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2022 Tax Software Provider City of Philadelphia Letter of Intent 
 

Welcome to the Income Tax Letter of Intent (LOI).  If your software company intends to submit electronic and/or paper 
returns to the City of Philadelphia, you will need to complete this form and submit it to MeFPhila@phila.gov. 
 
By submitting this Letter of Intent (LOI) to the City of Philadelphia, you agree to meet our standards for software 
provider registration, tax preparation software, and substitute forms.  If you do not meet the standards and 
requirements explained in this LOI or provide an incomplete form, we may deny your application or revoke your 
approved software provider status and reject all electronic and/or paper returns submitted using your products.  
 
You must complete a separate LOI for each unique product your company offers.  
 
Note:  If you are a new Software Provider who has not filed city/state income tax returns with any city or state agencies, 
you must have passed assurance testing with the IRS.  Attach documentation from the IRS demonstrating you have 
successfully tested with the IRS.   
 
Important dates  
The City of Philadelphia has important key dates to ensure we are ready for the filing season and taxpayers can file an 
accurate and timely tax return.  Please note the following key dates:  

• Complete and submit this LOI by September 30, 2022.  
• Substitute forms approval must be completed by TBD. 
• Assurance testing (ATS) begins mid-October, however, may be delays due to City of Philadelphia rolling out new 

system October 3rd.  
• Last day we will accept initial E-File & paper tests are TBD.  
• E-File & Paper tests must be completed and approved by TBD.  

 
Amended Letter of Intent  

 Check this box if this is an amended Letter of Intent. 
Reason for amendment:  
 
 

Company information  
List your company information.   
 
Name of company Product name 

      
City/State issued software ID (if 
applicable) 
 

DBA name 
      

NACTP vendor ID 
      

City/State tax account number (if 
applicable) 
      

Address 
      

Product address/URL 
      

Company FEIN 
      

City 
      

State 
      

Zip code 
      

List your other product names using the same calculation engines here:  
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IRS issued electronic identification numbers 
List your IRS electronic identification numbers.   

Test EFIN(s) 
      

Test ETIN(s) 
      

Production EFIN(s) 
      

Production ETIN(s) 
      

 
Contact information  
List the contact information for each area identified.  

Regulatory/compliance contact 
      

Phone 
      

Email address 
      

Primary individual MeF contact 
      

Phone 
      

Email address 
      

Secondary individual MeF contact 
      

Phone 
      

Email address 
      

Primary business MeF contact 
      

Phone 
      

Email address 
      

Secondary business MeF contact 
      

Phone 
      

Email address 
      

Primary fiduciary (Estate/Trust) MeF contact 
      

Phone 
      

Email address 
      

Secondary fiduciary (Estate/Trust) MeF contact 
      

Phone 
      

Email address 
      

Primary leads reporting contact 
      

Phone 
      

Email address 
      

Secondary leads reporting contact 
      

Phone 
      

Email address 
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Substitute forms registration  
Complete this section only if your product will provide substitute forms.   
 
Agency substitute forms software number (to be located on the bottom right of all forms) 
      

Primary individual forms contact 
      

Phone 
      

Email address 
      

Secondary individual forms contact 
      

Phone 
      

Email address 
      

Primary business forms contact 
      

Phone 
      

Email address 
      

Secondary business forms contact 
      

Phone 
      

Email address 
      

Primary individual coupon contact 
      

Phone 
      

Email address 
      

Primary business coupon contact 
      

Phone 
      

Email address 
      

Note: If you have separate contacts for each business tax type, please list them by tax type on a separate sheet and 
attach it to this submission. 

 
Software products and tax types supported 
Check all that apply.   
  

Type of software product supported 
DIY/consumer (Web-Based)  
DIY/consumer (Desktop)  
Professional/paid preparer (Web-Based)  
Professional/paid preparer (Desktop)  

  
Tax types supported 
Individual income tax   Substitute forms       e-file 
Estate/trust/fiduciary tax   Substitute forms       e-file 
Partnership tax   Substitute forms       e-file 
Corporation/franchise tax   Substitute forms       e-file 
S-Corporation return   Substitute forms       e-file 
  
  

Rebranded software products  
Complete this section only if your product is rebranded. 

For software to be considered rebranded, changes cannot be made to the software requirements and output(s).  As the 
Software company selling and/or licensing your product to a third-party, it is your responsibility to make sure the 
rebranded product reflects the current software requirements and output(s).  List each of your rebranded products 
below.   
Use one of the following class codes for each product:      

• Class code 1: Software products sold/licensed to a third-party user and the third-party user can add their own 
logos and/or splash screens, but they cannot modify calculations in the program.   
 



