
ENTREPRENEUR’S
GUIDE
STARTING AND GROWING A BUSINESS IN PENNSYLVANIA



ENTREPRENEUR’S
G U I D E
STARTING AND GROWING 
A BUSINESS IN PENNSYLVANIA

March 2009
ISBN #0-0182-0142-8



The Entre pre neur’s Guide:  Starting and Growing a Business in Pennsyl vania was prepared by the
staff of the Center for Entre pre neurial Assis tance. Comments and inquiries on the subject matter
should be addressed to:  Center for Entre pre neurial Assis tance, 400 North Street, 4th Floor, Common -
wealth Keystone Building, Harris burg, PA 17120-0225. 1-800-280-3801 | newPA.com



Dear Friend:

Entrepreneurs and small businesses are helping to create new jobs, develop 

groundbreaking technologies and grow Pennsylvania’s economy.  In fact,

our economic health depends more than ever upon the contributions of

those hardworking women and men who take the financial risks, who push

back the boundaries, and who create more and more opportunities for the

rest of us.  After all, small business is the largest job creator in

Pennsylvania, employing about fifty percent of our state’s workforce.  

As you are taking steps to start and grow your new business, you’ll find the

Entrepreneur’s guide to be a reliable and helpful resource.  It clearly

outlines all the commonwealth’s business-friendly services, from financing

programs and technical assistance, to information about the business

registration process.  

I also encourage you to make full use of our extensive network of service

providers, including the Small Business Development Centers.  This

network is staffed by experienced professionals, who are ready to work one

on one with you to help achieve your business goals.  

In addition to using the Entrepreneur’s Guide, I recommend that you call our Center for Entrepreneurial

Assistance.  It’s a toll-free call: 1-800-280-3801.  There, you will find expert assistance from our

business-development specialists and advocates, who understand the challenges of starting and running your

own business. 

My administration is committed to working closely with Pennsylvania’s entrepreneurs and small businesses.

Together, I am confident we can build a strong and successful commonwealth, full of opportunity and promise

for all. 

Sincerely,

Edward G. Rendell

Governor



Dear Friend:

The entrepreneurial spirit has always been a powerful force in building

Pennsylvania’s economy.   From small manufacturers to health care

providers, high-tech companies to family-owned businesses, our

entrepreneurs create jobs, encourage innovation and help Pennsylvania

succeed in today’s highly competitive marketplace. 

The Center for Entrepreneurial Assistance (CEA) was established within the

Department of Community and Economic Development because small

businesses are so vital to the revitalization of Pennsylvania’s communities.

The CEA is your first stop on the road to starting and growing a successful

business.  By connecting entrepreneurs with a network of economic

development service providers, the Center locates potential financial and

other resources, as well as helping you quickly identify state registration

requirements.

The Rendell Administration is working closely with entrepreneurs to help

them achieve the dream of operating a successful business right here in the 

Commonwealth of Pennsylvania.  That’s why we’re presenting the Entrepreneur’s Guide: Starting and Growing a

Business in Pennsylvania. This invaluable resource connects you to the people, agencies and information

sources that provide answers to your questions about business development and growth. 

As an entrepreneur, you are helping to fuel fires of economic growth in the Commonwealth, and creating

opportunities for our diverse communities.  Your success is a big part of Pennsylvania’s success. In addition to

carefully reviewing this publication, I urge you to contact the Center for Entrepreneurial Assistance, just a

toll-free phone call away, at 1-800-280-3801 or visit newPA.com. 

Sincerely,

George E. Cornelius

Acting Secretary, Community and Economic Development
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Introduction

Each year thousands of Pennsyl va nians begin the journey
toward entre pre neur ship.  Some travel alone with nothing more
than a good idea for a business and money they have saved
from their own paycheck.  Other potential entre pre neurs need to
develop a detailed plan, secure financing and inves ti gate
industry, state and federal regula tions.  Whether your journey
from concept to opening day is months or years, you will
discover that starting a business requires answers to numerous
questions.  You will also find that once the business is started,
the need for quick, concise infor ma tion continues throughout
corporate life.  This guide is intended to direct you toward the
people, agencies, and sources of infor ma tion that can provide
answers to both business devel op ment and growth questions.

The Entre pre neur’s Guide: Starting and Growing a Business in
Pennsyl vania is filled with the most current infor ma tion
available.  You will find free services, check lists, helpful tips and licensing proce dures.  Because the infor ma tion
in this guide is not intended to be the final statement on any subject, you will also find addresses, web sites and
telephone numbers for contacting business-related agencies.  You are encour aged to seek specific infor ma tion
about your type of business from the appro priate agency.  You should also consider enlisting the help of legal, 
accounting, and insurance profes sionals during the planning stages of your business venture.

This is an exciting time in American business history to become an entre pre neur.  Govern ment and industry now
recognize the important role of young firms in providing fuel to the nation’s economy.  Innova tive products, new
jobs and new technol o gies are generated by ingenious entre pre neurs with the knowledge and willpower to
compete in the challenging global market place.  Since the first edition of this guide, thousands of copies have
been distrib uted to entre pre neurs throughout the Common wealth.  The guides have been published under
different titles, and the content has been changed and updated, but the purpose remains the same—to assist
each Pennsyl va nian in pursuit of business success.

                                                                                                                

This guide is intended

to direct you toward the 

people, agencies, and

sources of infor ma tion

that can provide

answers to both

business devel op ment

and growth questions.
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Section I

Starting a Business
in Pennsylvania





1

How to Assess Yourself and Your Business Idea

Four basic factors influence a successful business start-up: a qualified entre pre neur, a profit able business idea, a 
thorough business plan, and adequate capital.  The latter two factors, plan and capital, are subjects of the next
two sections of this guide.  Before you proceed, you should assess both your own entre pre neurial skills and the
viability of your business concept.  If it is not feasible (profit able) for you and your business concept to succeed,
you will not need to spend time writing a business plan and seeking financing.

n Is Entrepreneurship the Right Choice for You?

Your previous work experi ence may not have fully prepared you for business ownership.  Therefore, before you
can begin your entre pre neurial education, you will need to identify the charac ter is tics of successful entre pre -
neurs and compare them to your own strengths and weaknesses.  Many studies have been conducted and even
more articles written on “the right stuff” for being an entre pre neur.  A summary of the primary charac ter is tics of
successful business owners follows.  Rate yourself with a plus (+) for those traits you already possess, or 
minus (-) for those that could benefit from improve ment.

Problem-solving:  can explore innova tive ways to respond to oppor tu ni ties.

Goal-oriented:  can envision a desired outcome, as well as plan and implement the activ i ties required to
achieve it. 

Self-confi dence:  believes in own ideas and abilities, and conveys that belief to others. 

Risk-taking:  can abandon status quo, explore options and pursue oppor tu ni ties.

Decision-making:  ability to make prudent choices even in a stressful environ ment.

Persis tence:  can tenaciously pursue goals regard less of the energy and commit ment required.

Commu ni ca tion:  can speak, listen and write effec tively.

Inter per sonal relation ships:  can under stand the wants and needs of others, as well as inspire them.

Leader ship:  can direct others effec tively and empower their perfor mance.

If you gave yourself a minus in any of the traits on the checklist, it does not mean you should give up your entre -
pre neurial venture and seek a job in someone else’s business.  By making a conscious effort, you can strengthen
weak entre pre neurial charac ter is tics.  Begin improve ment by reading business magazines and books, enrolling
in educa tional programs, and seeking out a mentor who exhibits the traits you need most.  If you have some
other idea about how to strengthen a weak charac ter istic, that is good.  You possess another charac ter istic of
successful entre pre neurs—you are creative!

As an entre pre neur you must possess not only the personal traits for success, you must also possess some
degree of expertise in each of the manage rial skills required for business survival and growth.  Although you can
hire skilled employees, engage qualified consul tants, and develop a corporate advisory board, ultimately, it is
you who must determine the strengths and weaknesses of your business, diagnose problems and seek out the
expertise of others.  You must learn to wear each of the manage rial “hats,” sometimes all at one time.  Entre pre -
neurial tasks include the super vi sion and even perfor mance of financial manage ment, personnel manage ment,
marketing manage ment and produc tion manage ment.  If you have not developed the experi ence necessary to
learn the basic skills of each of these areas, begin now to build them as a mandatory founda tion for your

business.  
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n Is Your Business the Right Choice for Your Customers?

Once you have decided that it is feasible for you to be an entre pre neur, begin assessing whether your business
concept is feasible.  Many entre pre neurs have plunged into a business without thoroughly evalu ating the profit -
ability of their product or service.  After expending vast amounts of time and money, they discov ered their
business idea was flawed.  Failure rates for early stage businesses often exceed 50 percent, so take the time to
test the validity of your concept against the following charac ter is tics of a feasible business:

The product or service satisfies the needs of the prospec tive customer, not simply the desire of the
business owner.

The product or service has an identi fi able advantage over compet i tive sources.  The advantage is of signif -
i cant relevance to the customer.

The quality of the product can be maintained to a level that encour ages customers to make repeat
purchases.

There are a suffi cient number of customers in the market to support an additional compet itor.

The product or service is compat ible with existing beliefs, attitudes and buying habits of prospec tive
customers.

The benefits of the product or service are easily commu ni cated to the target customers.

The price of the product or service is within an afford able range for the intended customers.

Cost-efficient methods of targeted commu ni ca tion exist between the seller and the potential buyers.

Projected sales potential, based on the number of customers and their average expen di ture for the
product, is suffi cient to generate a profit after all expenses are paid.

Suffi cient sales can be generated during peak months to support the business expenses for the entire
year.
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Checklist for Business Start-Up

The following checklist outlines many of the steps necessary to begin your business.  The list is intended to help
you determine where you are right now, and what assis tance and infor ma tion will be required to proceed from
your present position to opening day.  Place a check next to those activ i ties you have already completed or do not 
apply to your type of business.  For those activ i ties you have yet to accom plish, you may want to identify the

source of the assis tance as you read through this guide.

n General Start-up Activities

Determine the business you want to start and assess:

a. your quali fi ca tions for that business

b. the feasi bility of making that business profit able

Conduct research on your industry, target market and compe ti tion.

Select a location and analyze it for traffic, parking, customer and delivery access.

Develop a list of all start-up expenses: equipment, furniture, deposits and services.  
Identify the cost of each item.

Develop a list of all potential monthly expenses.

Identify all financing resources available at the local, state and federal level and list those most appro priate 
to your firm.  Make contacts for infor ma tion.

Establish a bank account for your business.

Research potential suppliers and inves ti gate credit terms with each.

Develop job descrip tions for the individ uals you intend to hire and prior i tize their hiring.

Inves ti gate all start-up proce dures specific to your industry.  

Write a business plan that includes your manage ment, marketing, produc tion and financial strat e gies.

Establish record-keeping proce dures for financial manage ment, marketing, personnel, mainte nance, etc.

Identify all manage ment assis tance resources available at the local, state and federal level and list those
most appro priate for your firm.  

Identify an attorney, accoun tant and insurance profes sional whose skills will comple ment your needs.

Secure financing if needed.
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n Regulations and Requirements

Listed below are sugges tions for basic infor ma tion sources.  If you have a question about state regula tions that
is not answered below, call the Center for Entre pre neurial Assistance, 1-800-280-3801.

Determine the best type of business structure for your venture.  The most common choices are:  sole
propri etor ship, partner ship, or corpo ra tion.  For regis tra tion help, call the Pennsyl vania Depart ment of
State, Corpo ra tion Bureau, 717-787-1057.

o If your business will be a sole propri etor ship and you will be using an assumed name, you must
check the avail ability of the name you have chosen and register it.

o If your business will be a partner ship, draw up your partner ship agreement.  If the partner ship will be
using an assumed name, register the ficti tious name.

o If your business will be a corpo ra tion, file Articles of Incor po ra tion. 

If you will employ one or more people, obtain federal, state and local forms:

o Federal Income Tax and Social Security Tax withhold ings:  contact the Internal Revenue Service,
1-800-TAX-1040 for infor ma tion;  and 1-800-TAX-FORM to order forms or publi ca tions.

o Insure your workers’ compen sa tion liability by purchasing a workers’ compen sa tion policy through an
insurance company or from the State Workers’ Insurance Fund, 570-963-4635, or by securing
approval for member ship from a certified group self-insurance fund, if one operates covering your type 
of business. Addition ally, larger businesses that have been operating for three or more years may
apply for approval to individ u ally self-insure liability with the Pennsyl vania Depart ment of Labor and
Industry. For more infor ma tion on group or individual self-insurance, contact 717-783-4476.

o Unemploy ment Compen sa tion:  request the PA-100 Enter prise Regis tra tion Form and Instruc tions by
calling 1-800-362-2050.  You may also download a copy of the PA-100 from the Pennsyl vania Depart -
ment of Revenue’s web site at www.revenue.state.pa.us, Business Taxpayers; Business Regis tra tion
(PA-100) or register on-line at www.paopen4business.state.pa.us. 

Obtain a Federal Employer Identi fi ca tion Number (EIN) from the Internal Revenue Service.  For infor ma -
tion on the EIN, contact the Internal Revenue Service at 1-800-TAX-1040.  To request an EIN appli ca tion
(Form SS-4), call 1-800-TAX-FORM or visit www.irs.gov.

Determine if your business is required to collect sales tax.  Refer to the blue pages in your telephone
directory (under State Govern ment) for the nearest Pennsyl vania Depart ment of Revenue District Office in
your area.  If sales tax is appli cable, request the PA-100 Enter prise Regis tra tion Form and Instruc tions.  

Contact the Pennsyl vania Depart ment of Labor and Industry to make sure your building has an occupancy 
permit and that it complies with the Fire and Panic Regula tions and Universal Acces si bility Standards.  To
verify an occupancy permit, call the File Research Section of Labor and Industry, 717-787-3806.  For
compli ance questions, call the Buildings Section of Labor and Industry at 717-787-3806 and speak with a
plan examiner. For buildings located within the city limits of Phila del phia (215-686-2467), Pitts burgh
(412-255-2181) and Scranton (570-348-4193), call the appro priate city code enforce ment office.

If your business will be serving food or beverages, contact your local health depart ment and the Pennsyl -
vania Depart ment of Agricul ture regarding regis tra tion or licensing proce dures.  Refer to the section on
Business Require ments and Regula tions.

If your business derives its income from Internet sales and services, there are no special regis tra tion or
licensing proce dures required by the Common wealth. The same require ments that apply to all other types
of business such as business name regis tra tion, tax regula tions, business structure election, employ ment
respon si bil i ties, etc. on this checklist apply to technology based companies. Also, be sure to review the
License and Permit Require ments section of this Guide. For clari fi ca tion on sales tax issues call the
nearest Pennsyl vania Depart ment of Revenue District Office.
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 Check with the local munic i pality (city, borough or township) concerning zoning require ments and any
required local licenses and permits.

 Check with federal, state and local govern ment (city, borough, township or school district) agencies
concerning their tax laws and business require ments.

n Potential Resources

In addition to resources listed in this publi ca tion, the following sources of infor ma tion can be helpful:

n Com mon wealth of Penn syl va nia web site: www.state.pa.us

n Tele phone di rec to ries

n Di rec tories of trade as so ci a tions

n Trade as so ci a tion re search of fices

n Trade shows and trade show di rec to ries

n Trade and in dus trial pub li ca tions and data bases

n State, na tional and in ter na tional di rec to ries of man u fac tur ers

n Cham bers of Com merce

n Lo cal eco nomic and in dus trial de vel op ment agen cies (see your tele phone di rec tory)

n Cen sus data (state and lo cal li brar ies)

n An nual re ports

n In dus try buy ers 

n State Li brary web site: www.statelibrary.state.pa.us

n SBDC's:  www.pasbdc.org

n Penn syl va nia De part ment of Com mu nity and Eco nomic De vel op ment web site: newPA.com
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How to Write a Business Plan

Like all entre pre neurs, you will need to do a great deal of research before opening your business. Writing a
business plan, a document that clearly describes your vision of all the details of business operation, is recom -
mended. The plan allows you to apply your research to your decision-making. Although a business plan is time
consuming, it is important to business success. Completing the plan forces you to examine all decisions of
manage ment, marketing, personnel and finance in an objective and organized way.  Another important benefit
of the planning process is that you will project the amount of financing needed for start-up and the early stages
of your business.  The plan will, therefore, become a useful tool in securing capital before start-up.  Then the
plan becomes your owner’s manual guiding your daily operation and activ i ties.  

