Step 2.

PERSONNEL ROSTER DATA

View AG-385 Form  View existing Roster

4. Click the View existing Roster link.

Note: Depending on your computer’s operating system the following window may display:

Do you want to open or save PersonnelRoster286.pdf from munstats.beta.pa.gov? — Open Save hd Cancel »

Select Open to view the roster.

5. The Personnel Roster displays in PDF format with each Roster Type starting on a separate page.
6. To print:

a. Select File from the tool bar.

b. Select Print from the drop down list.

c. Click Print button.

If your roster has been approved or you want to print a prior year’s Roster:

1. Inyour home pages History box click on the + beside Municipal AG-385 Form to see the list.

# Municipal Annual Financial Report

= Municipal AG-385 Form

2016 AG-385 2016 Roster
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2. Click on yyyy Roster link to print that years Personnel Roster form.

Note: Depending on your computer’s operating system the following window may display:

Do you want to open or save PersonnelRoster286.pdf from munstats.beta.pa.gov? — Open Save b Cancel

Select Open to view the Roster.

3. The Personnel Roster displays in PDF format with each Roster Type starting on a separate page.
4. To print:

a. Select File from the tool bar.

b. Select Print from the drop down list.

c. Click Print button.
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Appendix A

Downloading the Personnel Roster Data Template Files
Any extra data, alterations to the form/file or blank rows may result in an unexpected error when uploading your

file to the system. Please only use the template form/file as intended.

1. Download the EXCEL Template.

On Step 2:

1. Toreport your Personnel Roster Data as an EXCEL spreadsheet:
Click Download link by the AG-385 Roster Import Template (Excel file).

a.

2. Click Open to open up the file in Microsoft Excel.

Step 3 Step 4 Step 5 Step 6
UPLOAD THE ROSTER
Download Roster
AG-355 Roster Import Template (Excel file) Download P ?
AG-385 Roster Import Template (CSV/Text file) Download

Attach the roster by clicking on the "Browse" button and click "Upload" button:= |

Upload

Browse. ..

4‘ Do you want to open or save Roster Import Template.dsx from mu nstats.beta.pa.gov? Open

>

H100% -

Note:

Depending on the version of Microsoft Office Excel you are using, you may get the following pop up window

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View.

Click Enable Editing button

2. Download the CSV/Text File Template.

On Step 2:

1. Toreport your Personnel Roster as a CSV/Text file:

a.

Click Download link by the AG-385 Roster Import Template (CSV/Text file).

2. Click Open to open the file in your text editor.

Version 2022-01
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Step 1

Step 3 Step 4 Step 5 Step 6

UPLOAD THE ROSTER

Download Roster

AG-385 Roster Import Template (Excel file)
AG-385 Roster Import Template (CSV/Text file)

Download

Download ?

Attach the roster by clicking on the "Browse" button and click "Upload” button:*= |

Upload

Do yeuwant te open of save Roster Import Template.txt from munstats.beta.pa.gov? Open Save | v

Browse.._

Cancel H

#100%  ~

Version 2022-01

21




PA Department of the Auditor General
Municipal Pensions and Fire Relief Programs Unit

Appendix B

Filling out the Personnel Roster Data Template Files

You MAY NOT CERTIFY employees participating in:
a. Individual Retirement Accounts (IRA) — Ineligible
b. Deferred Compensation Plans — Ineligible

Municipal Authority Employees are not eligible unless the employees meet certain conditions in the Third Class City
Code (see Section 3 of Act 362 of 1992).

Complete the Personnel Roster Data for all plans, use 1 form for all roster types. They will sort and populate by
roster type in the upload process.

Your Municipality must maintain its pension plan for three (3) years before it qualifies for state aid.
Note: Municipalities may not retroactively establish a pension plan to qualify.
a. A Municipality pension planis “maintained” by the Municipality. “Maintained” means financial support
for 3 consecutive years by means of municipal contributions.
b. The plan may be administered by the Municipality or by a trustee, such as a bank, insurance company
union or the Pennsylvania Municipal Retirement System.

Who to include in the Personnel Roster Data File:

e  Working, Active Full-Time Police Officers:

Each police officer MUST meet each of these conditions anytime between January 1 and
December 31 of the prior calendar year:

a. Bean ACTIVE, FULL-TIME POLICE OFFICER employed by the Municipality.

b. Be EMPLOYED FOR ANY SIX (6) CONSECUTIVE MONTHS during the prior calendar year.

