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ONLINE TAX SOLUTIONS




Pennsylvania Standard File Format
This file format can be used for EIT Upload, LST Upload, and W2 Reconciliation Upload

Please be aware that extended upload times may be experienced when submitting very large files in this format.  If you are experiencing trouble with upload times in this file format, please try using one of the other optional file formats (such as CSV).

Common File Submission Errors:


Please see Appendix C at the end of this document for common file format errors.

File Requirements:

1) Submitter Record (RA)

a. This record corresponds to the business or user who is submitting this data file.
b. Must be the first data record on each file.
c. This is a required record for each file.
d. Make the address entries specific enough to ensure proper delivery.
2) Employer Record (RE)
a. This record contains employer specific details.

b. The first RE record must immediately follow the RA record.
i. If the employer is the same as the submitter, and there is only 1 employer in the file, you must still provide the RE record with appropriate details.
c. When the same employer information applies to multiple RS records (employees), group them together under a single RE record. Unnecessary RE records can cause serious processing errors or delays.
i. E.g. don’t submit the same RE record repeatedly for every RS record.  
3) Employee Wage Record (RS)

a. This record contains employee specific details.
b. Each RS record should follow the respective RE record.
c. If there are multiple employee records for an employer, include all of the RS records for each employee immediately after the related RE.
i. E.g. if you have 25 employees for 1 employer, you would have 1 RE record followed by 25 RS records.
d. Following the last RS record for the employer, create an RT record and then create either the:

i. RE record for the next employer in the submission; or

ii. RF record if this is the last report in the submission.
e. For EIT uploads if you have 0 employees for your employer, then do not submit any RS records.  Instead submit the RE record followed by the RT record for the employer.
4) Total Records (RT)

a. This record contains totals for the respective employer.
b. The RT record must be generated for each RE record.
c. If just one field applies, the entire record must be completed.

5) Final Record (RF)

a. This record contains totals for the entire file.
b. Must be the last record on the file.
c. Must appear only once on each file.
d. Do NOT create a file that contains any data recorded after the RF record.
General Details:

1) Record Length – Every record must be exactly 512 characters, no more and no less.

2) Alpha Rules – Lefty justify and fill with blanks.  

3) Money Fields

a. Only Numbers

b. No punctuation.

c. No signed amounts

d. Include both dollars and cents with the decimal point assumed.  

i. Example: $59.60 = 00000005960

e. Do NOT round to the nearest dollar.

i. Example: $5,500.99 = 00000550099

f. Right justify and zero fill to the left.

g. Any money field that has no amount to be reported must be filled with zeros, not blanks.

4) Address Fields

a. Must conform to U.S. Postal Service rules

b. For State, use only the two-letter abbreviations in Appendix A.

5) Submitter’s Employer Identification Number (EIN) Rules

a. Only numeric characters.

b. Omit hyphens.

6) Employer Identification Number (EIN) rules

a. Only numeric characters.

b. Omit hyphens.

7) Employee Name rules

a. Enter the name exactly as shown on the individuals Social Security Card.

b. Must be submitted in the individual name fields:

i. Employee First Name

ii. Employee Middle Name or Initial (if shown on the Social Security card)

iii. Employee Last Name

iv. Suffix (if shown on the Social Security card)

c. Do NOT include any titles.

8) Social Security Number (SSN) Rules

a. Use the number shown on the original/replacement SSN card.

b. Only numeric characters.

c. Omit hyphens.

d. May NOT begin with an 8 or 9.

e. Do NOT enter a fictitious SSN (111111111, 333333333, 123456789).
9) “Not Used” field rules

a. Fill not used fields with their default enumerator.
i. Numeric and Money fields not used should be filled with zeros (0).
ii. Alpha fields not used should be filled with blanks.

10) PSD Code Rules:
a. Must be a valid 6-digit PSD code, right justified and left filled with zeroes. Example of a 6 digit PSD code: "650693".  Example of a 5 digit PSD code right justified and left filled with zeroes: "010604".
CODE RA – SUBMITTER RECORD