Among other things, the business plan describes the products and services you will sell, the customers to whom
you will sell them, the produc tion, manage ment and marketing activ i ties needed to produce your offerings, and
the projected profit or loss that will result from your efforts.  A complete outline of the content of the plan is
supplied below.  When you adequately cover all of the outline elements, your business plan will provide answers
to these questions:

n Who are you? A per sonal re sume out lin ing the ed u ca tion and ex pe ri ence that will al low you to start and
man age your busi ness suc cess fully.  

n What are you go ing to do?  A de scrip tion of your busi ness con cept, the prod ucts and ser vices you will be
pro vid ing, the mar ket which you will serve, where you will be lo cated, how much money you will in vest and
how much ad di tional money you will need (if any).

n Where are you go ing?  The short- and long-term goals you have set for your busi ness.

n How are you go ing to get there?  The strat e gies that will al low you to meet your fi nan cial re spon si bil i ties,
com pete with oth ers in the mar ket place, learn new man age ment skills, com mu ni cate with your cus tom ers,
etc.

Business planning is an ongoing activity.  Existing businesses, as well as start-up firms, benefit from writing and 
updating their goals, plans and activ i ties. Although plans differ in some content elements depending on whether 
the firm is a retail, manufac turing, distri bu tion or service enter prise, the following outline should provide a solid
framework for preparing your business plan.  Brief expla na tions are provided in each section, but if you have
questions about the appli ca tion of the outline to your partic ular business, contact the Small Business Devel op -
ment Center (SBDC) (www.pasbdc.org) or Service Corps of Retired Execu tives (SCORE) (www.score.org)
Chapter in your area.  Refer to Section IV, Pennsyl vania Resources Section for contact infor ma tion.
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The Business Plan

n Ti tle Page
All contact and ownership infor ma tion is included on the title page.  Some entre pre neurs like to add a very
brief business descrip tion, slogan or mission statement.

a. Busi ness name, ad dress, tele phone, e-mail and web site

b. Name of owner(s)

n Ta ble of Con tents
Include a list of all sections of the business plan and the appro priate page numbers.  Graphs, diagrams and
other visual repre sen ta tions should also be identi fied.  Items included as exhibits at the end of the plan
(example: owner resume) should be clearly identi fied so that the reader can reference them while reviewing
the plan. 

n Mis sion State ment
The mission statement should describe why your company exists in the market place.  Some companies use
this statement as a founda tion for manage ment decision-making, and publicly display it on promo tional
liter a ture and in the place of business.  Many entre pre neurs find it useful to make the mission statement
brief and general enough to allow potential growth of product lines and services.  Consider the differ ence
between describing yourself as a company in the “automo bile” business, and a company in the “trans por ta -
tion business.” The mission statement is usually not changed for five years or more and so it is important for 
it to adequately portray your firm’s identity and philos ophy.

a. De scrip tion of com pany pur pose

b. Iden ti fi ca tion of those served

n Ex ec u tive Sum mary
An overview of the content of your business plan allows managers, strategic partners, investors or lending
agencies to quickly grasp your concept and business direction, so that as they read the pages that follow,
they have a clear idea of your inten tions.  Because the plan encom passes so many activ i ties, the reader
could fail to extract the owner’s view of the most important infor ma tion.  You will find many uses for this
summary as you move forward to promote your company, network in the business community and work with 
vendors of business products and services.

a. Brief de scrip tion of the com pany his tory

b. Pur pose of the plan

c. Goals of the busi ness 

d. De scrip tion of the prod ucts and ser vices

e. Cus tomers

f. Man age ment team ex pe ri ence

g. Amount re quired from lender*

h. Other sources of funds/col lat eral*

i. Method of re pay ment*

(*) Items marked with an asterisk are added to the business plans being used to secure financing.
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n In dus try Sta tus
This is the part of your plan that discusses the business environ ment in which you will be operating.  Entre -
pre neurs often wish to gloss over this section because the factors are consid ered external to the company and 
uncon trol lable.  Gathering this infor ma tion is important, however, because it can help you determine limita -
tions or oppor tu ni ties impacting your profit. You may even discover infor ma tion that changes the type of
business you are starting, or the ways in which you expand opera tions.  Be sure to study both positive and
negative factors. 

a. Na tional/Re gional eco nomic growth or de cline

b. In dus try out look

c. Pro jected op por tu ni ties

d. Reg u la tory en vi ron ment

e. Tech no log i cal in flu ences

n Tar get Mar ket/Cus tomer Base
An error in the deter mi na tion of your target market(s) will not only adversely affect all other sections of your
business plan, it will most certainly increase your adver tising and promotion expense.  For some businesses it 
is the differ ence between success and failure.  In this section of the plan describe the most likely customers
for your product or service.  Who are they?  Where are they?  When and why will they buy from you?  To be
thorough you must also describe the target market between you and the end user of your offerings.  For
example, if you are a manufac turer, you may need a retailer or distrib utor.  Without the retailer or distrib utor
purchasing your product, the end user will never have the oppor tu nity to purchase.  You may need promo -
tional liter a ture such as product and price sheets for this “middle” market and you may even need sales
assis tance.  Overlooking this market could result in under es ti mated expense.

Often your entire market of purchasers can be divided into segments, or groups of purchasers with common
needs.  Segmenting your market allows you to define and describe buyers’ needs and habits as completely as
possible.  Accurate infor ma tion about the size of your market and expected market share helps you predict
potential income.

a. Char ac ter is tics of the tar get mar ket: 

· De mo graphic pro file (age, in come, sex, ed u ca tion)

· Busi ness cus tomer (in dus try, size, pur chaser)  

· Geo graphic pa ram e ters

b. Size of the mar ket/ex pected mar ket share

c. Mar ket seg men ta tion

d. Cus tomer buy ing hab its (sea son al ity, quan tity, av er age ex pen di ture)

n Mar keting Plan
The marketing plan describes all activ i ties involved in selling.  It sets annual sales goals and examines the
compet i tors’ products and services and how your offerings are unique.  Marketing is not simply adver tising
and promotion activ i ties.  Although these commu ni ca tion elements are extremely important, they are ineffec -
tive if you have not chosen products and services wanted and needed by your potential customers.  The
marketing plan should include a complete descrip tion of all offerings.  Names, colors, assort ments and other
details are important to customer choice.  If you have multiple products for multiple target markets, this is
the section where those distinc tions must be made.

If you are tempted to dismiss compe ti tion, ask yourself how your potential customer currently solves the
same problem your offerings are intended to solve.  What are the custom ers’ choices when spending their
financial resources? It can be helpful to develop a matrix that lists all your major compet i tors, their products
and services, prices, methods of promotion and location.  By incor po rating your own marketing infor ma tion
on the matrix, you can identify your firm’s strengths and weaknesses. Your marketing section includes
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customer service policies.  Small businesses often have an oppor tu nity to compete with larger firms by
offering flexible, courteous, customer-centered services.

The pricing of your product must consider compe ti tion and customer expec ta tions, but it must also
consider all expenses.  It is not uncommon for early stage businesses to: (1) believe they can sell at the
lowest price; (2) misun der stand the impor tance estab lishing price policies at levels other than the end user
level; and (3) overlook the relation ship between pricing and other elements of marketing.

The location element of business planning once focused on a physical business site, customer access to
that site and trans por ta tion (logistics) related to the site. With advance ments in technology, both start-up
and existing businesses must examine whether the location for interface with customers is a physical
location, cyberspace or both.  A web site can be used to simply promote a business and its offerings, or it
can be the actual market place where sales are consum mated.  Web site devel op ment, perfor mance, delivery
systems and payment activ i ties are now a necessary part of the marketing plan.

Few businesses exist without adver tising expense.  The choices of strategy and media are many, but the
choice to eliminate adver tising says the entre pre neur can not afford to commu ni cate with customers.  A
lack of commu ni ca tion is directly related to a lack of customer spending and a lack of customer spending
criti cally impairs the business’s survival. Since adver tising and other elements of promotion are legit i mate
business expenses, they must be incor po rated in the price of the products and services.

a. Sales goals

b. De scrip tion of all prod ucts and ser vices

c.  Di rect and in di rect com pe ti tion 

d. Pricing ob jec tives/meth ods

· Whole sale and re tail

· Dis counts and spe cial al low ances

· Sea son al ity in pric ing

· Credit terms 

e. Lo ca tion 

· Where prod ucts/ser vices will be sold

· Web site

· Anal y sis of ad van tages/dis ad van tages

· Plant/store at mo sphere

· Trans por ta tion  

f. Pro mo tion ac tiv i ties

· Ad ver tis ing

· Pub lic re la tions

· Pub lic ity

· Trade or busi ness shows

· E-Commerce

g. Pack aging

h. Cus tomer ser vice pol i cies

i. Sales train ing, man age ment and meth ods

j. Growth strat e gies
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n Pro duc tion and Op er a tions Plan
A lack of produc tion and opera tions planning causes entre pre neurs to under es ti mate start-up, mainte nance
and growth expenses.  The decisions in this section of the plan consider the “physical” health of the
business.  If the business is started at home, the entre pre neur should set criteria such as income, number of
employees or product expansion that will neces si tate moving to a business site.  Decisions made in this
section affect the extent of company indebt ed ness, as well as the collat eral of the business when it seeks out 
loans or invest ments. 

a. Fa cil ity 

· Lease or pur chase

· Size and floor plan

· Zoning, lo cal reg u la tions, taxes

· Ren o va tion/ex pan sion plans

b. Equip ment

· Ma chines/tools owned/needed

· Lease or pur chase

· Main te nance pro ce dures and costs

· Ve hi cles

· Tele com mu ni ca tions and data

c. Pro duc tion pro cess and costs

d. Sup pliers/credit terms

e. Trans por ta tion and ship ping ac cess and equip ment

f. Sched uling for com ple tion of re search and de vel op ment

n In sur ance
By defini tion, entre pre neurs are risk takers.  They launch a new enter prise in a compet i tive environ ment with
less than adequate capital and work more hours in the day than their corporate employee counter parts.
Once the decision has been made to become an entre pre neur, risk manage ment becomes a part of the job
descrip tion.  As a firm grows, the wise entre pre neur develops a risk manage ment program with advice from
an attorney, accoun tant and insurance agent. 

Young firms are vulner able and protec tion comes from evalu ating and prioritizing risks and insuring against
them.  You can start by making a list of the perils your business faces.  Identify which are most catastrophic,
such as loss of life, damage to property, employee or customer injury resulting from a faulty piece of
equipment or product. Take action to protect your business against these catas tro phes first.   Risks differ
related to your industry and specific offerings, and gaps in coverage can occur as the business grows.  Your
risk manage ment program should be evaluated annually.

a. Prod uct li a bil ity f. Workers’ com pen sa tion

b. Per sonal/busi ness li a bil ity g. Un em ploy ment

c. Busi ness in ter rup tion h. Fire

d. Ve hi cle i. Theft

e. Dis abil ity
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n Man age ment and Hu man Re sources Plan
The people in any business are an important and expensive resource.  Before devel oping this section of the
plan, the entre pre neur must identify how the business will grow and what skills will be needed for that
growth.  If additional locations are planned, new managers will need to be hired or trained.  If growth comes
from devel op ment of new products, researchers and engineers may be needed.  If growth will result from
selling inten sively to a small number of clients who buy on multiple occasions, employees that are capable
of devel oping good relation ships and deliv ering excellent customer service are needed.  The obvious
expense of human resources is salary and benefits.  Less obvious is the cost of recruit ment, selection and
training when turnover occurs.  This section requires knowledge of state and federal regula tions governing
employer and employee relation ships.

a. Key man ag ers

· re spon si bil i ties

· train ing

· re port ing pro ce dures

b. Per son nel

· num ber of full- and part-time em ploy ees

· spe cial skills/ed u ca tion re quired/con tin u ing ed u ca tion

· job de scrip tions and eval u a tion meth ods

· ben e fits

· wages, com mis sions, bo nus plans

· use of sub con tracted per son nel

· pol i cies

c. Or ga ni za tional chart

d. Lists of stock hold ers and board mem bers

e Amount of au tho rized stock and is sued stock

f. Pro fes sional as sis tance (at tor ney, ac coun tant, banker, in sur ance rep re sen ta tive, etc.)

n Fi nan cial Plan
Books and software packages can be purchased with formatted worksheets to produce the documents you
need for your financial plan.  The numbers used for each expense should be as accurate as possible based on 
current research.  Identify any fluctu a tions that can be predicted such as increases in raw materials, lease or
utilities in year two or three of your business.  Estimate the month and year when additional employees will
be hired and what they will be paid. A break-even analysis helps you under stand at what point the business
becomes profit able and allows you to set goals realis ti cally.   Without a financial plan you will find it nearly
impos sible to interest lenders or investors in helping you start and grow, because you have no facts to back
up your enthu siasm and commit ment to your venture.

a. Start-up costs (all one-time ex penses such as equip ment, de pos its, fees, etc.)

b. Monthly ex penses (on go ing ex penses for lease, in sur ance, util i ties, etc.)

c. Sources and uses of funds*

d. Bal ance sheets (open ing day and pro jected three years)  

e. Pro jected cash flow (monthly first year, quar terly year two and three)

f. Profit and loss fore cast or state ment (an nual for three years)

g. Break-even anal y sis

h. Ex ist ing busi ness (his tor i cal state ments for three years*) 

i. Per sonal fi nan cial state ment of owner(s)* 

j. As sump tions used in prep a ra tion of fi nan cial pro jec tions
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n At tached Ex hibits
a. Man agers’ re sumes

b. Ad ver tise ments, news ar ti cles and other pro mo tional doc u ments

c. Con tracts, leases, and fil ing doc u ments (Fic ti tious Name, Em ployer Iden ti fi ca tion Num ber, Ar ti cles of
In cor po ra tion) 

d. Let ters of sup port

e. Pic tures of the prod uct or ser vice

f. Mar keting re search

g. Pat ents, trade marks, copy rights, li cense agree ments

h. In come tax re turns (three years)*

i. In voices or es ti mates for fa cil ity or equip ment pur chases*

(*) Items marked with an asterisk are added to the business plans being used to secure financing.

For assis tance in devel oping your business plan contact the Small Business Devel op ment Center
(SBDC) (www.pasbdc.org) or the Service Corps of Retired Execu tives (SCORE) (www.score.org)

Chapter in your area.  Refer to Section IV, Pennsyl vania Resources Section for contact infor ma tion.
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How to Finance Your Business

A leading cause of small business failure is inade quate start-up capital.  Before you begin your new venture, you
must realis ti cally project not only your start-up costs for such things as equipment, renova tions, and promotion,
but also your cash flow require ments for the early stages of operation.  It often takes time to build sales levels,
yet rent, utilities and other costs are immediate.  During this time, bills are arriving faster than the customers,
cash reserves can help the business survive.  Funding needed for start-up and operation of a business is
available in two forms: (1) debt capital - borrowed funds; and (2) equity capital - funds generated through the

sale of stock, or by the invest ment of the owner.  

The terms on repayment of debt capital vary and are negoti ated between lender and borrower.  Raising capital
through the sale of stock is complex and highly regulated; you should seek legal advice.  More than half of all
businesses are started with capital invested by the owner or the owner’s family.  Should you decide that your
own resources are insuf fi cient, the tradi tional sources of financing are: banks, local, state and federal agencies,
and venture capital firms.

In many cases the most funda mental document you will need for a loan appli ca tion is a business plan, because
it shows the lender your ability to research and envision the estab lish ment and operation of the firm.  In the
previous section of this guide, the business plan outline contains several items marked with an asterisk (*).
These items are partic ular additions for a business plan being used with a loan appli ca tion.  In addition to the
plan, lenders consider several factors in evalu ating a business loan:

n Man age ment Ex pe ri ence:  your back ground com pared to the skills re quired for your cho sen busi ness.

n Re pay ment Abil ity:  your re al is tic pro jec tion of busi ness in come al lows you to main tain loan pay ments.

n Col lat eral:  your pledge of as sets to ward busi ness sta bil ity and loan re pay ment.

n Credit:  your his toric and cur rent re cord of re pay ment of ob li ga tions.