¢c. WORK NOT LESS THAN 35 HOURS PER WEEK.

a. Disability Benefits — You may report Police Officers receiving TEMPORARY SERVICE —
RELATED DISABILITY BENEFITS.
d. Be a MEMBER OF A POLICE PENSION PLAN and meet all of its requirements.

Police Pension Plan Established:
Your plan must have been established on or before 1/1/ (current year — 3) to be eligible
for state aid. Example: if current year is 2016 (2016 — 3 =2013) 1/1/2013

Payroll for Police Pension Plan:
Use W-2 tax form earnings pertaining to only full-time employees for the prior calendar year.
Include any Heart and Lung benefits as part of the employee W-2 wages.
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Working, Active Full-Time, Paid Firefighters:

Each Paid Firefighter MUST meet each of these conditions anytime between January 1 and
December 31 of the prior calendar year:

a. Bean ACTIVE, FULL-TIME PAID FIREFIGHTER employed by the Municipality.

b. Be EMPLOYED FOR ANY SIX (6) CONSECUTIVE MONTHS during the prior calendar year.

c. WORK NOT LESS THAN 35 HOURS PER WEEK.

d. Be a MEMBER OF A FIREFIGHTER PENSION PLAN and meet all of its requirements.

Firefighter Pension Plan Established:
Your plan must have been established on or before 1/1/ (current year — 3) to be eligible
for state aid. Example: if current year is 2016 (2016 — 3 =2013) 1/1/2013

Payroll for Firefighter Pension Plan:
Use W-2 tax form earnings pertaining to only full-time employees for the prior calendar year.
Include any Heart and Lung benefits as part of the employee W-2 wages.

e  Working, Active Full-Time, Non-Uniformed Employees:

Each Non-Uniformed Employee MUST meet each of these conditions anytime between January 1°* and
December 31 of the prior calendar year:
a. Bean ACTIVE, FULL-TIME NON-UNIFORMED employee employed by the Municipality.
b. Be EMPLOYED FOR ANY SIX (6) CONSECUTIVE MONTHS during the prior calendar year.
c. WORK NOT LESS THAN 35 HOURS PER WEEK.
d. Be a MEMBER OF A NON-UNIFORMED EMPLOYEE PENSION PLAN and meet all of its
requirements.

Non-Uniformed Employee Pension Plan Established:
Your plan must have been established on or before 1/1/ (current year — 3) to be eligible
for state aid. Example: if current year is 2016 (2016 — 3 =2013) 1/1/2013

Uniformed Employee who is a Member of a Non-Uniformed Employee Plan:

a. A paid firefighter or police officer who is a member of a non-uniformed plan must be reported
under the Non-Uniformed Plan Type.

b. The firefighter or police officer need to meet requirements a, b and c under the Working, Active
Full-Time Police Officers section or the Working, Active Full-Time, Paid Firefighters section
above, and requirement d under the Working, Active Full-Time, Non-Uniformed Employees
section above.

Payroll for Non-Uniformed Employee Pension Plan:
Use W-2 tax form earnings pertaining to only full-time employees for the prior calendar year.
Supervisor meeting pay SHOULD NOT be included on the certification form.
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Using the EXCEL Template

Highlighted fields are required

A2 - fe

A B C D E F G H

Pol/Fir Employee W-2
Date Plan  Member of Full Time Date of Date of
1 RosterType Type ofPlan Established Non-UPlan Employee Name Wages Birth Hire
2 -
: (1 (2] (3] (4 15 (6 o o
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
Roster Data Walidations []

1

Date of
Release

(9]

J K L
Accumulated
Release Employee Employee
Status Contributions Contributions
© O 2

1. Roster Type — Click arrow and select appropriate option.

— @
Roster Type Ty

Fire
Police
Maon-Uniform

2. Type of Plan — Click arrow and select appropriate option.

Dat
Type of Plan Est

DE - Defined Benefit
DC - Defined Contribution
Union
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3. Date Plan Established —enter date using mm/dd/yyyy format.

4. Pol/Fir Member of Non-U Plan — Only enter if Roster Type is Non-Uniform and employee is a Police
Officer or Firefighter not covered under a Fire or Police pension plan. The firefighter or police officer
must meet all the requirements outlined to be included on the roster.

Click the arrow and select the appropriate value.

b O

Pol/Fir

Member of

Mon-U Plan E

w

Fire
Police

Employee Name — enter last name, first name.

Employee W-2 Full Time Wages

Date of Birth - enter date using mm/dd/yyyy format.