THIS RECORD MUST ALWAYS BE FIRST FOR EVERY FILE

THIS RECORD MUST ALWAYS EXIST FOR EVERY FILE

LENGTH = 512

	Start Position
	Field Name
	Length
	Field Specification
	Example

	1
	Record Identifier
	2
	CONSTANT 'RA'
	RA

	3
	Submitter's Employer Identification Number (EIN)
	9
	Required
	251834567

	12
	Filler
	26
	Not Required. Fill with spaces.
	 

	38
	Company Name
	57
	Required
	PAYROLL SERVICES INC

	95
	Location Address
	22
	Optional (if available)
	 

	117
	Delivery Address
	22
	Required
	100 MAIN STREET

	139
	City
	22
	Required
	GREENSBURG

	161
	State Abbreviation
	2
	Required
	PA

	163
	Zip Code
	5
	Required
	15601

	168
	Zip Code Extension
	4
	Optional (if available)
	1234

	172
	Filler
	224
	Not Required. Fill with spaces.
	 

	396
	Contact Name
	27
	Required
	STEVEN VELLA

	423
	Contact Phone Number
	15
	Required
	000004128345678

	438
	Contact Phone Extension
	5
	Optional (if available)
	00001

	443
	Blank
	3
	Not Required. Fill with spaces.
	 

	446
	Contact E-Mail/Internet
	40
	Optional (if available)
	SERVEN@EMAIL.COM

	486
	Blank
	3
	Not Required. Fill with spaces.
	 

	489
	Contact Fax
	10
	Optional (if available)
	4128349630

	499
	Filler
	14
	Not Required. Fill with spaces.
	 


CODE RE – EMPLOYER RECORD

MUST EXIST FOR EVERY EMPLOYER

FOLLOW FILE REQUIREMENTS IF MORE THAN ONE EMPLOYER EXISTS IN THE FILE 

(SECTIONS 2, 3, AND 4)
LENGTH = 512

	Start Position
	Field Name
	Length
	Field Specification
	Example

	1
	Record Identifier
	2
	Constant 'RE'
	RE

	3
	Tax Year
	4
	Required
	2010

	7
	Tax Quarter
	1
	Required.  For W2Rec, hardcode to 4.
	1, 2, 3, or 4

	8
	Employer Identification Number (EIN)
	9
	Required
	257418529

	17
	Employer Tax Account Number
	12
	Employer’s H. A. Berkheimer Account Number.  Must be 12 numeric digits.  The first 5 digits must be zeroes.  The remaining 7 digits must contain your H. A. Berkheimer Account Number, right justified and left filled with zeroes.  Required for LST Upload.

	If your H. A. Berkheimer Account Number is 123456, then this value should be 000000123456.
If your H. A. Berkheimer Account Number is 1234567, then this value should be 000001234567.

	29
	Filler
	11
	Not Required. Fill with spaces.
	 

	40
	Employer Name
	57
	Required
	NEWCO

	97
	Location Address
	22
	Optional (if available)
	STE 1000

	119
	Delivery Address
	22
	Required
	546 Wendel Road

	141
	City
	22
	Required
	IRWIN

	163
	State Abbreviation
	2
	Required
	PA

	165
	Zip Code
	5
	Required
	15642

	170
	Zip Code Extension
	4
	Optional (if available)
	1234

	174
	Record Change Notice
	1
	0 for no change, 1 to indicate a change in Name, Address, or PSD Code.
	0

	175
	Filler
	4
	Not Required. Fill with spaces.
	 

	179
	Foreign State / Province
	23
	If applicable, otherwise blanks, left justify.
	 

	202
	foreign Postal Code
	15
	If applicable, otherwise blanks, left justify.
	 

	217
	Country Code
	2
	If applicable, otherwise blanks, left justify.
	 

	219
	Filler
	3
	Not Required. Fill with spaces.
	 

	222
	Employer's PSD Code
	6
	Required.  A 6 digit number.
	650693

	228
	Monthly Filing Indicator
	1
	Required. "M" if filing Monthly, "Q" if filing Quarterly
	Q

	229
	Reporting Period
	6
	Required. Period Ending Date. 4 digit year and 2 digit month to identify the last day of the filing period for this report.  For W2Rec hardcode the month to 12.
	201203

	235
	Tax Type
	1
	Required. E = EIT, L = LST, W = W2
	E

	236
	Employer Total School District Only Payments
	11
	Required for LST; otherwise fill with spaces.

For LST, right justify and zero fill, using no commas and no decimal point. Only report amount withheld for employee(s) exempt from the municipality portion of the tax & only had the school district portion withheld.
	00000017466 = $174.66