Obtaining a loan requires prepa ra tion and credit worthi ness, but a bit of sales ability can help.  You will be
competing with many other business owners, and knowing what the lender needs when requesting a loan is just
as important as knowing what a customer needs when selling your product.  Many lenders want assurance that: 

n You have some thing at risk in start ing and op er at ing this busi ness. (Do not ask them to go out on a limb to 
back you if you are not out on the limb your self.  You must have re sources com mit ted to your own ven ture
to se cure the sup port of oth ers.)

n Your pro posal is a sound one based on the 5 C’s of credit: ca pac ity, cap i tal, col lat eral, char ac ter, and con di -
tion (in dus try).

Refer to Section IV, Pennsyl vania Resources for sources of financing.



14

Worksheet:  Start-Up Costs

Start-up costs are those expenses that you will incur before your business opens.  They vary according to the
type of business, but this worksheet will help you begin the process of assessing your financial needs so that
your venture is not under cap i tal ized at the outset. 

Deposit, office or building lease   $_______________
     (Facility/location expense)

Decorating/remod eling/build-out $_______________
     (Changes in facility required for business operation)

Furniture/fixtures $_______________

Equipment $_______________
     (Produc tion, office machines, security, etc.)

Instal la tion $_______________
     (Fixtures, equipment)

Telecom mu ni ca tions/data $_______________

Utilities $_______________
      (Instal la tion and deposits)

Initial inventory $_______________
     (Stock, supplies for manufac turing)

Office supplies    $_______________

Adver tising and promotion $_______________
     (Business cards, statio nery, brochures, grand opening)

Signs $_______________
     (Vehicle, interior and exterior for facility)

Licenses, permits and fees          $_______________

Insurance $_______________

Legal/profes sional services            $_______________

Working capital                             $_______________
     (Cash reserve for early months of business before sales
     are suffi cient to pay bills)

Total Start-up Costs $_______________
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Worksheet: Monthly Expenses

Some of your start-up expenses will also become ongoing monthly costs once your firm is in operation.  It is
necessary to estimate all of your monthly costs so that you are realistic about the income your firm will need.
This worksheet includes some basic consid er ations.  Completing it will help you and your accoun tant develop
cash flow projec tions.  In the column adjacent to the monthly expenses, make notes of those that increase or
decrease in partic ular months.  

                                        Monthly Expense Possible Varia tions

Rent/Mortgage Payment  $________________ _____________________

Equipment Lease              $________________ _____________________

Mainte nance and Repairs $________________ _____________________

Adver tising                     $________________ _____________________

Office Supplies                   $________________ _____________________

Delivery                           $________________ _____________________

Postage                             $________________ _____________________

Vehicle Expenses                  $________________ _____________________

Legal/Profes sional Fees         $________________ _____________________

Insurance(s)                       $________________ _____________________

Telecom mu ni ca tions/Data  $________________ _____________________

Other Utilities                      $________________            _____________________

Travel                               $________________            _____________________

Dues/Member ships $________________            _____________________

Materials                             $________________            _____________________

Payroll                               $________________            _____________________

Payroll Taxes $________________            _____________________

Total Monthly Expenses $________________
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Glossary of Financial Terms

accounts payable: money your firm owes to other organi za tions.

accounts receiv able: money other organi za tions owe to your firm.

accrual basis:  financial record-keeping system in which income is recorded when it is earned
and expenses recorded when incurred.

amorti za tion: reduction of debt through install ment payments. 

assets: cash, property and other resources owned by your firm.

balance sheet: a financial document summa rizing your firm’s assets, liabil i ties and net worth
as of a given point in time.

break-even point: the point at which the amount of your sales income covers your costs.

business plan:  a document that describes all manage ment, marketing, financial and
operation activ i ties for your business; often a document required to secure
financing.

cash flow statement: a financial tool that describes moneys coming into and going out of your
business.

collat eral: assets pledged toward repayment of a debt.

current assets:  cash, inventory, accounts receiv able and other assets that will be used in the
operation of the business within one year.

current liabil i ties:  debts which your business will pay within one year.

depre ci a tion:  the reduction in value of an asset as the result of use.

equity financing: money contrib uted to the firm by the owner(s) and investors.  

fixed costs: expenses that don’t change regard less of produc tion increases or decreases
(rent, insurance, interest on loans, etc).

gross profit:  the result of subtracting the cost of goods sold from sales.

guarantor:  the person who makes a commit ment to repay a loan if another defaults.

income statement:  financial statement showing your firm’s profit or loss within a specified period
of time.

liabil i ties:  amounts owed to others.

line-of-credit: a lender agrees to allow a borrower to draw a pre-specified amount from an
account on an as-needed basis.

net profit:  the result obtained when expenses are subtracted from revenues.

operating ratios: expenses expressed as a percent of sales.

owner’s draw: the amount of money taken from the business by the owner.
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profit and loss statement: a statement of the results of business operation for a specified period; the
bottom line shows the net profit or loss of your firm.

principal: the amount owed on a loan (not including interest).

pro forma: a financial planning statement that projects future perfor mance.

receiv ables: money owed to your firm by its customers.

return on invest ment: profit generated from investing money in a firm.  

variable costs: costs that change as produc tion output changes (raw materials, produc tion
labor, storage and shipping, etc).

working capital: money available to a firm for daily opera tions.  



18

How to Choose a Site for Your Business

Choosing the appro priate site for your business can be vital to your eventual success.  Because the start-up
process often involves so many details related to products, services and finances, entre pre neurs can misjudge
the impor tance of planning the firm’s location.  Starting in the home seems inexpen sive, or leasing a space close 
to home seems conve nient, or choosing a site that is inexpen sive seems practical.  A poor choice on start-up
location can result in added marketing, and moving or facility renova tion costs in the future.  For some
businesses, location is more important than for others.  The wrong retail location, for example, is more critical
than the wrong consulting location.  

If you decide to locate in your home, be sure to balance the obvious efficien cies with the image your business
conveys to your customers, suppliers and financial partners.  If you determine that location is not a factor in
whether customers will patronize you (a dot com start-up is an example) then your next step is to contact your
local munic i pality to inves ti gate regula tions concerning zoning, signs and parking. 

n Checklist for Business Location Analysis

If home is not the best place for your business, the checklist that follows will help you weigh the benefits of
potential locations.  Begin by reviewing the list and crossing out the factors that are not important to your
business.  Next, add any new factors that apply to your business.  Finally, identify at least three potential
locations and consider each of the following factors.

Appro priate zoning for the type of business

Cost of land, building, facil i ties

Building codes

Cost of utilities (instal la tion)

Avail ability and cost of utilities (monthly estimate)

Cost of monthly lease or mortgage payment

Cost of renova tion or leasehold improve ments

Avail ability and cost of security system

Avail ability of police and fire protec tion

Avail ability of the types of employees needed by firm

Avail ability of trans por ta tion for customers and employees

Occupancy permit require ments

Access for customers with disabil i ties

Tax struc tures and payment methods of local and regional govern ment

Proximity/distance from compe ti tion

Mainte nance costs for property, building, parking area

Expansion potential

Avail ability/restric tions on parking

Condition of neigh boring proper ties
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Conve nient to primary highways 

Trans por ta tion and avail ability of raw materials

Conve nient to entre pre neur’s home

n Small Business Incubators

Small business incuba tors are facil i ties where young businesses can start and grow.  Some incuba tors offer
businesses the oppor tu nity to lease space at a lower than market rate.   Most facil i ties provide tenants with free
or low-cost business counseling and training, and shared office equipment and services.   These educa tional
oppor tu ni ties and services help reduce costs and increase profits.   After the start-up firm is nurtured for the first
few years of its corporate life, it is expected to “graduate” or leave the incubator to move into a business location 
in the community.  Gradu a tion normally occurs in 3-5 years.  Incuba tors may specialize in the types of firms they 
can assist, for example, manufac turing and technology.  

n Rea son able lease rates for start-up firms

n Shared fi nan cial, man age ment and other ser vices

n Es tab lished en trance and exit pol i cies

n Ac cess to cap i tal and other start-up re sources

While the Common wealth does not own and operate incuba tors, the Pennsyl vania Depart ment of Community
and Economic Devel op ment has funded facility improve ments and programs at numerous incuba tors.  If you are
starting a business, you may want to call an incubator in your area to determine the types of services available.
Examples of incuba tors are listed below:  

Allegheny
     Glassport Indus trial Center SPEDD. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 412-672-1331

Armstrong
Indus trial Devel op ment Authority (www.co.armstrong.pa.us) . . . . . . . . . . . . . . . . . 724-548-3288

Cambria
JARI Center for Business Devel op ment (www.jari.com) . . . . . . . . . . . . . . . . . . . . . 814-535-8675

Centre
Chamber of Business & Industry of Centre County (www.cbicc.org) . . . . . . . . . . . . . 814-234-1829

Crawford
     Meadville Redevel op ment Authority (www.redevelopmeadville.com). . . . . . . . . . . . . 814-337-8200

Cumber land/Dauphin/Perry
Murata Business Center (www.muratabusinesscenter.com) . . . . . . . . . . . . . . . . . . 717-249-2356

Erie
Enter prise Devel op ment Center (www.connectforsuccess.org) . . . . . . . . . . . . . . . . 814-899-6022

Corry Indus trial Center (www.corryidc.org) . . . . . . . . . . . . . . . . . . . . . . . . . . . . 814-664-3884

Model Works Indus trial Commons . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 814-774-9339

Indiana
     Indiana County Small Business Incubator (www.eberly.iup.edu) . . . . . . . . . . . . . . . 724-357-2179

Lackawanna
     Carbon dale Technology Transfer Center (www.4cttc.org). . . . . . . . . . . . . . . . . . . . 570-282-1255
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Lehigh
     Bridge works Enter prise Center (www.thebridgeworks.com) . . . . . . . . . . . . . . . . . . 610-770-1015

McKean
     Robert P. Habgood Business Devel op ment Center (www.bradfordpa.org) . . . . . . . . . . 814-368-7170

Mercer
McNeilly Business Center (www.gaedc.org) . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-588-1161

Northampton
NET Ben Franklin Business Incubator Center (www.nep.benfranklin.org) . . . . . . . . . . 610-758-5261

Phila del phia
Univer sity City Science Center/Port of Technology (www.sciencecenter.org) . . . . . . . 215-966-6000

     The Enter prise Center (www.theenterprisecenter.com) . . . . . . . . . . . . . . . . . . . . . 215-895-4000

Venango
     Franklin Indus trial and Commer cial Devel op ment Authority (www.ficda.org) . . . . . . . 814-432-4476

Warren
     Warren County Indus trial Complex (www.wccbi.org) . . . . . . . . . . . . . . . . . . . . . . 814-723-3050

Washington
     Donora Incubator (www.mmida.com) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-379-5600

Westmoreland
Monessen Business Center (www.co.westmoreland.pa.us) . . . . . . . . . . . . . . . . . . . 724-684-3260

Westmoreland County Indus trial Devel op ment Corpo ra tion . . . . . . . . . . . . . . . . . 720-830-3061
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How to Use Technology for Business Development

Small businesses have histor i cally faced greater obstacles in their imple men ta tion of manage ment and
marketing techniques, distri bu tion methods and equipment modern iza tion.  However, it has become apparent
that small firms are on the forefront of technology utili za tion and devel op ment.  Entre pre neurs have embraced
the Internet as a means of buying products for their businesses, selling their own products and services, and
researching infor ma tion pertinent to business devel op ment and growth. 

Most entre pre neurs are aware that electronic commerce is revolu tion izing business practices and through the
connec tivity e-commerce provides, the small firm can compete in both the national and inter na tional market -
place.  It is estimated that more than half of all small firms are conducting business on the Internet.  In many
ways technology is the great equalizer that now allows the small firm to create a positive image, remove the
barrier of geographic location, and promote products to their customers.

According to a report from the U.S. Small Business Admin is tra tion, entre pre neurs are spending about $1,500 a
year on technology.  (If your business revenues were derived from the manufac ture of technology products, you
would, of course, be investing more.)  The most basic expenses for the start-up firm include:  a computer with
modem, monitor, printer, Internet service, and software packages for financial document prepa ra tion, word
processing, and presen ta tion devel op ment.

Pennsyl vania is a leader in devel oping initia tives intended to jump-start technology businesses, as well as those
firms wishing to make technology an integral part of their opera tions.  The federal govern ment, and both the
education and private sectors, have made available such volumi nous resources that today’s entre pre neurs can
become mired in infor ma tion gathering.  The following Internet resources are offered as starting points for the
types of practical infor ma tion new and growth stage businesses can use:

Business Plan Development

n www.pasbdc.org (Penn syl va nia’s net work of Small Busi ness De vel op ment Cen ters)

n www.score.org (Ser vice Corps of Re tired Ex ec u tives)

n www.sba.gov (U.S. Small Busi ness Ad min is tra tion)

Business Start-up Forms & Resources

n www.paopen4business.state.pa.us (The Com mon wealth’s por tal for busi ness start-up and de vel op ment)

n www.irs.gov (In ter nal Rev e nue Ser vice)

n www.fedworld.gov (Cen tral ac cess point for gov ern ment in for ma tion)

Marketing/Statistical Information

n www.pasdc.hbg.psu.edu (Penn syl va nia State Data Cen ter)

n www.dli.state.pa.us (State and Lo cal La bor Sta tis tics)

n www.stat-usa.gov (Busi ness, eco nomic and trade sta tis tics)

n www.bls.gov (Fed eral Bu reau of La bor Sta tis tics)

n www.sba.gov/advo/re search (SBA Of fice of Ad vo cacy sta tis tics)

n www.fedstats.gov (Fed eral gov ern ment sta tis tics)
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Financing

n www.newPA.com  (State busi ness fi nanc ing pro grams)

n www.benfranklin.org (Fi nanc ing for tech nol ogy-ori ented com pa nies)

n www.sba.gov (U.S. Small Busi ness Ad min is tra tion fi nanc ing pro grams)

Taxes

n www.rev e nue.state.pa.us (PA De part ment of Rev e nue)

n www.irs.gov (In ter nal Rev e nue Ser vice)

Suppliers

n www.localPennsylvania.com (Penn syl va nia’s busi ness to busi ness di rec tory)

Export

n www.newPA.com (In ter na tional Busi ness De vel op ment)

n www.teampa.com (Ex port As sis tance Net work)

n www.pda.state.pa.us  (Ag ri cul ture ex ports)



23

How to Form Your Legal Business Structure

Once you decide to establish a business, your first consid er ation will be the type of business organi za tion to use. 
Legal and tax consid er ations will help to determine your final choice, as well as personal needs and the needs of
the partic ular business.  There are three principal kinds of business struc tures: the sole propri etor ship, the
partner ship, and the corpo ra tion.

There are advan tages and disad van tages to each of the legal forms of business you may choose.  As an entre pre -
neur you must examine all of the charac ter is tics and consult a knowl edge able legal profes sional when consid -
ering the formation of your business.

n Sole Proprietorship

Most small businesses operate as sole propri etor ships.  This is the simplest form of organi za tion and allows the
single owner to have sole control and respon si bility.  Some advan tages of the sole propri etor ship are less
paperwork, a minimum of legal restric tions, owner retention of all the profits, and ease in discon tinuing the
business.  Disad van tages include unlimited personal liability for all debts and liabil i ties of the business, limited
ability to raise capital, and termi na tion of the business upon the owner’s death.

You should note that a small business owner might very well select the sole propri etor ship to begin.  Later, if the
owner succeeds and feels the need, he or she may decide to form a partner ship or corpo ra tion.

n General Partnership

A partner ship is similar to a sole propri etor ship except that two or more people are involved.  Advan tages are
that it is easy to establish, can draw upon the financial and manage rial strength of all the partners, and the
profits are not directly taxed.  Some disad van tages are unlimited personal liability for the firm’s debts and liabil -
i ties, termi na tion of the business with the death of a partner, and the fact that any one of the partners can
commit the firm to obliga tions.