Date of Hire - enter date using mm/dd/yyyy format.

Date of Release — if applicable, enter date using mm/dd/yyyy format.
10. Release Status — Only entered if a Date of Release is entered.

Click arrow and select the appropriate value

L o NGO

Release
Status

-
Death "{rtr
Resignation
Retirement
Termination

11. Employee Contributions
12. Accumulated Employee Contributions
a. The Employee Contributions column is for the contributions made by the employee in the
reporting year, and the Accumulated Employee Contributions column is for total
contributions made by the employee since they enrolled in the plan, as of the reporting year.
b. Please note that the employee contributions columns are for informational purposes only and
do not factor into the calculation of the municipality’s annual state aid allocation.

After all the data is entered, Save the file (Excel Template) and Close EXCEL.
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Sample Excel Template:

Pol/Fir
Date Plan  Member of
Established Non-U Plan
6/1/1970 Police

Roster Type  Type of Plan
Non-Uniform DB - Defined Benefit

Police DB - Defined Benefit 12/13/1976
Fire DB - Defined Benefit 4/30/1970
Non-Uniform DB - Defined Benefit 6/1/1970
Police DB - Defined Benefit 12/13/1976
Police DB - Defined Benefit 12/13/1976

Version 2022-01

Employee Name
Timothy Hutton
Johnny Depp

David Brook
Theodore Roosevelt
Zoe Doe

Brian Piccalo

26

Employee W-2

Full Time

Wages
$36,469.27
$84,021.47

$104,022.24

$49,543.14
$81,353.34
$96,079.84

Date of Date of
Birth Hire
12/28/1967 12/31/2012

1/13/1974 8/27/2007
1/22/1955 11/19/1985
8/29/1974 3/21/2011
4/30/1978 4/27/2007

7/6/1973 12/26/1995

Accumulated

Date of Release Employee Employee
Release Status Contributions Contributions
12/1/2016 Death $2,500.00 $4,500.00

7/15/2016 Retirement
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Using CSV/Text Template

The first line of data in the template contains the field names separated by a semi-colon (;).
DO NOT change this line.

ot T e e e oo o e L e e e e ' St e i ol e i

The field names are:
"Roster Type";"Type of Plan";"Date Plan Established";"Pol/Fir Member of Non-U Plan";"Employee
Name";"Employee W-2 Full Time Wages";"Date of Birth";"Date of Hire";"Date of Release";"Release
Status";"Employee Contributions";"Accumulated Employee Contributions"

You must account for every field listed in every record entered. Every piece of data must begin with a double

quote (“) and end with a double quote (“) and a semi-colon (;).

1. Roster Type —required - valid values are:

Fire
Police
Non-Uniform

2. Type of Plan —required - valid values are:
DB - Defined Benefit
DC — Defined Contribution
Union

3. Date Plan Established — required — date format is mm/dd/yyyy.

4. Pol/Fir Member of Non-U Plan — required Only if Roster Type is Non-Uniform and employee is a Police
Officer or Firefighter not covered under a Fire or Police pension plan. The firefighter or police officer must
meet all the requirements outlined to be included on the roster. When appropriate valid values are:

Fire
Police

5. Employee Name — required.
6. Employee W-2 Full Time Wages — required.
7. Date of Birth — required — date format is mm/dd/yyyy.
8. Date of Hire — required — date format is mm/dd/yyyy.
9. Date of Release —if applicable - date format is mm/dd/yyyy.
10. Release Status - Only entered if a Date of Release is entered — When appropriate valid values are:
Death
Resignation
Retirement
Termination

11. Employee Contributions
12. Accumulated Employee Contributions — DO NOT put a semi-colon after this field.
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Sample File:
Every field has a value

"Non-Uniform";"Union";"01/01/2010";"Fire";"John
Smith";"15800.00";"08/11/1969";"01/01/2011";"11/17/2016";"Death";"1245.75";"4500.00"

Every field has a value EXCEPT Pol/Fir Member of Non-U Plan
"Fire";"DC - Defined Contribution";"01/01/2010";"";"Jane

Doe";"15500.00";"04/18/1965";"02/01/2012";"04/17/2016";"Retirement";"545.75";"2500.00"

Only required fields have a value

"Police";"DB - Defined Benefit";"12/13/1976";"";"Johnny Depp";"84021.47";"1/13/1974";"8/27/2007";"";"";"";""
"Non-Uniform";"DB - Defined Benefit";"6/1/1970";"";"Theodore
Roosevelt";"49543.14";"8/29/1974";"3/21/2011";"";"";"";""
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Appendix C

Browse for Personnel Roster Data File to Upload

On Step 2:

Click Browse (C).