5  

• Class code 2: Software products sold/licensed to a third-party user and the third-party can modify calculations 
in the program.     

  
Rebranded product name 
      

Class code  
      

ETIN (if applicable) 
      

Contact person 
      

Phone 
      

Email address 
      

Rebranded product name 
      

Class code  
      

ETIN (if applicable) 
      

Contact person 
      

Phone 
      

Email address 
      

Rebranded product name 
      

Class code  
      

ETIN (if applicable) 
      

Contact person 
      

Phone 
      

Email address 
      

Rebranded product name 
      

Class code  
      

ETIN (if applicable) 
      

Contact person 
      

Phone 
      

Email address 
      

Rebranded product name 
      

Class code  
      

ETIN (if applicable) 
      

Contact person 
      

Phone 
      

Email address 
      

Attach additional sheets if needed. 
 
For Rebranded Products, the City of Philadelphia has the following requirements Rebranded Products are required to 
complete an abbreviate e-file ATS/paper form approval process for paper forms and/or e-file ATS approval.  
E-file mandates or requirements  
The City of Philadelphia mandates that all E-Filed & Paper returns, original & amended, follow the Business Rules of the 
returns.   

 
Forms and schedules supported by tax type (check all that apply) 
Check the boxes of the forms and schedules your company supports.     
 

Tax Type and Forms  Forms Coupon E-File E-File Amended 

Individual Income Tax      

Business Income & Receipts NTL     

Business Income & Receipts (Long)     

Schedule A     

Schedule B     

Schedule C-1     

Schedule D     

Schedule E     

Schedule SC     

Business Income & Receipts EZ     

Net Profits Tax (NPT)     

School Income Tax     
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Tax Type and Forms  Forms Coupon E-File E-File Amended 

Estate/Trust/Fiduciary Tax     

Business Income & Receipts NTL     

Business Income & Receipts (Long)     

 Schedule A     

 Schedule B     

 Schedule C-1     

 Schedule D     

 Schedule E     

 Schedule SC     

 Business Income & Receipts EZ     

 Net Profits Tax     

School Income Tax     

     

Partnership Tax     

Business Income & Receipts NTL     

Business Income & Receipts (Long)     

 Schedule A     

 Schedule B     

 Schedule C-1     

 Schedule D     

 Schedule E     

 Schedule SC     

 Business Income & Receipts EZ     

 Net Profits Tax     

School Income Tax     

     

Corporate      

Business Income & Receipts NTL     

Business Income & Receipts (Long)     

Schedule A     

Schedule B     

Schedule C-1     

Schedule D     

Schedule E     

Schedule SC     

Business Income & Receipts EZ     

Net Profits Tax     

School Income Tax     
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Tax Type and Forms  Forms Coupon E-File E-File Amended 

S-Corporation Return      

Business Income & Receipts NTL     

Business Income & Receipts (Long)     

Schedule A     

Schedule B     

Schedule C-1     

Schedule D     

Schedule E     

Schedule SC     

Business Income & Receipts EZ     

Net Profits Tax     

School Income Tax     
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Electronic amended returns 

City of Philadelphia requests you support electronic amended returns for those available through MeF.   

 
 
Agency requirements 
This section identifies agency requirements and expectations of new and existing Software Providers and the software 
product.  

 
Issue notification and resolution requirements   

This section represents the City of Philadelphia issue notification and issue resolution standards.   
 
Software Providers must provide notification per Pennsylvania’s Breach of Personal Information Notification Act (73 Pa. 
Stat. § 2301 et seq) for data breaches, security incidents, or other improper disclosures of taxpayer data.  
 

Furthermore, data breaches, security incidents, or other improper disclosures of taxpayer data that, by law, require 
reporting to the office of the Pennsylvania Attorney General must also be reported to the City of Philadelphia 
 
Notify the agency if any forms and/or payments you support are not ready when your software is available for use.  
Submit this information via email to MeFPhila@phila.gov.   
 
 
Production return submission requirements 
All returns generated from this software must be e-filed or printed from the approved software or a subsequent product 
update.   
 

Product updates 
Desktop product users who attempt to file 10 or more business days after a production release must be required to 
download and apply the product update.   
 
Schemas   
Your software must follow the schema requirements.  Find City of Philadelphia schema requirements FTA State 
Exchanged System (SES) for electronic filing.    
 