The partner ship is formed by an agreement entered into by each partner.  This agreement may be informal, but it 
is advisable to have a written agreement drawn up between all parties. While no filing is required to form a
general partner ship, it may be required to file a ficti tious name regis tra tion. Refer to the section in this guide on
How to Register Your Business Name.

n Limited Partnership

A limited partner ship is a partner ship formed by two or more persons having one or more general partners and
one or more limited partners.  The limited partners have limited exposure to liability and are not involved in the
day to day opera tions of the limited partner ship.  A Pennsyl vania limited partner ship is formed by filing a Certif i -
cate of Limited Partner ship on form DSCB: 15-8511 with the Corpo ra tion Bureau, Pennsyl vania Depart ment of
State. 

n Limited Liability Company

The limited liability company (LLC) is a hybrid between a partner ship and a corpo ra tion, providing the liability
protec tion of a corpo ra tion, with the advantage of being treated as a partner ship.  A Certif i cate of Organi za tion is 
required to be filed with the Corpo ra tion Bureau, Pennsyl vania Depart ment of State, on form DSCB: 15-8913,
accom pa nied by a docketing statement, form DSCB: 15-134A.
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n Limited Liability Partnership

A limited liability partner ship (LLP) is an existing partner ship that files an election with the Corpo ra tion Bureau, 
Pennsyl vania Depart ment of State, claiming LLP status, on form DSCB: 15-8201A.  The effect of becoming a LLP
is to provide general partners with additional protec tion from liability.

n Corporation

A corpo ra tion is the most complex form of business organi za tion.  It is costlier and more difficult to create
because of the paperwork required.  Business activ i ties are restricted to those listed in the corporate charter.
However, most corpo ra tions list a general purpose clause.  

Advan tages of a corpo ra tion are that liability is limited to the amount owners have paid in to their share of
stock, and the corpo ra tion’s conti nuity is unaffected by the death or transfer of shares by any of the owners.
Some disad van tages are extensive record keeping, close regula tion, and double taxation (taxes on profits and
taxes on dividends paid to owners).

To form a corpo ra tion in Pennsyl vania, you must file Articles of Incor po ra tion, form DSCB: 15-1306, with the
Corpo ra tion Bureau, Pennsyl vania Depart ment of State, accom pa nied by a docketing statement, form DSCB:
15-134A. 

Foreign (out of state) corpo ra tions must submit an appli ca tion for a Certif i cate of Authority, form
DSCB:15-4124, accom pa nied by a docketing statement, form DSCB: 15-134A, to conduct business in 
Pennsyl vania.    

Contact: PA Depart ment of State
Corpo ra tion Bureau
206 North Office Building
Harris burg, PA 17120
1-888-659-9962
717- 787-1057
www.dos.state.pa.us

n Pennsylvania S Corporation

Closely held corpo ra tions may elect to be taxed as federal or state S corpo ra tions, which permit share holders to
pay taxes on corporate net income person ally, as if it were a partner ship.  S corpo ra tion status is limited to
corpo ra tions that have no more than 75 share holders.  A Pennsyl vania corpo ra tion cannot elect to be an S
corpo ra tion unless it has also applied for federal S status.

The first step to becoming a Pennsyl vania S corpo ra tion is to obtain federal S status by filing Form 2553,
Election by a Small Business Corpo ra tion, with the Internal Revenue Service (IRS).  Several require ments must
be met before you can elect federal S corpo ra tion status.  Instruc tions for Form 2553, Election by a Small
Business Corpo ra tion, provide the infor ma tion on these require ments.

Becoming a federal S corpo ra tion does not automat i cally make a company a Pennsyl vania S corpo ra tion. 
Corpo ra tions must file the appro priate forms separately for Pennsyl vania.

To apply for Pennsyl vania S status, file Form REV-1640 with the Pennsyl vania Depart ment of Revenue “on or
before the 15th day of the third month of the taxable year for which the election is made.”  When you receive a
copy of your federal notifi ca tion of approval from the IRS, you must furnish a copy to the Pennsyl vania Depart -
ment of Revenue.  S corpo ra tions are respon sible for filing and paying the Capital Stock and Foreign Franchise
Tax.
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Contact: PA Depart ment of Revenue
Bureau of Corpo ra tion Taxes, Specialty Taxes Division
Attn:  “S” Corpo ra tion
Depart ment 280704
Harris burg, PA  17128-0704
717-783-6035
www.dos.state.pa.us
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How to Register Your Business Name

Any sole propri etor ship, partner ship, corpo ra tion, or other form of associ a tion conducting business under a ficti -
tious business name must register this name with the Pennsyl vania Depart ment of State.  A ficti tious name is
any assumed name, style or desig na tion other than the proper name of the entity using such name.  These types 
of entities include any associ a tion, general partner ship, syndicate, joint venture or similar combi na tion of
groups of persons.

The surname of a person, standing alone or coupled with words that describe the business, is not a ficti tious
business name and need not be regis tered.  For example, “Jones Radio Repair” would not be a ficti tious name
because it includes the last name of the owner.  However, “Bill’s Radio Repair” is consid ered to be a ficti tious
business name because the owner’s last name is not listed.

The inclusion of words that suggest additional owners, such as Company, & Company, & Sons, & Associ ates,
makes the name an assumed or ficti tious name.  For partner ships, the last name of all partners must be listed or 
the ficti tious name rule applies.  For example, if “Moore, Johnson, & Smith” includes all three partners’ names, it 
is not consid ered to be a ficti tious business name.  If all the partners’ names are not included, then the name
must be regis tered with the Pennsyl vania Depart ment of State.

To register an assumed or ficti tious business name, you must file form DSCB:54-311 with the Corpo ra tion
Bureau, Pennsyl vania Depart ment of State.  After regis tering a ficti tious name, you will be required to place an
adver tise ment in a newspaper of general circu la tion in the county in which your business will be located and
one in a legal publi ca tion or newspaper in that same county.  You can identify the legal publi ca tion by
contacting the county court house or county bar associ a tion in the county where the principal office is located.
The Corpo ra tion Bureau can also assist you. 

The penalty for failing to file a ficti tious name regis tra tion is that the unreg is tered entity may not use the courts
of Pennsyl vania to enforce a contract entered into using the ficti tious name.  The failure to register the ficti tious
name does not void the contract, but merely prevents such enforce ment until regis tra tion.  The court has the
option of imposing a $500 penalty in these instances where the entity seeks to enforce the contract and subse -
quently registers the ficti tious name in an untimely manner.

Contact: PA Depart ment of State
Corpo ra tion  Bureau
206 North Office Building
Harris burg, PA  17120
1-888-659-9962
717-787-1057
www.dos.state.pa.us

To Register on-line, visit www.paopenforbusiness.state.pa.us
Regis tra tion will be received by the PA Depart ment of State Corpo ra tion Bureau.
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How to Apply for an 
Employer Identification Number (EIN)

Every employer subject to employ ment taxes is required to have a federal Employer Identi fi ca tion Number (EIN)
to identify his or her business with the Internal Revenue Service (IRS) and the Social Security Admin is tra tion. 
Some businesses, such as corpo ra tions, partner ships, and enter prises that have a qualified retire ment plan
(such as Keogh) or pay federal excise tax, are required to have an EIN even if they do not have any employees.

You can apply to the IRS for an EIN by telephone, fax, or mail depending on how soon you need to use the EIN. 
The Form SS-4 “Appli ca tion for Employer Identi fi ca tion Number” and accom pa nying instruc tions may be
downloaded from the IRS web site at www.irs.gov or by calling the Forms Hotline at 1-800-TAX-FORM. 

Under the Tele-TIN program, an autho rized officer or business owner can obtain an EIN by telephone by calling
the IRS Business and Specialty Taxes Hotline at 1-800-829-4933.
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Checklist for Business Growth

Many entre pre neurs are so busy with the initial stages of the business that they do not have time to build all the 
manage rial skills necessary to growing the young firm.  Some skills are learned by doing, but others require
more inten tional learning.   The Checklist for Starting a Business in this guide includes many skills important
to both starting and growing. (If your growth includes hiring, make sure you review those that outline local,
state and federal require ments for employees.)  The following inventory lists some specific skills successful
entre pre neurs have found useful to the devel op ment of a small firm as it moves into the growth stage.

n Management

Capacity to envision your corporate future: size and complexity, product lines, and financial position.

Ability to determine the methods of growth that will lead to your vision of the firm.

Ability to structure the firm’s record-keeping system so that growth can be built on the founda tion of past 
perfor mance.

Under standing methods you can use to keep your knowledge of environ mental, legal, and social changes
that could affect business growth.

Ability to interview and hire employees who are qualified to play a role in your vision of the firm.

Ability to discern those tasks that can be delegated; willing ness to allow others to take respon si bility.

Under standing of business and product life cycles and ability to manage or supervise the manage ment of
changing strat e gies for life stages.

Knowledge of and partic i pa tion in the industry you serve.

Knowledge of manage ment infor ma tion sources and assis tance.

n Marketing

Knowledge of how to position your firm in a compet i tive market so that your customers view your
company and products as unique.

Ability to forecast changes in target markets.

Under standing the ways in which the many elements of marketing are inter re lated for impact on customer 
purchase.

Ability to analyze adver tising impact and perform both a quanti ta tive and quali ta tive evalu a tion of media
choices.

Ability to budget marketing by comparing industry standards with your own firm’s compet i tive and
financial situation.

Capability of predicting customer’s response to adver tising strat e gies and adver tise ment content.

Knowledge of marketing infor ma tion sources and assis tance.
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n Financial

Devel op ment of a strong banking relation ship that allows personal attention and timely financing when it
is needed.

Ability to read and interpret financial state ments.

Under standing the causes of low profits such as inade quate expense control, high interest, and low sales
volume; ability to analyze the outcomes of these problems.

Estab lishing prices correctly for industry standards, customer accep tance, profit ability.

Capability of calcu lating key financial ratios and deter mining trends affecting business growth.

Ability to accurately assess financial needs for growth.

Under standing of the impact of fast growth on each area of corporate operation.

Knowledge of debt struc turing.

Under standing of all the methods of cost contain ment.

Knowledge of sources of infor ma tion and assis tance with financial manage ment.



33

How to Hire and Manage Employees

Most businesses today start as self-employ ment.  The entre pre neur chooses the type of business to start,
develops a business plan and secures financing.  The business owner may serve as manager, marketer and
manufac turer.  If the initial efforts to grow the business are successful, hiring employees becomes a necessity
regard less of how motivated the entre pre neur may be.  A single person has 168 hours a week, some of which
must be spent on sleeping, eating, personal respon si bil i ties and family demands.  If the entre pre neur dedicates
50 hours a week to the business, the maximum sales volume of the firm has a ceiling of 50 times the number of
dollars per hour charged (service business) or 50 times the number of products produced in an hour multi plied
by the price of the product.  After deducting business expenses, most entre pre neurs realize they need help to
grow the business, but they are appre hen sive about adding employees because of the additional expense and
required record keeping.

The first step in recruiting help is often one of the following:

n A tem po rary em ployee is hired through a lo cal per son nel agency.

n A fam ily mem ber or friend is asked to vol un teer to an swer tele phones, per form data en try or in voic ing.

n A sim i lar com pany is con tracted to pro duce some of the prod uct or de liver some of the ser vices.

n A man age ment task is del e gated to an out side firm: ac count ing, sales, or ad ver tis ing are ex am ples.

If your company grows to the point where help is needed, it is important to under stand which workers are classi -
fied as “independent contrac tors” and which are “employees.”  In making these deter mi na tions for federal tax
purposes, the IRS and the courts typically look at three main catego ries: behav ioral control, financial control and 
the relation ship between parties.  Factors such as instruc tions, training, method of payment, employee benefits,
and the worker’s oppor tu nity for profit and loss are all consid ered.  For more infor ma tion, go to the IRS web site
at www.irs.gov and download Publi ca tion 1779 (Independent Contractor or Employee).

The Pennsyl vania Depart ment of Labor and Industry presumes a worker to be an employee unless it can be
shown that the individual is free from the direction and control of the employer and as to the service performed,
the individual is custom arily estab lished in an independent business, profes sion, trade or occupa tion.  For more
infor ma tion, contact the Employer Account Services of the Pennsyl vania Depart ment of Labor and Industry at
717-772-8761.

In workers’ compen sa tion, the key factors to consider in deter mining whether a worker is an independent
contractor or an employee include the right of the alleged employer to hire and fire the worker, to direct the
manner of the worker’s perfor mance or, to control the work to be completed.

Checklist for Hiring Employees

You may want to make appoint ments with an accoun tant and an attorney who can inform you about employer
require ments on record keeping and labor law.  The nature of your business, its industry and location must be
consid ered.  Refer to Section III, Pennsyl vania Laws and Regula tions and Section IV, Pennsyl vania
Resources for additional infor ma tion on employ ment require ments.  Following is a potential checklist for
gathering infor ma tion:

All state and federal regula tions for tax withholding, payment and record keeping; also workers’ compen -
sa tion

Employee “postings” and determine where they will be displayed

Minimum wage require ments ($7.15 as of July 1, 2007 with certain exemp tions)

Regula tions for employ ment of minors

Provi sions of the Fair Labor Standards Act as they relate to equal pay for men and women; overtime
payment (over 40 hours per week, 1.5 normal rate)
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Laws governing discrim i na tion

Family and medical leave

Employ ment Eligi bility Require ments.  U.S. Depart ment of Homeland Security, Bureau of Citizen ship and
Immigra tion Services Form I-9 must be completed by every employee and employer

PA New Hire Reporting Program

Safety and health standards

Environ mental protec tion laws

Human Resource Tools

The process of researching employ ment regula tions, writing job descrip tions, inter viewing candi dates, and
hiring employees begins the trans for ma tion from “entre pre neur” to “employer.”  Tools for managing employees
are important to limiting employee turmoil and turnover.  The most basic tools are: an organi za tional chart, job
descrip tions, and, an employee handbook.

The organi za tional chart is a diagram that shows reporting respon si bility and super vi sion.  As the business
grows, it allows both employees and managers to identify the correct flow of infor ma tion.  Job descrip tions allow
both employee and manage ment to under stand expec ta tions.  A sample worksheet is provided.  In the entre pre -
neurial firm with no employees, one major decision must be made prior to writing the job descrip tion.  Should
the new employee possess the same skills as the owner, or comple men tary skills?  The job descrip tion should
then be written with specific tasks assigned to the position and the skills needed by the new employee to satis -
fac to rily complete those tasks.

There are two basic reasons for devel oping an employee handbook or policy manual: 

n A hand book helps new em ploy ees to un der stand their new em ployer, and it helps ex ist ing em ploy ees by re -
duc ing mis un der stand ings.  All em ploy ees are as sured that pol i cies are ap plied equally to ev ery one in the
firm.  Very small firms of ten op er ate in for mally in the man age ment of hu man re sources.  The ex is tence of
the hand book tells em ploy ees that the com pany takes this man age ment task se ri ously.

n There are nu mer ous reg u la tions gov ern ing em ploy ers’ re spon si bil i ties to ward em ploy ees.  (Some laws ap -
ply to all em ploy ers; oth ers ap ply af ter the num ber of em ploy ees reach a cer tain level.) De veloping a hand -
book en cour ages the en tre pre neur to learn ba sic hu man re source skills.

Software packages are available for the devel op ment of an employee handbook.  The most thorough method of
prepa ra tion would include meeting with your attorney, accoun tant, and human resource consul tant.  Your
handbook might include some or all of the following infor ma tion as appro priate to your partic ular company:

1. History and mission of the company

2. Management philosophy on quality standards, employee performance, innovation and internal
communication

3. A brief description of products and services, customers, stockholders and strategic partners

4. Employee Benefits:

· va ca tion

· sick leave

· hol i days

· jury duty/mil i tary leave

· med i cal plan

· train ing pro grams

· pro fes sional de vel op ment
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· profit-shar ing pro gram

· sav ings plans

· group life in sur ance

5. Employee Information:

· work hours/re port ing

· work lo ca tions

· ab sence pol icy/re port ing

· pay pe ri ods

· in cen tive/over time pro grams

· use of tele phones, com put ers and other equip ment

· griev ance pro ce dures

· safety

· trade se crets/in tel lec tual prop erty

· sex ual ha rass ment

· equal op por tu nity pro vi sions

6. Corporate Communication:

· post ings

· in ter nal/ex ter nal pub li ca tions

· em ployee re port ing meth ods

· meet ing at ten dance

· cus tomer ser vice
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Worksheet: Job Description

Job Title:

Reports to:

Job Summary:

Tasks and Respon si bil ities:

Knowledge Require ments:

Minimum Quali fi ca tions:

Account ability/Evalu a tion:



37

How to Prepare for Business Growth

Living in the age of advanced technology tempts entre pre neurs to travel the globe in pursuit of data that
enhances business growth strat e gies.  Gathering new business infor ma tion is a valid pursuit for owners of young 
firms, but before you begin importing data, make sure you are effec tively managing what you already have.  The
founda tion for sustained business growth is the mainte nance of accurate infor ma tion on which to base
decisions and actions.  Because record-keeping often seems less important than producing or selling a product,
many entre pre neurs place these tasks last on their “to do” lists.  Year two of the business can not be built on
year one’s experi ence and so mistakes are repeated, customers lost and expenses compounded.  By years three
and four when the firm needs to secure financing for growth into other markets, to buy additional equipment or
acquire a computer, the necessary records for attracting lenders and investors is non-existent.