Step 1 step 3 Step4 Step 5 step 6

DOWNLOAD/UPLOAD THE PERSONNEL ROSTER DATA
Step 1: Download the appropriate Personnel Roster Data file template

Download Roster
AG-385 Roster Import Template (Excel file) Download A
AG-385 Roster Import Template (CSV/Text file) Download
Step 2: Enter the roster data into the downloaded file and save it B

Step 3: Upload the saved roster file

Attach the roster by clicking on the "Browse" button and click "Upload” button:* Browse C
D

Note: The below screen shot is what appears when working on a computer that uses Windows operating system.

(& Choose File to Upload [ = ]
L vl J » Libraries » Documents » MyDocuments » My SpreadSheets » ang testing vl"” Search ang ,0’
Organize v New folder =~ 0 @
AT /¢ Favorites = Docu_ments library Aoosts ol s
Navigate [C B Desktop ang testing BB
where you S
saved the N oumioacs =| Name Date modified Type [~
oster Data | Recent Places 2y
Ro t\ﬁ;R?E} file ’ @15 Townnville Boro Roster Data 2016.xlsx 11/7/2016 11:26 AM  Microsoft Excel W...
B Desktop o= E
4 Libraries
;k] Documents
£| My Documents m
.. Public Documents
@' Music
[&=] Pictures
Videos -
- 4 ' " »
File name: Townrville Boro Roster Data 2016.xisx i v [AlFites ) -
Qe [ oo | [ e |
AA Navigate to where you saved the Personnel Roster Data File.
BB Click once on the file name you want to select and it will appear in the File Name box.
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CC Click Open button to select the file. Step 2 redisplays showing the selected file name.
DD Click Upload to load the data to the Municipal Statistics website.
The data displays in a grid on Step 2.

Note:
Validations are in place when you submit the Personnel Roster Data file. Each error message/warning will

indicate where the correction needs to take place. See Appendix D for a list of possible errors you could
receive when uploading the Personnel Roster Data File.

step 1 step 3 Step 4 step 5 Step 6

UPLOAD THE ROSTER

Download Roster

AG-385 Roster Import Tempiate (Excel file) Download
AG-385 Roster Import Template (CSV/Text file) Download

Attach the roster by clicking on the "Browse” button and click “Upload” button:* Browse.

‘we RosterType TypeofPan  olian,  PoUITMERSOTNOT  pmployeename fMPVORLZTUTIme DUEN  DRROT  JRnol foee s
1 [Non-Uniforr|w||DB - Define | [12/0811386 [Not Applica | [RoberiFrost [ra618.43 [pameAast fpsezoot | [MotApphical v e —
2 [Non-Uniforr|[[DB - Defne ] [iZ/06r586 [Not Appiicalv] [Roberi Wave @m0 [p728e72 112572011 [paizerz0is  [Retirement |v] I Delete
3 [Non-Uniforr|~|[DB - Defne|v]  [iZ/06r586 [Not Appiicalv [Michael Jordan T3 [piATA%es [rieEoiz | [Not Appiical [ —
4 [Non-Unfor[v][DB - Define~] ~ iZ/0&/1585 [Not Appiicalv [Jean Stapefon [aT38563 [5Z2A%es prazais | [Not Appiical [ Delete
| Prevrooe [ ot Page- |
Review the data in the grid. You can update the data in the grid if you find any incorrect data.
EE Once the data has been reviewed, click Submit Roster Data to save the data to the system. The

saved data is used to populate fields on Step 3. You are taken to Step 3 automatically. Please
review it for accuracy.

This dialog box is displayed when your Personnel Roster Data is successfully saved.

o Attention

Your values are calculated and pre-populated on Step3

Continue with the instructions for Step 3 Page... found on page 10 of this document.
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Appendix D

Error/Warning Messages for Roster Data

Below is a sample error message. Each error message/warning will indicate where the correction needs to be
done.

Please review the following wamings:
Hfthe information provided is comect, you may ignore these warmings.