00000018000 = $180.00

	247
	Employer Total Number of Exemptions
	7
	Required for LST; otherwise fill with spaces.

For LST, right justify and zero fill, using no commas.
	0000010 = 10

	254
	Filler
	259
	Not Required. Fill with spaces.
	 


CODE RS – EMPLOYEE WAGE RECORD

REQUIRED FOR EVERY EMPLOYEE 

LENGTH = 512

	Start Position
	Field Name
	Length
	Field Specification
	Example

	1
	Record Identifier
	2
	Constant 'RS'
	RS

	3
	Filler 
	7
	Not Required. Fill with spaces.
	 

	10
	Social Security Number (SSN)
	9
	Required.  Right justify and Left 0 fill.
	195123456

	19
	Employee First name
	15
	Required
	MARK

	34
	Employee Middle Name or Initial
	15
	Optional (if available)
	L

	49
	Employee Last Name
	20
	Required
	ROSS

	69
	Suffix
	4
	Optional (if available)
	JR

	73
	Employee Location Address
	22
	Optional (if available)
	APT 12

	95
	Employee Delivery Address
	22
	Required
	1500 FIRST ST

	117
	City
	22
	Required
	GREENSBURG

	139
	State Abbreviation
	2
	Required
	PA

	141
	Zip Code
	5
	Required
	15601

	146
	Zip Code Extension
	4
	Optional (if available)
	1234

	150
	Filler 
	5
	Not Required. Fill with spaces.
	 

	155
	Foreign State / Province
	23
	If applicable, otherwise fill with blanks, left justify.
	 

	178
	Foreign Postal Code
	15
	If applicable, otherwise fill with blanks, left justify.
	 

	193
	Country Code
	2
	If applicable, otherwise fill with blanks, left justify.
	 

	195
	Filler 
	1
	Not Required. Fill with spaces.
	 

	196
	Record Change Notice
	1
	0 for no change, 1 to indicate a change to Name, Address, or PSD Code.
	0

	197
	Reporting Period
	6
	Required. Period Ending Date. 2 digit month and 4 digit year to identify the last day of the filing period for this report.  For W2Rec, hardcode the month to 12.
	Quarterly filing: 032012 for 2012 Q1 

Monthly filing: 012012 for January 2012

W2Rec Filing: 122012 for year 2012 

	203
	Filler 
	71
	Not Required. Fill with spaces.
	 

	274
	State Code
	2
	Optional
	 

	276
	State Taxable Wages
	11
	Optional
	 

	287
	State Income Tax Withheld
	11
	Optional
	 

	298
	Filler 
	10
	Not Required. Fill with spaces.
	 

	308
	Tax Type
	1
	Required. "E" = EIT, "L" = LST, "W" = W2
	E

	309
	Local Taxable Wages
	11
	Required.  Right justify and zero fill, using no commas and no decimal point.  Minus sign allowed in first or last position to denote negative amount.
	-0000017466 = $174.66- 0000017466- = $174.66-00000017466 = $174.66

	320
	Local Income Tax Withheld
	11
	Required.  Right justify and zero fill, using no commas and no decimal point.  Minus sign allowed in first or last position to denote negative amount.
	-0000017466 = $174.66- 0000017466- = $174.66-00000017466 = $174.66

	331
	State Control Number
	7
	Optional
	 

	338
	Employee's PSD Code
	6
	Required.  A 6 digit number.
	480202

010207

	344
	School District Only Payment
	11
	Required for LST; otherwise fill with spaces.

For LST, right justify and zero fill, using no commas and no decimal point. Only report amount in this field if employee is exempt from the municipality portion of the tax & only had the school district portion withheld.
	00000017466 = $174.66

00000018000 = $180.00

	355
	Filler 
	158
	Not Required. Fill with spaces.
	 


CODE RT – TOTAL RECORD

RT RECORD IS REQUIRED FOR EACH RE RECORD

RT RECORD SHOULD BE THE FINAL RECORD FOR EACH RE RECORD

LENGTH = 512

	Start Position
	Field Name
	Length
	Field Specification
	Example

	1
	Record Identifier
	2
	Constant 'RT'
	RT

	3
	Number of RS Records for the preceding Employer
	7
	Required.  Right justify and zero fill, using no commas.
	0000483 = 483

	10
	Total Local Wages, Tips, and Other Compensation
	15
	Required.  Right justify and zero fill, using no commas and no decimal point.  Minus sign not allowed.  If a refund is due, you cannot file online.
	000000000017466 = $174.66

000000000018000 = $180.00

	25
	Total Local Income Tax Withheld
	15
	Required.  Right justify and zero fill, using no commas and no decimal point.  Minus sign not allowed.  If a refund is due, you cannot file online.
	000000000017466 = $174.66

000000000018000 = $180.00

	40
	Filler
	473
	Not Required. Fill with spaces.
	 


CODE RF – FINAL RECORD

THIS IS A REQUIRED RECORD

THIS SHOULD ALWAYS BE THE LAST RECORD ON FILE

LENGTH = 512

	Start Position
	Field Name
	Length
	Field Specification
	Example

	1
	Record Identifier
	2
	Constant 'RF'
	RF

	3
	Filler
	5
	Not Required. Fill with spaces.
	 

	8
	Number of RS Records in file
	9
	Required.  Right justify and zero fill, using no commas.
	000000578 = 578

	17
	Total Taxable Wages
	15
	Required.  Right justify and zero fill, using no commas and no decimal point.  Minus sign not allowed.  If a refund is due, you cannot file online.
	000000000017466 = $174.66