Technology has made the “cardboard box” method of record-keeping almost obsolete, but regard less of the
method of record retention, it is the owner of the small business who is respon sible for deciding which records
will be kept and managed.  A way to begin that process is to answer these questions:

n What re cords are man da tory? (Those re quired by state or fed eral law, in sur ers, in ves tors and lend ers.)

n What re cords are needed to con tinue op er a tions in my ab sence? (Ask your self what day to day tools you
use and what in for ma tion you de pend on reg u larly.)

n What re cords are nec es sary for ef fec tive fi nan cial man age ment? 

n What re cords pro tect the busi ness and its em ploy ees? 

n What re cords are re quired to main tain and im prove sales op por tu ni ties?

After answering these questions, make a list of those who have an interest in any of your records such as share -
holders, lenders, customers and suppliers.  Determine what infor ma tion they require.  With these items added to 
your list, you should have a thorough compen dium of the infor ma tion you must maintain. Your next step is to
decide which records are partic u larly sensitive and must be indicated as such. You can then begin devel oping
the record-keeping system that is easiest for you to access as you make growth decisions.

Checklist for Record Retention

Contracts and leases

_ Patents, trade marks and copyrights

Tax bills and returns

Business plan, organi za tional objec tives

Guaranties

Insurance policies

Financial reports

Accounting data

Human Resources files, benefits,
policies, perfor mance appraisals

Goods ordered, goods sold

Suppliers and credit terms from each

Customer lists

Sources of sales leads

Promo tional liter a ture

Compet i tors’ promo tional liter a ture
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How to Plan Business Growth

Far more books and articles are written about starting a business than growing one.  Perhaps that is because
there are some very basic activ i ties that apply to the start-up of a wide variety of business types.  After a
business celebrates its grand opening and progresses through the break-even point, the methods by which it
will grow differ by industry, customer type and even entre pre neurial manage ment.  The owner has to decide how
best to grow the business by analyzing a number of factors affecting expansion:

n cor po rate mis sion

n strengths and weak nesses of the busi ness

n fi nan cial re sources: ex ist ing and po ten tial

n cus tomer needs

n com pet i tive in flu ences

n life cy cle of ex ist ing prod ucts

n prof it abil ity of po ten tial prod ucts

n hu man re sources: suf fi ciency and ca pa bil ity

n sales and ser vice ca pa bil ity

n re search/de vel op ment time and ex pense for new prod ucts

n busi ness en vi ron ment: eco nomic con di tions, ac cess to raw ma te ri als, in dus try trends 

Statis tical sources for business infor ma tion often cite lack of money and lack of manage ment expertise as the
primary reasons for business failure within the first five years.   If an entre pre neur makes errors in assessing
the variables above, the results can be more costly than the business can survive.  If growth is too rapid and
uncon trolled, cash flow, assets, quality control, and manage ment systems can suffer irrep a rable damage. Your
firm’s growth should be planned as carefully as its start-up.  The most basic tool for growth is a strategic plan.
An extremely important adviser to your growth plan is your accoun tant who can help you evaluate the financial
risks of your strat e gies.  The accoun tant can antic i pate the cash require ments of your growth plan and
recommend the timing and sources of financial assis tance if required.

Entre pre neurs often define growth as an increase in sales.  While the strat e gies for increasing sales are often
specific to your type of business, you should be able to jump-start your plan by consid ering each of the
following questions:

1. Can growth be achieved by selling more of your existing products to former or existing customers?

n What would it take to con vince your cus tom ers that they should buy in larger quan ti ties?

n Are there ad di tional uses for your prod uct not yet ex plored by your cus tomer or your com pany?

n Are any of your cus tom ers buy ing some items from you, and some from a com pet i tor?  What of fer would
en cour age the cus tomer to give you all the sales?  

n Would ad di tional staff, pro mo tion, lon ger hours, better cus tomer ser vice or any other  al ter ation in your
busi ness prac tices lead cus tom ers to in crease their pur chases?

n How would an add-on, prod uct im prove ment or as sort ment change help sales?

2. Can growth be achieved by selling new products or services to previous and existing customers?

n Af ter pur chas ing a prod uct from you, are your cus tom ers buy ing sup ple men tal or re lated prod ucts from
an other ven dor?  Could these add-on prod ucts or ser vices be part of your prod uct line?

n What new prod ucts are needed by your pres ent cus tom ers?  Would these new prod ucts fit into your cor po -
rate mis sion?
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3. Can growth be achieved by finding new markets for your present products?

n What ad di tional re sources would be needed to ex pand geo graph i cally to sell to new cus tom ers?

n Which for eign mar kets are most ap pro pri ate for your prod uct?

n Are there cus tom ers of a dif fer ent age, in come level, in dus try or other char ac ter is tic who are not pres ently
pur chas ing from you, but have a need for your prod uct?

n Can your prod ucts be used to serve more than one need?  Can it be sold to a dif fer ent group of buy ers
based on a need you have not yet pro moted?

n Is a com pet i tor with a siz able mar ket share chang ing prod ucts or busi ness prac tices? Will the change al low
you to sell to a com pet i tor’s pre vi ous cus tom ers?

n Would a change in brand name, pack ag ing, chan nel of dis tri bu tion or other mar ket ing vari able al low you to
sell your pres ent prod uct to new groups of cus tom ers?

4. Can growth be achieved by developing new products or services for new groups of customers?

n Are there un met needs in the mar ket place that are emerg ing as a re sult of changes in tech nol ogy, life style,
the econ omy or other con di tions?

n What ad di tional prod ucts are sold by oth ers in your in dus try, but are not pres ently part of your of fer ings?

n Are you pres ently pur chas ing ser vices from a ven dor that could be sup plied by an ex pan sion of your own
firm?

If you decide that the method of sales growth is to increase sales to previous and current customers, your strat e -
gies must include:  the produc tion of quality products that meet the expec ta tion of the customer, the delivery of
excellent customer service, and pricing that assures the buyer of value.  Repeat sales rarely happen simply out of
habit or conve nience, but because a customer was satisfied with the initial purchase experi ence.  It is less
expensive to sell to a present customer than to find new ones, yet many firms develop the majority of their strat e -
gies with their sights on the new customer.  Always start any search for increased sales with a thorough
knowledge of present customers and their needs.  Even if you find you cannot sell more to them, you can still use
the knowledge gained by applying it to strat e gies you will use to win new customers.

If your business expansion occurs as the result of selling new products to your present customers, one advantage
is that you have experi ence with those customers.  Your experi ence should allow you to under stand their needs
and their buying habits.  If your record-keeping has been thorough, you will have mailing lists and other data
allowing the intro duc tion of new products in a cost-efficient way.  Business expansion through the addition of
new products or services should be well planned even when existing customers are the prospec tive buyer.

If you choose to grow your business through selling existing products or devel oping new product lines for new
customers, you have chosen a path that can be very profit able.  Market research on the many factors affecting the 
buyers’ purchasing habits should be under taken as a part of the growth plan.  
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How to Conduct a Growth Audit

Before devel oping growth strat e gies that could lead to acqui si tions, new partner ships, exporting or diver si fi ca -
tion, you should make sure your internal house is in order through an internal audit of all opera tions. This
analysis allows you to evaluate your own strengths and weaknesses before adding the stress of growth activ i -
ties.  Your audit can reduce the risk of operating ineffi cien cies or missed oppor tu ni ties.

n Planning

Yes No

My business plan is current and accurately describes and prescribes business activ i ties in 
suffi cient detail for daily operation and lender require ments. 
Comments:                                                                                                                                     
                                                                                                                                                         

The goals of the business are known by all constit u en cies: partners, board of 
directors, investors, lenders, accoun tant, attorney, vendors, etc. 
Comments:                                                                                                                                     
                                                                                                                                                         

Manage ment, marketing and financial decisions are made with frequent reference 
to my business plan and goals.
Comments:                                                                                                                                     
                                                                                                                                                         

My plan guides business expen di tures and when excep tions are required, they are
documented.
Comments:                                                                                                                                     
                                                                                                                                                         

Periodic reviews allow expla na tion and control of devia tions in goals and planning. 
Comments:                                                                                                                                     
                                                                                                                                                         

n Marketing

Documen ta tion allows me to evaluate the success of marketing and adver tising expen di tures.

Comments::                                                                                                                                     
                                                                                                                                                         

My adver tising plan effec tively allows my firm to commu ni cate with its intended target 
market and outlines media and creative decision making.
Comments:                                                                                                                                     
                                                                                                                                                         

My marketing plan considers the needs of both existing and new customers in product 
devel op ment, promotion, pricing and avail ability of the product.
Comments:                                                                                                                                       
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Yes No

An effective lead system allows me to profile my customers and their needs, and 
under stand the source of leads, the source of sales, and the costs of gener ating both.
Comments:                                                                                                                                       
                                                                                                                                                           

Those who come in contact with customers on a regular basis have methods for telling manage -
ment about customer needs, complaints and sugges tions for improved products and services.
Comments:                                                                                                                                       
                                                                                                                                                           

Methods of gener ating repeat sales have been planned and imple mented.
Comments:                                                                                                                                       
                                                                                                                                                           

Those respon sible for marketing my firm work closely with those devel oping the 
business and financial planning.
Comments:                                                                                                                                       
                                                                                                                                                           

Systems of evalu ating compet i tors’ new products or services are developed and 
reviewed at least twice a year.
Comments:                                                                                                                                       
                                                                                                                                                           

Formal and informal commu ni ca tion methods allow all constit u en cies to regularly 
report oppor tu ni ties and concerns.
Comments:                                                                                                                                       
                                                                                                                                                           

n Human Resources

Employee policies are estab lished, known by employees and assure legal compli ance.
Comments:                                                                                                                                       
                                                                                                                                                           

Employee policies, benefits, insurance and training proce dures are reviewed at least annually.
Comments:                                                                                                                                       
                                                                                                                                                           

Job descrip tions and organi za tional charts have been developed.  The latter allows 
commu ni ca tion to flow from the bottom up as well as from the top down.
Comments:                                                                                                                                       
                                                                                                                                                           

If subcon trac tors are used, their tasks are clearly defined, written documen ta tion 
of their scope of activ i ties is in file, and all legal require ments are met.
Comments:                                                                                                                                       
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Yes No

Policies, record-keeping and employee training allow the business to continue operation without
inter rup tion regard less of illness, vacation or other absence.
Comments:                                                                                                                                       
                                                                                                                                                           

Motiva tional methods, remuner a tion, and manage ment style is suffi ciently effective to limit turnover.
Comments:                                                                                                                                       
                                                                                                                                                           

Time manage ment and produc tivity analysis is used to improve opera tions and is included in all
employee perfor mance reviews.
Comments:                                                                                                                                       
                                                                                                                                                           

n Operations

Equipment and facility are maintained and effective record-keeping allows manage ment 
of the mainte nance.
Comments:                                                                                                                                       
                                                                                                                                                           

Technology changes in produc tion and office equipment are system at i cally reviewed.
Comments:                                                                                                                                       
                                                                                                                                                           

Inventory control proce dures are estab lished and can be expanded as growth develops.
Comments:                                                                                                                                       
                                                                                                                                                           

Supplier relation ships are estab lished, and are evaluated for price and service 
on a periodic basis.
Comments:                                                                                                                                       
                                                                                                                                                           

Shortages of industry wide materials are monitored and reported.
Comments:                                                                                                                                       
                                                                                                                                                           

Product and service quality is maintained and evaluated according to industry 
best practices and benchmarking techniques.
Comments:                                                                                                                                       
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n Financial Resources

Yes No

The profes sional respon sible for record-keeping and financial state ments is 
knowl edge able about sources of financing.
Comments:                                                                                                                                       
                                                                                                                                                           

Financial state ments are prepared in a timely manner and are used to diagnose 
positive and negative condi tions affecting operation.
Comments:                                                                                                                                       
                                                                                                                                                           

Tax records and regula tions are updated and documen ta tion stored for conve nient retrieval.
Comments:                                                                                                                                       
                                                                                                                                                           

All infor ma tion required for business valuation is retained and updated.
Comments:                                                                                                                                       
                                                                                                                                                           

Estab lished cash manage ment techniques allow effective monitoring of accounts 
receiv able, customer payment and deposits, collec tions, etc.
Comments:                                                                                                                                       
                                                                                                                                                           

Credit policies are estab lished and enforced for all customers.  Financial stability is 
estab lished before credit is extended.
Comments:                                                                                                                                       
                                                                                                                                                           

Payment policies allow the firm to take advantage of discounts offered by vendors.
Comments:                                                                                                                                       
                                                                                                                                                           

Cash not required for opera tions invested.
Comments:                                                                                                                                     
                                                                                                                                                          

Fixed and variable costs are reviewed and updated period i cally. 
Comments:                                                                                                                                     
                                                                                                                                                          

If you have not answered yes to some of the questions above, assis tance with improve ment can be
obtained from your accoun tant, attorney, Small Business Devel op ment Center (SBDC)

(www.pasbdc.org) or Service Corps of Retired Execu tives (SCORE) (www.score.org) 
Chapter in your area.
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How to Secure Contracts with Pennsylvania Agencies

One method to grow a business is to identify new markets for your products or services.  Some entre pre neurs
choose state govern ment as one of their expansion markets and with good reason.  Each year, state agencies
and insti tu tions in Pennsyl vania purchase billions of dollars worth of supplies and services.  Thousands of
companies compete for these contracts.  Although Pennsyl vania does not have in-state prefer ence laws or
regula tions, the Common wealth wants to encourage more Pennsyl vania firms to become suppliers of the state’s
needs, especially small businesses and those owned by minor i ties and women. 

To assist you in doing business with the state, this section provides infor ma tion on how to compete for state
contracts and the basics of the procure ment process.  You will find that promoting and selling your products to a 
govern ment market requires different proce dures than business-to-business or business-to-consumer
marketing.  Be sure to contact one of the service providers in the State Procure ment Technical Assis tance Center 
(PTAC) Network for assis tance in tackling the compet i tive world of govern ment buying. 

Most Common wealth purchases are made in one of three ways:

n Purchase of Services

These are announced through Request for Quotes (RFQs) - Invita tions for Bids (IFBs) and awarded to the lowest
bidder.  If the contract is antic i pated to be worth over $50,000, the prime bidder must solicit quotes from
minority and women business enter prises for any supplies or services they reason ably expect to subcon tract.
The minority and women businesses must be certified as such by the Pennsyl vania Depart ment of General
Services (DGS), Bureau of Contract Admin is tra tion and Business Devel op ment, or by the Pennsyl vania Depart -
ment of Trans por ta tion, Bureau of Equal Oppor tu nity.

n Purchase of Supplies

State agencies, through their respec tive purchasing agents have the authority to solicit bids and make awards
for purchases up to $20,000 in estimated value.  The Pennsyl vania Depart ment of General Services, Bureau of
Purchases handles all open market purchases valued over $20,000.

To compete for state business, a company must be regis tered with the Central Vendor Manage ment Unit
(CVMU).  Vendors may register with the CVMU by telephone, 1-866-775-2868 or on-line at
www.vendorregistration.state.pa.us.

The Bureau of Purchases has two principle types of purchases for which bid invita tions are issued:

1. Established Contracts:  Are for a specified period of time, are competitively bid and awarded by the
Bureau of Purchases.  The bid invitation solicits firm prices on estimated quantities for delivery to
using agencies as ordered throughout the contract period.

2. Spot Bid or Open Market purchase, is initiated when a Commonwealth agency submits to the 
Bureau of Purchases a requisition to purchase a supply in excess of $20,000 not available
under an established contract or not stocked in the central warehouse.  The bid invitation
solicits firm prices on fixed quantities for a specified delivery and is awarded to the lowest
responsive and responsible bidder who meets the specifications and conditions of the bid
invitation.  