(1) Employe has not been employed for & consecuive months or more i Row 2, Column &

Removed the row that contained the
employee who worked less than 6

Employee
Contributions

Release
Status

Date of
Birth Hire

Date of
Release

Accumulated Employee
Contributions

PPol/Fir Member of Non-U

Employee W-2 Full Time  Date of
=

o Roster Type Type of Plan Employee Name

wa
7461843

1 |Non-Uniforr || DB - Define|v 2108/1986 [Robert Frost [p9/06/1951 [06/26/2001 Not Applicalv —
2 [Non-Uniforr|v([DB - Define[v|  [12/08/19286 [Not Applica[v] [Michael Jordan 3237333 [p111711968 [1126/2012 | [Not Appiicallv/| [ Delete
3 [Non-Uniforr[~][DB - Define[v] [12/08/1986 [Not Applica ™| [Jean Stapelion 47389.69 052211965 [07/14/2014 | [Not Applical v [

Delete

Add New Row|

jSubmit Roster Data|

Roster Data Errors/Warnings

Business rule Error message Error type
If check box 2 or 3 is checked on Step 1 and | Checkbox 2/Check box 3 is checked on | Warning
Question 2a on Step 3 is less than 1.00 Step 1 but Firefighter employees
information is not entered on the
uploaded file
Roster is required An attachment on Step 2 is required Error
If the uploaded file is not a Microsoft Excel | The document is not a Microsoft Excel | Error
file or CSV file document or Text file or CSV file, and
cannot be used as a Roster
If Roster type is blank on the uploaded file | Roster Type is required in Row @@ | Error
Column 1. Please correct the data in your
file and try uploading it again
If Checkbox 1 is checked on Step 1 and | Our Municipality is serviced SOLELY by | Error
‘Fire’ is selected for the Roster Type on the | Volunteer Firefighters is checked on Step
uploaded file 1, but the roster uploaded has a record
for Fire in Row @@, Column 1. Please
correct the data in your file and try
uploading it again
If Type of Plan is blank on the uploaded file | Type of Plan is required in Row @@, | Error
Column 2. Please correct the data in your
file and try uploading it again
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If Date Plan Established is blank on the
uploaded file

Date Plan Established is required in Row
@@, Column 3. Please correct the data in
your file and try uploading it again

Error

If Date Plan Established is in wrong format
on the uploaded file

Wrong Date format for Date Plan
Established in Row @@, Column 3.
Please correct the data in your file and try
uploading it again

Error

If future date is selected for Date Plan
Established on the uploaded file

Date Plan Established cannot be in future
in Row @@, Column 3. Please correct the
datain your file and try uploading it again

Error

If Roster Type is Fire or Police and Pol/Fir
Member of Non-U plan is not blank on the
uploaded file

Pol/Fir Member of Non-U Plan should be
empty for Roster types, Fire and Police in
Row @@, Column 4. Please correct the
data in your file and try uploading it again

Error

If Employee Name is blank on the uploaded
file

Employee Name, enter last name, first
name is required in Row @@, Column 5.
Please correct the data in your file and try
uploading it again

Error

If Employee W-2 Full Time Wage is blank on
the uploaded file

Employee W-2 Full Time Wage is
required in Row @@, Column 6. Please
correct the data in your file and try
uploading it again

Error

If Employee W-2 Full Time Wage is not a
valid number on the uploaded file

Employee W-2 Full Time Wage is not a
valid number in Row @@, Column 6.
Please correct the data in your file and try
uploading it again

Error

If Date of Birth is blank on the uploaded file

Date of Birth is required in Row @@,
Column 7. Please correct the data in your
file and try uploading it again

Error

If Date of Birth is in wrong format on the
uploaded file

Wrong Date format for Date of Birth in
Row @@, Column 7. Please correct the
data in your file and try uploading it again

Error

If future date is selected for Date of Birth
on the uploaded file

Date of Birth cannot be in future in Row
@@, Column 7. Please correct the data in
your file and try uploading it again

Error

If Date of Hire is blank on the uploaded file

Date of Hire is required in Row @@,
Column 8. Please correct the data in your
file and try uploading it again

Error

If Date of Hire is in wrong format on the
uploaded file

Wrong Date format for Date of Hire in
Row @@, Column 8. Please correct the
datain your file and try uploading it again

Error

If Date of Hire is before Date of Birth on the
uploaded file

Date of Hire cannot be before Date of
Birth in Row @@, Column 8. Please
correct the data in your file and try
uploading it again

Error
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If future date is selected for Date of Hire on
the uploaded file

Date of Hire cannot be in future in Row
@@, Column 8. Please correct the data in
your file and try uploading it again

Error

If Release Status is selected and Date of
Release is blank on the uploaded file

Date of Release is required in Row @@,
Column 9 as Release Status is selected.
Please correct the data in your file and try
uploading it again