System security requirements 
The City of Philadelphia does not prescribe the security requirements for your system.  You are responsible for 
implementing appropriate security measures to protect taxpayers and their information in your system.  You must apply 
security measures to protect taxpayer information in your system when it is on-line, off-line, at rest, and in transit.   
 
Testing and submissions 
All e-file ATS and substitute forms/coupons tests submitted during the approval process must be created in, and 
originate from, the actual software.  
 

https://govt.westlaw.com/pac/Browse/Home/Pennsylvania/UnofficialPurdonsPennsylvaniaStatutes?guid=N9B3F41908C4F11DA86FC8D90DD1949D4&originationContext=documenttoc&transitionType=Default&contextData=(sc.Default)
https://govt.westlaw.com/pac/Browse/Home/Pennsylvania/UnofficialPurdonsPennsylvaniaStatutes?guid=N9B3F41908C4F11DA86FC8D90DD1949D4&originationContext=documenttoc&transitionType=Default&contextData=(sc.Default)
mailto:MeFPhila@phila.gov
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Validation of data elements 
You must validate the following pre-populated data elements:   
 FEIN / SSN 
 PHTIN (City account number) 
  
 
Customer Notices 
This section identifies information City of Philadelphia is requiring the software providers to communicate with 
customers.   

Disclosure and use of information language expectations   
You must include the following consent language with electronic filing software.   

For Do-It-Yourself software: 
By using a computer system and software to prepare and file my tax return(s) electronically, I consent to the 
transmission of my return(s) and to the disclosure of all information about my use of the system and software 
to the City of Philadelphia. 
 
For Tax Professional software: 
By using a computer system and software to prepare and file my client’s return(s), I consent to the transmission 
of my client’s return(s) and to the disclosure of all information about my use of the system and software to the 
City of Philadelphia.  
 
For Business software: 
By using a computer system and software to prepare and file this business tax return(s), I consent to the 
transmission of the return(s) and to the disclosure of all information about the use of the system and software to 
the City of Philadelphia.  
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Refund expectations 
City of Philadelphia is providing a URL and/or statement for refund processing. All Do It Yourself (DIY) and Tax 
Professional software packages must include this information in your software.  The message is expected to be 
displayed within the software in a way to maximize the likelihood the message is read.   
 
URL:  https://www.phila.gov/services/payments-assistance-taxes/refunds/ 
 https://tax-services.phila.gov 

 
Statement:  To check the status of your Refund go to Philadelphia Tax Center “Where is my Refund” link below or 
contact Refundunit@phila.gov  

https://tax-services.phila.gov 
 

 
Taxes due expectations 
City of Philadelphia is providing a URL and/or a statement about taxes due, such as due dates and payment methods. 
All Do It Yourself (DIY) and Tax Professional software packages must include this information in your software.  The 
message is expected to be displayed within the software in a way to maximize the likelihood the message is read.   
 
URL: https://www.phila.gov/services/payments-assistance-taxes/make-a-payment/ 

 
Statement: If you owe the City of Philadelphia, pay your taxes now with your submissions or go to the URL above for 
more information and payment options.   
 
 

Agency questions 
The City of Philadelphia accepts electronic amended returns.  Will your software be ready to provide them at the 
beginning of the filing season? 
 
 
 

Acknowledgments and signature 
By signing this agreement, I agree to provide true, accurate, current, and complete information and my company 
agrees to all the requirements listed in this document.   
 
The City of Philadelphia reserves the right to deny, suspend or terminate my company’s ability to submit returns. 
 

AUTHORIZED REPRESENTATIVE PRINTED NAME 
      

AUTHORIZED REPRESENTATIVE EMAIL ADDRESS 
      

AUTHORIZED REPRESENTATIVE SIGNATURE 
      

AUTHORIZED REPRESENTATIVE PHONE 
NUMBER  
      

DATE 
      

https://www.phila.gov/services/payments-assistance-taxes/refunds/
https://tax-services.phila.gov/
mailto:Refundunit@phila.gov
https://tax-services.phila.gov/
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Authorized access to the State Exchange System 
Access to the State Exchange System should be limited to those with a business need.  You are allowed up to 10 users.    
Provide information for each employee you are authorizing for access to the State Exchange System. The tax type box 
should include all the tax types individuals are authorized to access.   
 
NOTE: Include all authorized individuals, even if listed previously on this form.   

First and last name  
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name 
      

Phone number   
      

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name 
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name 
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name 
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name 
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name 
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name 
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name  
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
 

First and last name  
      

Phone number 
       

Email address 
       

Authorized access 
 Substitute Forms          E-file 

Tax types  
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