Estab lished Contracts and Spot Bids are adver tised on a daily basis via the Pennsyl vania Depart ment of General 
Services web site at www.dgs.state.pa.us.

Inter ested bidders may call Vendor Services at 717-787-5733 or the Supplier Regis tra tion Help Desk at
717-346-2676 to obtain an appli ca tion package or download these documents from the Procure ment section of
General Services web site at www.dgs.state.pa.us.  You can also view a listing of supplies purchased.
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n Request for Proposal

A Request for Proposal (RFP) is issued when an agency recog nizes a need for some type of service and wants to
determine the best way to secure the service.  Contrac tors respond with a written proposal for fulfill ment of that
need.  Proposals are evaluated using pre-estab lished criteria by a committee of profes sionals familiar in the area 
of the proposed service.  

Pennsylvania Treasury

The Pennsyl vania Treasury Depart ment’s Business Outlet provides access to state contract data and other
services that can give you the power to grow your business.  Treasury is, by law, the central repos i tory for state
contracts over $5,000.  A Business Outlet repre sen ta tive can supply descrip tions of successful bids on state
contracts and will direct you to the appro priate person or state agency looking for your product or service. 
Services are free except for the cost of photo copying contracts.  A free brochure explains the many business
services offered through Treasury’s Business Outlet.

Contact:
PA Treasury
Bureau of Contracts and Public Records
Room 201, Finance Building
Harris burg, PA  17120
1-800-252-4700 or 717-787-2990
E-mail: contractinfo@patreasury.org
www.patreasury.org

Pennsylvania Department of General Services 

Within the Pennsyl vania Depart ment of General Services (DGS) there are several bureaus that are involved in
securing contracts: Bureau of Purchases, Bureau of Contract Admin is tra tion and Business Devel op ment, Bureau
of Real Estate and Bureau of Public Works.   

The Bureau of Purchases procures or super vises the procure ment of all supplies and services needed by
Executive Agencies and those Independent Agencies for which the Depart ment acts as a purchasing agent.  For
additional infor ma tion, call 717-787-5733 or access the web site at www.dgs.state.pa.us.

The Bureau of Minority and Women Business Oppor tu ni ties benefits small, minority and women-owned
businesses.  This bureau provides the necessary resources and direction for business owners to compete for and
partic i pate in the state contracting process.  Further more, it is the statewide agency for certif i ca tion as a
Minority Business Enter prise (MBE) and Women Business Enter prise (WBE).  For additional infor ma tion, call
717-787-6708 or e-mail: gsbmwbo@state.pa.us,  or access the web site at www.dgs.state.pa.us.

The Bureau of Real Estate negoti ates and admin is ters leases for state agencies that are not housed in
state-owned facil i ties and sells state surplus land, as specified by the General Assembly.  The Bureau also leases 
vacant and surplus land and building space to the public.  They advertise in the Pennsyl vania Bulletin located at
www.pabulletin.com as well as newspa pers throughout various regions of the state.  For additional infor ma tion, 
call 717-787-4394 or visit www.dgs.state.pa.us.

The Bureau of Public Works is respon sible for three offices: the Bureau of Profes sional Selec tions and Admin is -
tra tive Services, the Bureau of Engineering and Archi tec ture, and the Bureau of Construc tion.  The Bureau of
Profes sional Selec tions and Admin is tra tive Services in Public Works admin is ters the selection of archi tects and
engineers, adver tises projects for bids, obtains construc tion bids, executes construc tion contracts, manages
budgets for construc tion projects and maintains a mailing list of contrac tors, archi tects, and engineers.  The
Bureau of Engineering and Archi tec ture provides engineering and archi tec tural services to state agencies and
reviews designs by outside archi tects and engineers for large construc tion projects.  The Bureau of Construc tion
acts as a construc tion admin is trator on state construc tion projects by coordi nating, super vising, and inspecting
work performed by contrac tors.  For additional infor ma tion, call 717-787-7095 or visit www.dgs.state.pa.us.
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Coalition of Pennsylvania Procurement Technical Assistance Centers (PTACs)

The Coalition of PTACs consists of various organi za tions located across the state, which help companies do
business with federal, state and local govern ments.  Special ists at these Centers can assist you in getting
started or solving a problem regarding govern ment procure ment.  Many of the PTACs subscribe to the Pennsyl -
vania Bulletin.  The PTACs also have special ized services that can match a company’s capabil i ties and interests
electron i cally to bid oppor tu ni ties at local, state, and federal buying activ i ties.  Copies of the match infor ma tion
are sent directly to the firm, with oppor tu ni ties to bid on govern ment contracts.  The PTACs also provide mil
specs, technical data, and other services related to competing for govern ment contracts and subcon tracts.  For
more infor ma tion, visit their web site at www.paptacs.com.

California Univer sity of Pennsyl vania  
Govern ment Agency Coordi na tion Office
California Univer sity of Pennsyl vania
Box 20, 250 Univer sity Avenue
California, PA 15419
724-938-5881
 www.cup.edu/advance ment/gaco
(Allegheny, Beaver, Butler, Greene and Washington
Counties)

Indiana Univer sity of PA PTAC
Indiana Univer sity of Pennsyl vania
Govern ment Contract Assis tance Program
Robert Shaw Building, Room 5
650 South 13th Street
Indiana, PA 15705-1087
724-357-7824
www.eberly.iup.edu/gcap
(Cameron, Clearfield, Elk, Jefferson, McKean and
Potter Counties)

PIC of Westmoreland/Fayette
521 Main Street
Greensburg, PA 15601
724-836-2600 x 233
(Westmoreland & Fayette Counties)

Johnstown Area Regional Indus tries PTAC
245 Market Street, Suite 200
Johnstown, PA 15901
814-535-8675
 www.jari.com
(Cambria and Somerset Counties)

North eastern Pennsyl vania Alliance PTAC
1151 Oak Street
Pittston, PA 18640
570-655-5581
www.nepa-alliance.org
(Adams, Center, Clinton, Columbia, Cumber land,
Dauphin, Franklin, Juniata, Lebanon, Lycoming,
Miflin, Montour, Northumberland, Perry, Snyder and
Union Counties)

Northwest PA Regional Planning 
and Devel op ment Commis sion
395 Seneca Street
Oil City, PA 16301
814-677-4800 x 121
www.nwcommission.org
(Clarion, Crawford, Erie, Forest, Lawrence, Mercer,
Venango and Warren Counties)

Southern Alleghenies Planning & Devel op ment
Commis sion PTAC
541 58th Street
Altoona, PA 16602
814-949-6528
www.sapdc.org
(Bedford, Blair, Fulton and Huntingdon Counties)

Northern Tier Regional Planning and Devel op ment 
Commis sion
507 Main Street
Towanda, PA 18848-1697
570-265-9103
www.northerntier.org
(Bradford, Sullivan, Susquehanna, Tioga and
Wyoming Counties)

North Central Pennsyl vania Regional Planning &
Devel op ment Commis sion
651 Montmorenci Road
Ridgeway, PA 15853
814-773-3162 x 3048
www.ncentral.com
(Cameron, Clearfield, Elk, Jefferson, McKean and
Potter Counties)

SEDA-COG PTAC
201 Furnace Road
Lewisburg, PA 17837
570-524-4491
www.seda-cog.org/ptac
(Adams, Centre, Clinton, Columbia, Cumber land,
Dauphin, Franklin, Juniata, Lebanon, Lycoming,
Mifflin, Montour, Northumberland, Perry, Snyder and
Union Counties)
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Southeast Pennsyl vania PTAP
The Wharton School, Room 435,
Vance Hall
3733 Spruce Street
Phila del phia, PA 19104-6374
717-233-3326
www.pasbdc.org/govtmarketing
(Berks, Bucks, Chester, Delaware, Lancaster, Lehigh,
Montgomery, Northampton, Phila del phia, and York
Counties)

Kutztown Univer sity
737 Consti tu tion Drive
Exton, PA 19341
610-458-5700
www.kutztownsbdc.org
(Berks, Bucks, Chester, Delaware, Lancaster, Lehigh,
Montgomery, Northampton, Phila del phia, and York
Counties)

Lehigh Univer sity
Rauch Business Center #37
621 Taylor Street
Bethlehem, PA 18015
610-758-4089
www.lehigh.edu/~insbdc/
(Berks, Bucks, Chester, Delaware, Lancaster, Lehigh,
Montgomery, Northampton, Phila del phia, and York
Counties)

Temple Univer sity
1510 Cecil B. Moore Avenue
Phila del phia, PA 19121
215-204-3532
(Berks, Bucks, Chester, Delaware, Lancaster, Lehigh,
Montgomery, Northampton, Phila del phia, and York
Counties)

Widener Univer sity
1450 Edgemont Avenue, Suite 120
Chester, PA 19013
610-619-8492
www.widenersbdc.org
(Berks, Bucks, Chester, Delaware, Lancaster, Lehigh,
Montgomery, Northampton, Phila del phia, and York
Counties)
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How to Develop International Markets

Growing a business in the 21st century presents a brave new world of oppor tu ni ties.  More than 25 percent of
small- and medium-sized companies are currently attracting sales revenues from inter na tional trade.   The global 
economy is fueled by new trade agree ments, new markets, and new technol o gies that have profoundly restruc -
tured the ways in which companies view business expansion.  Yet a decision to export must still follow an intense 
period of study and planning. Fortu nately, there are many resources that can assist entre pre neurs in assessing
whether inter na tional markets are the right choice for the products and services of their partic ular company. 

A first step in exploring foreign markets is usually an internal exami na tion of your firm’s product quality, produc -
tion and marketing capacity, and service perfor mance.  Analyze your company’s objec tives for exporting and
determine whether manage ment and staff possess the experi ence and risk capacity for foreign trade.  The next
step is to evaluate your firm’s external activ i ties in distri bu tion, marketing and compet i tive positioning.  Firms
that are well managed and profit able in the domestic market usually perform better in the inter na tional market
than those that attempt to export because their efforts in the U.S. are floun dering.  The decision to venture into
inter na tional markets should be based on:

The advantages of exporting:

n Larger mar ket for your goods and ser vices—94 per cent of the world’s pop u la tion is out side the U.S.

n Lon ger prod uct life for some prod ucts.

n Abil ity to re duce sea sonal fluc tu a tion in de mand.

n De creased de pend ence on do mes tic mar kets.

n Over seas mar kets can pro vide fresh in sight to your com pany, en hanc ing your po si tion do mes ti cally.

n Larger pro duc tion runs may re duce fixed costs per item and en able com pa nies to pur chase ma te ri als at
lower unit costs.

The disadvantages of exporting:

n Pos si ble long lead times from mar ket ing ef forts to ac tual sales.

n High costs of en ter ing ex port mar kets, in clud ing travel, trade shows and sam ples.

n For eign lan guage la bel ing and point of sale ma te ri als may be re quired.

n Risk of non-pay ment by the for eign buyer.

n Re quire ments to meet over seas stan dards, cer tif i ca tions and in spec tions.

n Pos si ble need to re for mu late prod uct or pack ag ing for over seas buyer.

n Long lead times for ship ping and de liv ery.

n Shipping, in sur ance, fi nanc ing, tar iff and non-tar iff bar ri ers add costs for the over seas buyer, mak ing it dif fi -
cult to com pete against lo cal sup pli ers.

Local culture, customs and negoti a tions are different from dealing with U.S. customers.

After an overview of your firm’s current assets and the general advan tages and disad van tages of exporting, you
should begin contacting the inter na tional trade experts who can advise you on potential foreign markets for your 
products.  
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Team Pennsyl vania Export Network: Export assis tance for Pennsyl vania firms selling their products and
services overseas.   This assis tance is provided at 11 conve nient locations in the Common wealth.  For the name
of your nearest assis tance provider, call 1-888-PA EXPORT or visit www.newPA.com.

Pennsyl vania Overseas Repre sen ta tives: Your company’s market partner abroad.  This seasoned group of
foreign national profes sionals helps determine the market ability of your product for the country they represent,
assist with analysis of market entry strat e gies for your product, perform an agent/distrib utor search, assess
compe ti tion and much more.  The Common wealth has Overseas Office Repre sen ta tives in the following
locations:

n Aus tra lia 

n Can ada

n United King dom

n South Af rica

n Mex ico

n Brazil

n Ger many

n Saudi Arabia

n East ern Ara bian Gulf

n Vietnam

n Russia

For more infor ma tion, call 1-888-PA-EXPORT or visit www.newPA.com

Contact:
PA Depart ment of Community and Economic Devel op ment
Office of Inter na tional Business Devel op ment
Common wealth Keystone Building
400 North Street, 4th Floor 
Harris burg, PA 17120-0225
717-787-7190
www.newPA.com

For business owners requiring assis tance with export of food, forest and agricul tural products:

Contact:
PA Depart ment of Agricul ture
Bureau of Market Devel op ment
Domestic and Inter na tional Business Devel op ment
2301 North Cameron Street, Room 310
Harris burg, PA 17110
717-783-3181
www.pda.state.pa.us         

For more infor ma tion on exporting refer to the Section IV, Pennsyl vania Resources.

n Chile

n Czech Re pub lic

n Ja pan

n France

n Netherlands

n Spain

n East ern Med i ter ra nean

n South east Asia

n Korea

n Taiwan

n UAE
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www.newPA.com

Section III

Business
Requirements
and Regulations

Disclaimer: Due to periodic updates and changes, 
the infor ma tion contained in these sections may be outdated.
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License and Permit Requirements

This section on business-related Pennsyl vania agencies contains brief defini tions of state govern ment depart -
ments, and lists several licenses or permits within the authority of each.  According to the type of business, one
or more of these permits or licenses could be necessary for legal operation.  Violation of require ments can lead
to penalties, financial setbacks or even business closings.

Pennsylvania Department of Aging (www.aging.state.pa.us)

The Pennsyl vania Depart ment of Aging is charged with the respon si bility of serving as the focal point in the
Common wealth for our older residents.  It is respon sible for designing and imple menting programs for the
elderly primarily through Area Agencies on Aging.  For infor ma tion concerning the estab lish ment and operation
of an adult day care facility, please contact the Division of Adult Day Services Licensure & Quality Monitoring
Division.

n Adult Day Services Li cense . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-6207

Pennsylvania Department of Agriculture (www.pda.state.pa.us) 

The Pennsyl vania Depart ment of Agricul ture encour ages and promotes agricul ture and related indus tries
through numerous programs such as consumer protec tion, farmland preser va tion, and market devel op ment and
promotion.  The Depart ment also provides a full range of services to farmers and consumers from its seven
regional offices listed in  this section.  

n Bu reau of An i mal Health and Di ag nos tic Ser vices . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-2852

· Ar ti fi cial Prop a ga tion Reg is tra tion (for use by com mer cial prop a ga tion fa cil i ties)

· Cat tle Branding

· Do mes tic An i mal Dealers & Hauler Li cense  (in cludes poul try haul ers and poul try deal ers)

· Gar bage Li cense (feed ing gar bage to swine)

· Live Fish, Live Bait Fish and Live Fish Bait Dealers Reg is tra tion

· Meat Es tab lish ment

· Poul try Tech ni cian

· Ren der ing Plants

n Bu reau of Dog Law En force ment . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4833

· Dog Li cense

· Ken nel Li cense

· Ra bies Cer tif i ca tion

n Bu reau of Food Safety and Lab o ra tory Ser vices . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4315

· Eating and Drinking Place Li cense

· Egg In spec tor Li cense

· Egg Open ing Li cense

· Food Es tab lish ment Reg is tra tion (to in clude bak er ies, non-al co holic drinks & cold stor age ware houses)

· Frozen Des sert Li cense

· Ma ple Prod ucts Li cense

· Per mit to Sell Milk and Dairy Prod ucts 

· Sea sonal Farm La bor Camp Per mit

· Shell fish Per mit
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n Bu reau of Plant In dus try . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4843

· Ag ri cul tural Liming Ma te rials Li cense

· Beekeeping Li cense

· Feed Li cense

· Fer til izer Li cense 

· Nurs ery Dealer Li cense

· Nurs ery/Green house Li cense

· Nu tri ent Man age ment Spe cial ist Li cense

· Pes ti cide Ap pli ca tor Busi ness Li cense

· Pes ti cide Dealers Li cense

· Pes ti cide Prod ucts Reg is tra tion

· Soil Con di tioners and Plant Growth Sub stances Li cense

n Bu reau of Ride and Mea sure ment Stan dards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6772