Error

If Date of Release is in wrong format on the
uploaded file

Wrong Date format for Date of Release in
Row @@, Column 9. Please correct the
datain your file and try uploading it again

Error

If Date of Release is before Date of Birth or
Date of Hire on the uploaded file

Date of Release cannot be before Date of
Birth/Date of Hire in Row @@, Column 9.
Please correct the data in your file and try
uploading it again

Error

If future date is selected for Date of Release
on the uploaded file

Date of Release cannot be in future in
Row @@, Column 9. Please correct the
data in your file and try uploading it again

Error

If Date of release is not blank and Release
Status is blank on the uploaded file

Release Status is required in Row @@,
Column 10 as Date of Release is entered.
Please correct the data in your file and try
uploading it again

Error

If Employee Contribution is not a valid
number on the uploaded file

Employee Contribution is not a valid
number in Row @@, Column 11. Please
correct the data in your file and try
uploading it again

Error

If Accumulated Employee Contribution is
not a valid number on the uploaded file

Accumulated Employee Contribution is
not a valid number in Row @@, Column
12. Please correct the data in your file
and try uploading it again

Error

If Employee is hired for less than 180 days
and Employee W-2 Full Time Wage is equal
to 0.00 on the uploaded file

Employee has not been employed for 6
consecutive months or more in Row @ @,
Column 8. Please correct the data in your
file and try uploading it again

Error

If Employee is hired for less than 180 days
and Employee W-2 Full Time Wage is not
equal to 0.00 on the uploaded file

Employee has not been employed for 6
consecutive months or more in Row @ @,
Column 8

Warning

If Roster type is equal to ‘Select’ in the Grid

Roster Type is required in Row @@
Column 1. Please correct the data in the
grid and try submitting it again

Error

If Checkbox 1 is checked on Step 1 and
‘Fire’ is selected for the Roster Type in the
Grid

Our Municipality is serviced SOLELY by
Volunteer Firefighters is checked on Step
1, but the Grid has a record for Fire in
Row @@, Column 1. Please correct the
data in the grid and try submitting it
again

Error
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If Type of Planis equal to ‘Select’ in the Grid | Type of Plan is required in Row @@, | Error
Column 2. Please correct the data in the
grid and try submitting it again
If Date Plan Established is blank in the Grid | Date Plan Established is required in Row | Error
@@, Column 3. Please correct the data in
the grid and try submitting it again
If Date Plan Established is in wrong format | Wrong Date format for Date Plan | Error
in the Grid Established in Row @@, Column 3.
Please correct the data in the grid and try
submitting it again
If future date is selected for Date Plan | Date Plan Established cannot be in future | Error
Established in the Grid in Row @@, Column 3. Please correct the
data in the grid and try submitting it
again
If Roster Type is Fire or Police and Pol/Fir | Select 'Not Applicable' from Pol/Fir | Error
Member of Non-U plan is Fire or Police in | Member of Non-U Plan dropdown for
the Grid Roster types, Police and Fire in Row @@,
Column 4. Please correct the data in the
grid and try submitting it again
If Pol/Fir Member of Non-U plan is equal to | Pol/Fir Member of Non-U Planis required | Error
‘Select’ on the Grid in the Grid in Row @@, Column 4. Please correct the
data in the grid and try submitting it
again
If Employee Name is blank in the Grid Employee Name, enter last name, first | Error
name is required in Row @@, Column 5.
Please correct the data in your file and try
uploading it again
If Employee W-2 Full Time Wage is blank in | Employee W-2 Full Time Wage is | Error
the Grid required in Row @@, Column 6. Please
correct the data in the grid and try
submitting it again
If Employee W-2 Full Time Wage is not a | Employee W-2 Full Time Wage is not a | Error
valid number in the Grid valid number in Row @@, Column 6.
Please correct the data in the grid and try
submitting it again
If Date of Birth is blank in the Grid Date of Birth is required in Row @@, | Error
Column 7. Please correct the data in the
grid and try submitting it again
If Date of Birth is in wrong format in the | Wrong Date format for Date of Birth in | Error
Grid Row @@, Column 7. Please correct the
data in the grid and try submitting it
again
If future date is selected for Date of Birth in | Date of Birth cannot be in future in Row | Error

the Grid

@@, Column 7. Please correct the data in
the grid and try submitting it again
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If Date of Hire is blank in the Grid

Date of Hire is required in Row @@,
Column 8. Please correct the data in the
grid and try submitting it again