000000000018000 = $180.00

	32
	Total Tax Withheld
	15
	Required.  Right justify and zero fill, using no commas and no decimal point.  Minus sign not allowed.  If a refund is due, you cannot file online.
	000000000017466 = $174.66

000000000018000 = $180.00

	47
	Filler
	466
	Not Required. Fill with spaces.
	 


Appendix A

FEDERAL INFORMATION PROCESSING STANDARD

(FIPS 5-2) POSTAL ABBREVIATIONS AND NUMERIC CODES

	Alabama
	AL
	01
	Montana
	MT
	30

	Alaska
	AK
	02
	Nebraska
	NE
	31

	Arizona
	AZ
	04
	Nevada
	NV
	32

	Arkansas
	AR
	05
	New Hemisphere
	NH
	33

	California
	CA
	06
	New Jersey
	NJ
	34

	Colorado
	CO
	08
	New Mexico
	NM
	35

	Connecticut
	CT
	09
	New York
	NY
	36

	Delaware
	DE
	10
	North Carolina
	NC
	37

	Dist of Columbia
	DC
	11
	North Dakota
	ND
	38

	Florida
	FL
	12
	Ohio
	OH
	39

	Georgia
	GA
	13
	Oklahoma
	OK
	40

	Hawaii
	HI
	15
	Oregon
	OR
	41

	Idaho
	ID
	16
	Pennsylvania
	PA
	42

	Illinois
	IL
	17
	Rhode Island
	RI
	44

	Indiana
	IN
	18
	South Carolina
	SC
	45

	Iowa
	IA
	19
	South Dakota
	SD
	46

	Kansas
	KS
	20
	Tennessee
	TN
	47

	Kentucky
	KY
	21
	Texas
	TX
	48

	Louisiana
	LA
	22
	Utah
	UT
	49

	Maine
	ME
	23
	Vermont
	VT
	50

	Maryland
	MD
	24
	Virginia
	VA
	51

	Massachusetts
	MA
	25
	Washington
	WA
	53

	Michigan
	MI
	26
	West Virginia
	WV
	54

	Minnesota
	MN
	27
	Wisconsin
	WI
	55

	Mississippi
	MS
	28
	Wyoming
	WI
	56

	Missouri
	MO
	29
	
	
	

	
	
	
	
	
	


TERRITORIES AND POSSESSIONS

	American Samoa
	As

	Guam
	GU

	Puerto
	PR

	Virgin Islands
	VI

	Northern Mariana Islands
	MP


MILITARY POST OFFICES (APO AND FPO)

	Canada, Europe, Africa and the Middle East
	AE

	Central America and South America
	AA

	Alaska and the Pacific
	AP

	Contingency Operations
	AC


Appendix B – Record Sequence Examples

Each example makes use of only a small number of employees and employers.  Actual files may contain many more employees and employers.

	Example 1

Submitter with 1 Employer that has 5 Employees
	Example 2

Submitter with 3 Employers, each with a different number of employees
	Example 3

Submitter with 1 employer that has 2 subdivisions, and a 3rd employer with no employees (EIT upload)

	RA (ACE TRUCKERS)
	RA (DATA SERVICE)
	RA (COUNTY PAYROLL)

	RE (Ace Truckers)
	RE (Best Pizza)
	RE (Orange County – MQGE)

	RS
	RS
	RS

	RS
	RS
	RS

	RS
	RT
	RS

	RS
	RE (Construction Co)
	RS

	RS
	RS
	RS

	RT
	RS
	RS

	RF
	RS
	RT

	
	RS
	RE (Orange County – Non-MQGE)

	
	RS
	RS

	
	RS
	RS

	
	RT
	RS

	
	RE (Ridge Rock & Gravel)
	RS

	
	RS
	RT

	
	RS
	RE (Blue County)

	
	RS
	RT

	
	RS
	RF

	
	RT
	

	
	RF
	


Appendix C – Common File Format Errors

Below are some common errors during file generation.  Use this list if you are having difficulty submitting your file, and are unsure what errors might be present.

1. Does your file have one and only one RA record, which is the first record in the file?
2. Does your file have one and only one RF record, which is the last record in the file?

3. Does your file have at least one combination RE, RT record set?

4. Does your file have one RT record for every RE record?

5. Is each record/row in your data file exactly 512 characters?

6. Your file should not have two or more RE records in a row.  RE files should be immediately followed by the RS records where applicable, and finished by the appropriate RT record.

7. Your file should not have two or more RT records in a row.  RT records should be immediately followed by either the next employer (RE) or the file totals record (RF).