· Amuse ment Ride In spec tor Cer tif i ca tion

· On-Farm Ethyl Al co hol Pro duc tion

· Pub lic Weighmaster Li cense

n Har ness Rac ing Com mis sion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-5196

· Off-Track Wagering Par lors (li censed through in di vid ual rac ing tracks)

· Owners, Trainers, Drivers, and Oc cu pa tional Li censes

n Horse Rac ing Com mis sion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1942

· Off-Track Wagering Par lors (li censed through in di vid ual rac ing tracks)

· Owners, Trainers, Jockeys, and Oc cu pa tional Li censes

n Penn syl va nia De part ment of Ag ri cul ture Re gional Of fices

Altoona   
1307 7th Street
Cricket Field Plaza
Altoona, PA 16601-4701
814-946-7315 | Fax: 814-946-7354
(Bedford, Blair, Cambria, Centre, Clearfield,
Fulton, Huntingdon, Juniata, Mifflin, Somerset)

Creamery
Route 113, P.O. Box 300
Creamery, PA 19430-0300
610-489-1003 | Fax: 610-489-6119
(Berks, Bucks, Chester, Delaware, Lehigh,
Montgomery, Northampton, Phila del phia,
Schuylkill)

Gibsonia
6 McIntyre Road
Gibsonia, PA 15044-9644
724-443-1585 | Fax: 724-443-8150
(Allegheny, Armstrong, Beaver, Butler, Fayette,
Greene, Indiana, Lawrence, Washington,
Westmoreland)

Harris burg
P.O. Box 5184
Harris burg, PA 17110
717-346-3223 | Fax: 717-346-3229
(Adams, Cumber land, Dauphin, Franklin,
Lancaster, Lebanon, Perry, York)

Meadville
13410 Dunham Road
Meadville, PA 16335 
814-332-6890 | Fax: 814-333-1431
(Clarion, Crawford, Elk, Erie, Forest, Jefferson,
McKean, Mercer, Venango, Warren)
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Pennsylvania Department of Banking (www.banking.state.pa.us)

The Pennsyl vania Depart ment of Banking regulates state-chartered depos i tory insti tu tions and licenses over
9,000 non-depos i tory financial service providers. The depart ment conducts exami na tions to ensure the safety
and soundness of such entities as well as their compli ance with banking laws, acts and regula tions.

Through its Office of Economic Devel op ment, the depart ment nurtures unique partner ships between the state’s
financial profes sionals and economic devel opers. The depart ment acquaints financial profes sionals with the
state’s 100+ economic devel op ment programs and helps them use the programs to benefit their customers,
share holders and commu ni ties.

The depart ment’s Consumer Services Office operates a toll-free consumer hotline at 1-800-PA-BANKS. Trained
profes sionals are available Monday through Friday, 8:30 a.m. to 5:00 p.m., to answer questions, provide accurate 
infor ma tion and offer an unbiased perspec tive on a variety of financial issues. The depart ment also has
consumer resources available online.

The Banking Depart ment is also proud to host the Pennsyl vania Office of Financial Education. Created by
executive order in 2004, the office seeks to improve the avail ability and quality of financial education in the
common wealth’s schools, commu ni ties and workplaces. It also manages a consumer-friendly web site at
www.moneysbestfriend.com.

n Start ing a New De pos i tory In sti tu tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-2253

· Banks

· Credit Un ions

· Sav ings As so ci a tions

· Trust Com pa nies

n Li cens ing Non-De pos i tory Fi nan cial Ser vice Providers . . . . . . . . . . . . . . . . . . . . . . . 717-787-3717

· Ac cel er ated Mort gage Pay ment Pro vider

· Check Casher

· Col lec tor Repossessor

· Con sumer Dis count Com pany

· Credit Ser vices Loan Bro ker

· First Mort gage Banker

· First Mort gage Bro ker

· In stall ment Seller

· Lim ited Loan Bro ker

n Of fice of Eco nomic De vel op ment . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-214-4750

n Con sumer Ser vices Of fice . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-PABANKS (1-800-722-2657)
Har ris burg Met ro pol i tan Area . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1854

n Of fice of Fi nan cial Ed u ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-2498

Montoursville
542 County Farm Road
Suite 102
Montoursville, PA 17754-9685
570-433-2640 | Fax: 570-443-4770
(Cameron, Clinton, Columbia, Lycoming,
Montour, Northumberland, Potter, Snyder, Tioga,
Union)

Tunkhannock
Route 92 South
P.O. Box C
Tunkhannock, PA 18657-0318
570-836-2181 | Fax: 570-836-6226
(Bradford, Carbon, Lackawanna, Luzerne,
Monroe, Pike, Sullivan, Susquehanna, Wayne,
Wyoming)

· Loan Cor re spon dent

· Money Trans mit ter

· Pawn bro ker

· Sales Fi nance Com pany

· Sec ond ary Mort gage Lender

· Sec ond ary Mort gage Loan Bro ker

· Sec ond ary Mort gage Loan Bro ker’s Agent

· Wholesale Table Funder
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Pennsylvania Department of Conservation and Natural Resources
(www.dcnr.state.pa.us) 

The Pennsyl vania Depart ment of Conser va tion and Natural Resources maintains, improves and preserves state
parks; manages state forest lands; provides infor ma tion on Pennsyl va nia’s ecolog ical and geologic resources;
and admin is ters grant and technical assis tance programs that benefit rivers conser va tion, trails and greenways,
local recre ation, regional heritage conser va tion and environ mental education programs across Pennsyl vania. 

n Rec re ation Li cense  (See Note)

All Terrain Vehicle Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-866-545-2476

All Terrain Vehicle Dealer Certif i cate . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-866-545-2476

Boat Launching. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact State Park Office

Boat Mooring. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact State Park Office

Marina Slips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact State Park Office

Snowmo bile Dealer Certif i cate . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .1-866-545-2476

Snowmo bile Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-866-545-2476

State Forest Camping . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-888-PA-PARKS

State Park Camping Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-888-PA-PARKS

State Park Picnicking . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-888-PA-PARKS

n Rights of Way Li censes (See Note)

Variable Fee License . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact State Park District or Forest Office

Variable Fee Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (State Forests) 717-787-2014

n State For est Li censes (See Note)

Firewood Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-888-PA-PARKS

Ground Pine Removal Approval . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact District Forest Office

Hard Mineral Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact District Forest Office

Mineral Prospecting Permit for State Forest Lands . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4835

Road Use Agreement . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact District Forest Office

Seismic Survey Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4835

n Wa ter Well Drill ing 

Water Well Driller’s License/Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-702-2073

n Wild Plant Li censes (See Note)

Pennsyl vania Ginseng Certif i cate . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3444

Vulner able Plant License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3444

Wild Plant Manage ment. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3444

Note:  Visit the Pennsyl vania Depart ment of Conser va tion and Natural Resources web site
www.dcnr.state.pa.us for regional office telephone numbers, online reser va tions and regula tions.
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Pennsylvania Department of Education  (www.pde.state.pa.us)

The Pennsyl vania Depart ment of Education governs school laws and assists school districts in conducting their
educa tional programs.  It admin is ters the regula tions of the State Board of Education, and provides mainte -
nance and support of a thorough and efficient system of education.

Private Driver Training Schools . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-6788

Private Licensed Schools 
     Business, Corre spon dence, and Trade . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8228

Private Academic Schools (Non-public and private schools) . . . . . . . . . . . . . . . . . . . . . 717-783-5146

Teacher Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3356

Pennsylvania Department of Environmental Protection  (www.dep.state.pa.us)

The Pennsyl vania Depart ment of Environ mental Protec tion (DEP) is respon sible for programs to protect and
improve our air, water and land, and to show how to prevent pollution.  It is also respon sible for the Land
Recycling Program and the regula tion of mining opera tions. 

n Air Emis sions Li censes (See Note)

Asbestos Removal/Inspec tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-9257

Air Quality Plan Approval . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office | 717-787-9702

Air Qual ity Op er ating Per mit . . . . . . . . . . . . . . . . . . . . .  Con tact Re gional DEP Office | 717-787-4325

n Blast ing Li censes

Explo sives Storage/Sales/Purchase Permits . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8845

Issuance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-5103

n Haz ard ous Waste Li censes (See Note)

Chemical/Physical/Biolog ical Treatment Permit . . . . . . . . . Contact Regional DEP Office | 717-787-6239

Commer cial Treatment/Disposal Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6239

Hazardous Waste Piles Permit . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office | 717-787-6239

Incin er ator Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office | 717-787-6239

Land Treatment Permit . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office | 717-787-6239

Landfill Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Contact Regional DEP Office | 717-787-6239

Permit-By-Rule Approval . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office | 717-787-6239

Reuse-Recycle-Reclaim Approval . . . . . . . . . . . . . . . . . . .Contact Regional DEP Office | 717-787-6239

Storage Facility Permit . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office | 717-787-6239

Surface Impound ment Permit . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office | 717-787-6239

Thermal Treatment Permit . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office | 717-787-6239

Trans porter License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6239

n In dus trial Wastewater Per mits/Li censes (See Note)

National Pollutant Discharge Elimi na tion System (NPDES) 
Permit for Indus trial Wastewater (Part 1) . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Water Quality Manage ment Permit (Part 2) . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office



58

n In fec tious and Chemotherapeutic Waste

Transport License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6239

n Lab o ra tory Ac cred i ta tion Li censes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-346-7200

· Mu nic i pal Waste Cer tif i ca tion

· Oil and Gas Cer tif i ca tion

· Safe Drinking Cer tif i ca tion

· Small Op er a tors As sis tance Pro gram Qual i fi ca tions

n Min ing Li censes (See Note)

Coal Mining Activity Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact District Mining Office

Coal Refuse Disposal Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8845

Coal Prepa ra tion Plant Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8845

Coal Surface Mining License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-5103

Equipment Approval. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-5338

Indus trial Minerals Mining License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-5338

Miners & Mine Officials Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-5338

n Mu nic i pal/Re sid ual Waste Per mits (See Note)

General Infor ma tion. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-7381 

Agricul tural Utili za tion of Sewage Sludge . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Composting Facility Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Construc tion Demoli tion Waste Landfill Permit . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Demon stra tion Facility Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Land Disposal of Sewage Sludge Facility Permit . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Municipal Waste Benefi cial Use Approval . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Municipal Waste Landfill Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Municipal Waste Processing Facility Permit . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Resource Recovery Facility Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Residual Waste Processing and/or Disposal Permit . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Residual Waste General Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Sewage Sludge Land Recla ma tion Permit . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Transfer Facility Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

n Oil and Gas Li censes (See Note)

General Infor ma tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-2199

Fee-In-Lieu of Bonding . . . . . . . . . . . . . . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office

Oil and Gas Well Permit . . . . . . . . . . . . . . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office

Oil and Gas Well Regis tra tion . . . . . . . . . . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office

Oil and Gas Well Bond . . . . . . . . . . . . . . . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office

Clean Streams Law Construc tion 
Permit (Part 2) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office

National Pollutant Discharge 
Elimi na tion System (NPDES) Permit (Part I). . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office



59

Oil & Gas Pillar Permit . . . . . . . . . . . . . . . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office

Spacing Order. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office

Under ground Injection Control Permit . . . . . . . . . . . . . . . Contact Bureau of Oil & Gas Regional Office

n Pub lic Wa ter Sup ply Li censes (See Note)

Non-Community Water System Permit . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Non-Community Water System Plan Approval . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Public Water System Permit for Bottled, Retail, Bulk Hauling 
or Vended Drinking Water Systems. . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Public Water System Permit for Community Water Systems . . . . . . . . . . . . Contact Regional DEP Office

Water Alloca tion Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

n Ra di a tion Per mits 

Radiation Producing-Machine Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3720

Radio ac tive Material License. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3720

Radon Testing/Mitiga tion Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-3594

U.S. Nuclear Regula tory Commis sion Materials License . . . . . . . . . . . . 610-337-5000 or 1-800-432-1156

n Sew age Li censes (See Note)

National Pollutant Discharge Elimi na tion System (NPDES) 
Permit for Sewage Discharge . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Planning Approval Under the Sewage 
Facil ities Act Base Planning . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

New Land Devel op ment . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Municipal Govern ment

On-Lot Sewage Disposal System Permit . . . . . . . . . . . . Contact Municipal Sewage Enforce ment Officer

Sewage Enforce ment Officer Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6045

Sewage Treatment Plant and Water works Operators Certif i cate . . . . . . . . . . . . . . . . . . . 717-787-5236

Water Quality Manage ment Permit (Part 2) Sewage Discharge . . . . . . . . . . Contact Regional DEP Office

n Small Busi ness Om buds man . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-5942

n Wa ter way Ac tiv i ties Li censes (See Note)

401 Water Quality Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Dam Safety Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8568

Emergency Permit for Activ ities in a Waterway Course . . . . . . . . . . . . . . . Contact Regional DEP Office

Limited Power Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8568

Submerged Lands License Agreement . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-6827

Water Obstruc tions and Encroach ment Permit . . . . . . . . . . . . . . . . . . . . Contact Regional DEP Office

Note: Refer to the blue pages in your local telephone directory for the Pennsyl vania Depart ment of
Environ mental Protec tion (DEP) regional office telephone numbers or visit their web site.
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Pennsylvania Fish and Boat Commission (www.fish.state.pa.us)

The Commis sion sets rules and regula tions governing fishing and boating in the Common wealth.  The Commis -
sion is an independent state agency supported solely through fishing license and boat regis tra tion fees.

Boat Agency Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 866-262-8734

Commer cial Fishing License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-705-7900

Fishing Agency License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-705-7933

Passenger Carrying Boat Opera tor’s License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-705-7841

Regulated Fishing Lake License. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-705-7900

Pennsylvania Game Commission (www.pgc.state.pa.us)

Created by legis la tive action in 1895, the Pennsyl vania Game Commis sion is respon sible for the scien tific
manage ment of all wildlife in the Common wealth.

n Wild life Per mits

  Exotic Wildlife Dealer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8164

  Fur Dealer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8164

  Regulated Hunting Grounds . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8164

  Taxidermy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8164

  Wildlife Menagerie . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8164

  Wildlife Pest Control . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8164

  Wildlife Propa ga tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8164

Pennsylvania Department of Health (www.health.state.pa.us)

The Pennsyl vania Depart ment of Health has the duty and power to protect the health of the people of the
Common wealth by utilizing the most efficient and effective means to prevent and suppress disease and injury.  
It is also respon sible for ensuring acces si bility of high quality health care at a reason able cost.

Alcohol Testing Devices . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-280-3464

Birth Centers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1379

Drug and Alcohol Facil ities/Licensing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8675

Drugs, Devices and Cosmetics/Regis tra tion & Licensing . . . . . . . . . . . . . . . . . . . . . . . 717-787-2307

EMS/Certif i ca tion, Licensing & Training 
(Ambulances, Paramedics, EMTs, etc.) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8740

Health Care Facil ities/Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1327

Hospitals & Surgical Facil ities/Licensing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8980

Inter me diate Care Facil ities/Medicaid Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-3980

Labora tory Licensing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-280-3464

Managed Care Facil ities/Licensing (HMOs, IDS, PPOS, Dental Plans, etc.) . . . . . . . . . . . . 717-787-5193

Medicare Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1379
(Chiro prac tors, Community Mental Health Centers, Outpa tient Rehabil i ta tion, End Stage Renal Disease,
Home Health Agencies, Hospice, Occupa tional Thera pists and Physical Thera pists, Rural Health Clinics, etc.)

Nursing Homes/Licensing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1816

Organized Camp Certif i cate of Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4366
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Pennsyl vania Depart ment of Health General Infor ma tion Line . . . . . . . . . . . . . . . . . 1-877-PA-HEALTH

Portable X-Rays/Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .717-783-8980

Public Bathing Place Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4366

Pennsylvania Insurance Department (www.insurance.state.pa.us)

The Pennsyl vania Insurance Depart ment is respon sible for admin is tering the laws of the Common wealth as they
pertain to the regula tion of the insurance industry and the protec tion of the insurance consumer.  It ensures that 
the industry is respon sive to the needs of the consumer by making reliable insurance coverage available at
reason able rates.