Error

If Date of Hire is in wrong format in the Grid

Wrong Date format for Date of Hire in
Row @@, Column 8. Please correct the
data in the grid and try submitting it
again

Error

If Date of Hire is before Date of Birth in the
Grid

Date of Hire cannot be before Date of
Birth in Row @@, Column 8. Please
correct the data in the grid and try
submitting it again

Error

If future date is selected for Date of Hire in
the Grid

Date of Hire cannot be in future in Row
@@, Column 8 Please correct the data in
the grid and try submitting it again

Error

If Date of Release is blank and Release
Status is Death or Resignation or
Retirement or Termination or Select in the
Grid

Date of Release is required in Row @@,
Column 9 as Release Status is selected.
Please correct the data in the grid and try
submitting it again

Error

If Date of Release is in wrong format and
Release Status is Death or Resignation or
Retirement or Termination or Select in the
Grid

Wrong Date format for Date of Release in
Row @@, Column 9. Please correct the
data in the grid and try submitting it
again

Error

If Date of Release is before Date of Birth or
Date of Hire in the Grid

Date of Release cannot be before Date of
Birth/Date of Hire in Row @@, Column 9.
Please correct the data in the grid and try
submitting it again

Error

If future date is selected for Date of Release
in the Grid

Date of Release cannot be in future in
Row @@, Column 9. Please correct the
data in the grid and try submitting it
again

Error

If Date of release is not blank and Release
Status is blank in the Grid

Release Status is required in Row @@,
Column 10 as Date of Release is entered.
Please correct the data in the grid and try
submitting it again

Error

If Date of release is before the filing year
start date

Date of Release is prior to filing year,
please remove employee from roster

Error

If Employee Contribution is not a valid
number in the Grid

Employee Contribution is not a valid
number in Row @@, Column 11. Please
correct the data in the grid and try
submitting it again

Error

If Accumulated Employee Contribution is
not a valid number in the Grid

Accumulated Employee Contribution is
not a valid number in Row @@, Column
12. Please correct the data in the grid and
try submitting it again

Error
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If Employee is hired for less than 180 days
and Employee W-2 Full Time Wage is equal
t0 0.00 in the Grid

Employee has not been employed for 6
consecutive months or more in Row @ @,
Column 8. Please correct the data in the
grid and try submitting it again

Error

If Employee is hired for less than 180 days
and Employee W-2 Full Time Wage is not
equal to 0.00 in the Grid

Employee has not been employed for 6
consecutive months or more in Row @ @,
Column 8

Warning

If Employee Name, Date of Birth and Date
of Hire are same for multiple records in the
Grid

Please check the highlighted records for
possible duplication and either fix or
remove one of the records

Error

On button ‘Continue’ click, if the grid values
are valid, the system takes the user to the
Step 3

Your values are calculated and pre-
populated on Step 3

Notification
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Appendix E

Registering for a Municipal Statistics Account

If you do not have a Municipal Statistics user account, go to https://munstats.pa.gov/forms/Logln.aspx and select
“New User Registration” button.

Powered by
w KEYSTONE LOGIN

Step 1. Obtain a PA Keystone Login account

Complete all fields with an asterisk. Note: An email address is not required for a PA Keystone Login account.

Register

Personal Information

First Mams «

Larst Mame »

Security Questions
Dhalee CHF (B L =

Security Question 1 » slact o securty quesion w
Comact Informatior
. Security Amswer 1

Email
Seourity Guestion 2+ Selact @ securly quasso e

Maobils Pl Mummbses

Security Anwwear 3

Login Infoamation Security Cuestion 3. wiact m securty quesson W
Usinami » Secusity Anwwer 30

Fampwpad &

Confmn Fassword +
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After completing all required fields and clicking Register, you will see the following message. Do not click the
“Please proceed to Login” link, just return to the Municipal Statistics login page https://munstats.pa.gov/forms
and follow step 2.

Account Management Success

Your account has been created successfully. Please proceed to Login

Step 2. Register for Municipal Statistics e-filing privileges.
Log into Municipal Statistics with your Keystone Login username and password, and you will be directed to the
Municipal Statistics registration page, which will import your Keystone Login information. (Note: This information

cannot be changed- if it is incorrect, you must return to PA Keystone Login to correct).

Municipalities- complete the required fields for the Municipal Statistics registration and follow the steps on the
next page.

Regionals- skip to page 40 for your registration instructions.

Mote: IT you are an Authority /Regional / Actuary / Third Party Administrator that DOES NOT
currently file with DCED and OMLY files Act 205 and/or AG-385, please click here.

E-mail address™

= Required flelds

Domain™ [srPROD

User Name™ |PsatsTesti

First Name* |Test

Last Hame™ [User
Organization* Select ™|
Address 1* |

Address 2 |

City™ |

State™ |p,.5,

zip® | - |
Phane™ | | | ¥
Fax -

|P5.aHTe5t1-gahc.c.nm

Submit |
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If you are a Municipality:

Organization - Select “Municipality” from the drop-down box.
County — Select your County from the dropdown box.
Municipality — Select your Municipality from the dropdown box.

Domain®*
User Name*
First Name*
Last Name*
Organization* | Municipality V?
County [ADAMS ‘9 Municipality Search:
Municipality | Select ‘@ Select a specific Mur
Title* EC exact name and clic
ABBCTTSTOWN BORO
AREMDTSVILLE BORO
*
Address 1 BENDERSVILLE BORO b ] |
. BIGLERVILLE BORO
City* BOMNEAUVILLE BORO |
BUTLER TWP
*
State CARROLL VALLEY EORO E ]
Zip* | CONEWAGO TWP
. CUMBERLAND TWP
Phone ‘EAST BERLIN BORO |
Fax FAIRFIELD BORO
FRANKLIN TWP
E-mail address* FREEDOM TWP |
GERMANY TWP
GETTYSBURG BORD
HAMILTON TWP
* Required fields HAMILTONBAM TWP

HIGHLAND TWP -

Click Submit after completing all the required fields. Then click the “Download Authorization Form” link. Print,
sign and fax/email the Authorization Form to DCED. As soon as DCED receives and approves it, you will receive an
email indicating your e-filing privileges have been activated.

Your account has been created. You must print, sign, seal and return the authorization form in order to be
authorized for e-filing.

Click the image below to print the authorization form.

Download Authorization Form

-
B
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If you are a Regional:

Regionals are not visible in the Municipality dropdown list. Click on the link in red at the top of the
Registration page.

Note: If you are an Authority/Regional/ Actuary / Third Party Administrator that DOES NOT
currently file with DCED and OMNLY files Act 205 and/or AG-385, please click here.

Organization - Select “Regional” from the drop-down box.
County — Select your County from the dropdown box.
Municipality — Select your Regional from the dropdown box.

User Mame™
First Name™
Last Name™

Organization™ [ Regional Vp

Note: If your Organization is not on the list, please check
orevious registration
page to see if it is listed there. If it is not, contact Municipal

Pension

Reporting Program st 1-800-882-5073 or email
MPRPEPAAudItor.gov.

County™ [ ALLEGHENY vg
Municipality [ select Ve
Title®

Steel Rivers Council of Governments
Tr-Community S EMS Monuniform
Address 1% [Northern Regional Police

Allegheny County Police Fund
Address 2 [Alleghen'y' County Deputy Sheriffs Fund
City™ [Allegheny County Dis_.trict ﬂttl_:nrne‘,r Detectives Fund
Allegheny Valley Regional Police Department
State™ Allegheny Valley North Council Of Governments
Zip= Char-Wgst Caunc@l Of Governments
Meorth Hills Council Of Governments
Phone® [ Quaker Valley Council Of Governments
South Hills Area Council Of Governments
Fax [Turtle Creek Valley Council Of Governments

E-mail address® r Southwest Regional Dispatch Center

* Reqguired fields

Click Submit after completing all the required fields.

You will receive an email from Comptroller@PaAuditor.gov letting you know your e-filing privileges have
been granted. You can now log in to the Municipal Statistics website using the username and password
you set up in the registration form.
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Version Changes
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Date

Version #

Description

01/23/2017

2017-01.1

Updated DCED’s URL http to https

Added mailing address to General Instructions section

Updated Step 1 header to include Pension Data Questions

Updated screen shot for Step 1

Added Reminder about Save and Exit under each Step 1 — 6 section
Added additional information to Registering for a Municipal Statistics
Account section for Regionals.

Changed cover page version from 2017-01 to 2017-01.1

02/13/2017

2017-01.2

Added Note to Step 2 about adding additional information to templates
Added Instructions on how to print the AG-385 Form and the Personnel
Roster Data.

12/27/2017

2018.0

Updated to included requested changes for 2" year.

01/02/2018

2018.1

Added examples for prefix & suffix fields on contact page.

12/23/19

2019.1

Removed references to former paper docs, revised/updated frequent
phone call concerns/questions
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