Auto Appraiser (Damaged Autos) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3840

Bail Bonds . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3840

Insurance Agents/Brokers/Agencies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3840

Public Adjusters . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3840

Pennsylvania Department of Labor and Industry (www.dli.state.pa.us)

The Pennsyl vania Depart ment of Labor and Industry serves the labor and indus trial interests of the Common -
wealth by promoting health, welfare, and safety of employees.  It provides vocational rehabil i ta tion to people
with disabil i ties, and stabi lizes the income of employees who become victims of certain occupa tional disease or
who sustain work-related injuries.  It also promotes appren tice ship and job training programs by assisting
displaced workers with retraining and job placement.  As the desig nated lead agency in the Common wealth’s
devel op ment of a workforce invest ment system, the Depart ment works in collab o ra tion with its partners; and
admin is ters the programs delivered through the one-stop system, Team Pennsyl vania CareerLink.

Agent/Enter tainers License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4134

Asbestos Accred i ta tion & Certif i ca tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-3396

Bedding and Uphol stery . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6848

Boiler Operator . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6114

Elevator Inspec tion/Instal la tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6114

Motion Picture Projec tionist . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4134

Occupancy Permits (Fire and Panic Regula tions) . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6114

Occupa tional & Indus trial Safety (General) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3323

New Hiring Reporting . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-888-PA-HIRES

Office of Vocational Rehabil i ta tion (OVR). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-442-6351

Private Employ ment Agencies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4134

Bureau of Labor Law Compli ance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-932-0665

Prevailing Wage . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-932-0665

PENNSAFE. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-888-SAFE-422

Stuffed Toys . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6848

Team Pennsyl vania CareerLink. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3157

Unemploy ment Compen sa tion
     Benefits & Allow ances . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3547
     Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-7679
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Workers’ Compen sa tion
     Claims Infor ma tion Helpline. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-482-2383
     Employer Services Helpline . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-3702

Bureau of Workforce Invest ment. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3354
     Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-345-2555

Center for Workforce Infor ma tion and Analysis . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6466
     Toll-Free. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-877-4WF-DATA

Pennsylvania Liquor Control Board (www.lcb.state.pa.us)

Numerous laws related to alcoholic beverage control were consol i dated to form the Pennsyl vania Liquor Code.
This code serves as the basis for all opera tions of the Pennsyl vania Liquor Control Board and governs the two
main functions of the Board: the issuing of licenses and permits; and the buying and selling of distilled spirits
and wines.

Brand Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8250

Liquor License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8250

Malt Beverage License (sell only) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8250

Wholesale License (manufac ture and sell). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-8250

Pennsylvania Milk Marketing Board

The Milk Marketing Board provides a regula tory environ ment that facil i tates a safe, adequate supply of
wholesome milk by providing security for its dairy farmers and milk dealers, while providing an adequate supply
of dairy products for consumers.

n Milk Li cense Ap pli ca tion

Fluid Milk . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4194

· Stan dard (Whole) Milk

· Re duced Fat (2%) Milk

· Lowfat (1%) Milk

· Non fat (Skim) Milk

Cream Products . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4194

· Mixed Milk (Half & Half)

· Light Cream

· Me dium Cream

Pennsylvania Public Utility Commission (http://puc.paonline.com)

The Pennsyl vania Public Utility Commis sion was created to establish and maintain reason able rates and safe,
adequate service in the regula tion of the state’s public utilities, including electric, natural gas, telecom mu ni ca -
tions, water, and sewer.  The Commis sion regulates trans por ta tion utilities providing for the movement of
people and goods between points in Pennsyl vania.

Bureau of Trans por ta tion and Safety Appli ca tion Section. . . . . . . . . . . . . . . . . . . . . . . 717-787-3834

· Bro kers of Pas sen gers

· Group and Party Ser vice (char ter bus)

· Lim ou sine

· Prop erty Car ri ers

· Taxi Ser vice

· Fla vored Milk

· Fla vored Re duced Fat Milk

· But ter milk

· Egg Nog

· Heavy Cream

· Sour Cream
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Pennsylvania Department of Public Welfare (www.dpw.state.pa.us)

The Pennsyl vania Depart ment of Public Welfare is respon sible for admin is tering a variety of human services
programs which promote independ ence and a better quality of life.

n Adop tion, Fos ter Fam ily, Res i den tial, Ma ter nity Homes,  Day Treat ment Ser vices, Pri vate 
and County Chil dren and Youth Agen cies

     Harris burg. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-772-7702

     Phila del phia. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215-560-2249

     Pitts burgh . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 412-565-2339

     Scranton . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-963-4376

n Day Train ing for Adults, Com mu nity Res i den tial, Vo ca tional Re ha bil i ta tion, In ter me di ate Care Fa cil i ties,
Fam ily Liv ing Agen cies

     Harris burg . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-5774

     Phila del phia. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215-560-2242

     Pitts burgh . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  412-565-5383

     Scranton . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-963-4749

n Child Day Care, Group Day Care Homes, Fam ily Day Care Homes (reg is tered)

     Harris burg. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-772-7078
           Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-222-2117

     Phila del phia . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215-560-2541
           Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-346-2929

     Pitts burgh . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 412-565-5183
           Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-222-2149

     Scranton. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-963-4371
           Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-222-2108

n Per sonal Care Homes

     Harris burg . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-4673
           Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-882-1885

     Norristown . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-270-1137
           Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-866-711-4115

     Pitts burgh . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 412-565-5614
           Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-888-464-6378

     Scranton . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-963-3209
           Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  1-800-833-5095

n Fa cil i ties Li cens ing In for ma tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6180

Pennsylvania Department of Revenue (www.revenue.state.pa.us)

The Pennsyl vania Depart ment of Revenue is respon sible for collecting all state tax earnings for the Common -
wealth.  It also admin is ters special programs such as the Senior Citizen Property Tax/Rent Rebate, Public Utility
Realty Tax, and the Pennsyl vania State Lottery.

Cigarette Dealer’s License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-9374

Liquid Fuels and Fuel Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-9361

Lottery Agent . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-986-4699

Motor Fuel Decal . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-482-4382
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Small Games of Chance. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8275

State and Local Sales, Use & Hotel Occupancy . . . . . . . . . . . . . . . . . . . . PA Revenue District Offices

Transient Vendor License . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . PA Revenue District Offices

Pennsylvania Securities Commission (www.psc.state.pa.us)

The primary purpose of the Pennsyl vania Securi ties Commis sion is to protect the public from fraud u lent
practices in connec tion with the offer, sale, and purchase of securi ties in Pennsyl vania and to encourage the
financing of legit i mate business and industry in the Common wealth.

Broker-Dealer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-4213

Entre pre neur Education Program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-5130

Invest ment Adviser Repre sen ta tive . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-4211

Invest ment Adviser . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-4244

Regis tra tion of Securi ties . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-787-5401

Securi ties Exemp tions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-787-8059

Securi ties Agent . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-4212

Pennsylvania Department of State (www.dos.state.pa.us)

Nearly all the official trans ac tions of the Governor pass through and are recorded in the Pennsyl vania Depart -
ment of State.  The Depart ment oversees elections, registers corpo ra tions, autho rizes solic i ta tions of chari table
organi za tions, admin is ters profes sional and occupa tional licensure laws, and appoints notaries public.  It also
has juris dic tion over boxing and wrestling matches for a purse where admission is charged.

Corpo ra tion Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1057

Out-of-State Corpo ra tion Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1057

Ficti tious Name Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1057

Notaries Public . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-5280

Chari table Organi za tions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1720
     Toll-Free . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-732-0999

n Pro fes sional and Oc cu pa tional Af fairs Bu reau

Accoun tant . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-1404

Archi tects Licensure Board . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-3397

Auctioneer Examiners . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-3397

Barber Examiners . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-3402

Chiropractic . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7155

Cosme tology . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-7130

Dentistry . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-783-7162

Profes sional Engineers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7049

Funeral Directors . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-3397

Geolo gists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7049

Land Surveyors. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7049

Landscape Archi tects . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-8528

Medicine. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1400

Naviga tion Commis sion for the Delaware River. . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6458
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Nursing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7142

Nursing Home Admin is tra tors . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7155

Occupa tional Therapy Education and Licensure . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1389

Optometry . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7155

Osteo pathic Medicine . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-4858

Pharmacy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7156

Physical Therapy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7134

Podiatry . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-4858

Psychology . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7155

Real Estate Appraisers, Certified . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-4866

Real Estate Commis sion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-3658

Social Work Examiners . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1389

Speech-Language and Hearing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1389

Vehicle Manufac turers, Dealers, and Sales per sons . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-1697

Veter i nary Medicine . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-7134

Complaints against Licensed Profes sionals . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-822-2113

Pennsylvania Department of Transportation (www.dot.state.pa.us)  

The Pennsyl vania Depart ment of Trans por ta tion provides needed facil i ties for the movement of people and
goods, stimu lating techno log ical advance ment in trans por ta tion facil i ties, provides leader ship to identify and
solve trans por ta tion problems, and develop and apply inter- and multi-modal approaches to trans por ta tion
policy and programs.

Airport/Heliport Seaplane License. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-705-1232

Automo tive Inspec tion Station . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-2895

Contractor Prequalification. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-7032

Infor ma tion/Bureau of Driver Licensing and Motor Vehicles . . . . . . . . . . . . . . . . . . . 1-800-932-4600

Junkyard/Highway Beauti fi ca tion/Outdoor Adver tising Permits . . . . . . . . . . . . . . . . . . . 717-787-7370

Permits for Highway Occupancy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-787-3620

Permits for Motor Carriers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  717-787-4680

Permits for Superloads . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-4680

Miscellaneous

n At tor neys (PA Board of Law Ex am in ers) www.pabarexam.org . . . . . . . . . . . . . . . . . . . 717-795-7270

n Food Stamps, Au tho rized to Ac cept (U.S. De part ment of Ag ri cul ture) www.usda.gov

     Food Stamp Program (retail) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-877-823-4369

n Health Club Reg is tra tion - Of fice of At tor ney Gen eral, Bu reau of Con sumer Pro tec tion
www.attorneygeneral.gov . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-9707 or 215-560-1095

n Pri vate In ves ti ga tor . . . . . . . . . . . . . . . Con tact your County Clerk of Courts where you will be working

n Telemarketing Reg is tra tion - Of fice of At tor ney Gen eral, Bu reau of Con sumer Pro tec tion
www.attorneygeneral.gov . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-9707

n Haz ard ous Ma te ri als - PA State Po lice . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-346-7331



66

General Tax Information from the 
Pennsylvania Department of Revenue

Various taxes are imposed upon individ uals, employers, businesses, and certain products.  The taxes for which
any business enter prise is liable depend on the type and structure of that business.  Direct your questions on tax 
topics to the appro priate division or bureau of the Pennsyl vania Depart ment of Revenue.  Private tax practi tio -
ners and financial advisers are independent sources of infor ma tion regarding taxes. 

n Gen eral Tax In for ma tion - 
Penn syl va nia De part ment of Rev e nue . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

n Sales Tax
Bu reau of Busi ness Trust Fund Taxes

State and Local Sales & Use Tax. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Public Trans por ta tion Assis tance Fund Taxes and Fees (Sales Tax Division) . . . . . . . . . . . 717-787-6315

Cigarette License and Taxes (Regis tra tion Division) . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-9374

n Cor po ra tion Tax
Bu reau of Cor po ra tion Taxes

Rate and Base Changes for Corporate Taxes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Account - Specific Payment & Credit Infor ma tion (Accounting Division). . . . . . . . . . . . . . 717-705-6225

Estimated Payments on Account (Fact & Infor ma tion Line) . . . . . . . . . . . . . . . . . . . . 1-888-PATAXES

n Per sonal In come Tax

Employer Withholding Require ments. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

n Trans por ta tion Tax
Bu reau of Mo tor Fuel Taxes

Motor Carrier Road Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-705-5460

Liquid Fuels and Fuel Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-9367; 717-783-9370

Inter na tional Fuel Tax Agreement (IFTA) Inquiries . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-482-4382

For assis tance refer to the blue pages in your local telephone directory for the Pennsyl vania 
Depart ment of Revenue Regional and District Office nearest you or visit the Pennsyl vania Depart ment 

of Revenue’s web site at www.revenue.state.pa.us.
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Tax Incentives

Pennsyl vania offers several tax incen tives to encourage business growth and expansion. They are admin is tered
by the Pennsyl vania Depart ment of Revenue.

n Net Operating Loss Carry Forward
The Net Operating Loss (NOL) carry forward allows corporate taxpayers to apply losses from one year
against profits in subse quent years.  Losses can be carried forward and deducted from profits for as many as
20 years.  Taxpayers are allowed to offset up to $2 million in taxable income annually by applying the losses
from the oldest available period first.

NOLs benefit the taxpaying business community by helping businesses during their initial start-up period or 
while recov ering from a poor business cycle.  

Questions regarding the use of  NOLs can be directed to 717-783-6035.

n Weighted Sales Factor
Corpo ra tions who do business inside and outside of Pennsyl vania may benefit from the state’s weighted
sales factor.  Multi- state corpo ra tions are required to allocate their income to Pennsyl vania using the
weighted sales factor appor tion ment formula when calcu lating their Corporate Net Income Tax.  The
weighted sales factor is 60 percent.

The appor tion ment formula is based on a company’s percentage of property, payroll and sales attrib ut able
to Pennsyl vania.  The weighted sales factor generally lowers taxes for corpo ra tions with relatively high
invest ments in payroll and property in Pennsyl vania, as compared to sales made here.  Companies with
headquar ters, manufac turing and research facil i ties within the Common wealth are typically benefi cia ries of
the weighted sales factor. 

For more infor ma tion about appor tion ment and the weighted sales factor, call 717-783-6035.

n Manufacturer’s Exemption
The Common wealth also encour ages manufac turers to locate and expand in Pennsyl vania by offering a
manufac turing exemption.  The exemption is part of the formula for calcu lating the Capital Stock Tax, as
amended by Act 23-2000.

For infor ma tion about the Manufac turer’s Exemption, call 717-783-6035.

n Malt Beverage Tax Credit
The Malt Beverage Tax Credit program encour ages small, state-based breweries to upgrade their plant and
equipment, which helps them remain compet i tive with other beer manufac turers. The program is limited to
breweries with annual produc tion less than 300,000 barrels.  Small breweries can receive up to $200,000 a
year in tax credits for five years (for a total of $1 million).  The credits are equal to the amount spent on
qualified purchases of a plant, machinery and equipment and can only be applied against the Malt Beverage
Tax.

For more infor ma tion on the Malt Beverage Tax Credit program, contact the Bureau of Business Trust Fund
Taxes, Miscel la neous Tax Division at 717-783-9354.
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Legal Considerations

Specific questions, which require legal consid er ation by the Pennsyl vania Depart ment of Revenue and written
response, should be directed to:

PA Depart ment of Revenue
Office of Chief Counsel
Depart ment 281061
Harris burg, PA  17128
717-787-1382

n Tax Forms and Schedules
The Pennsyl vania Depart ment of Revenue offers a variety of ways to serve you.  The Depart ment has estab -
lished a Taxpayer Service and Infor ma tion Center that offers personal and business tax help during
normal business hours.  For questions on business taxes, call 717-787-1064, and, for questions on personal
taxes, call 717-787-8201.

1-888-PATAXES is an automated, 24-hour a day service for taxpayers with touch-tone phone service.
Taxpayers can get the answers to the most commonly asked tax questions; check on estimated tax payments
credited toward their personal and corporate account; check the status of a filed Personal Income Tax return
(or Property Tax Rent Rebate claim); or order tax forms to be mailed or faxed.  For toll-free forms ordering
only, call 1-800-362-2050.   Written requests should be directed to: 

PA Depart ment of Revenue
Tax Forms Service Unit
711 Gibson Boulevard
Harris burg, PA 17104-3200

The Pennsyl vania Depart ment of Revenue’s web site provides forms, infor ma tion and online regis tra tion at
www.revenue.state.pa.us.  To subscribe to the Pennsyl vania Tax Update, contact: 

PA Depart ment of Revenue
Press Office
1131 Straw berry Square
Harris burg, PA 17128
717-787-6960
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Local Requirements

Local property, income or business privilege taxes may affect your business. Contact your county, city, borough,
township, or local school district for tax infor ma tion.

n Local Taxes
Many political subdi vi sions (city, borough, township) in Pennsyl vania require a mercan tile license.  For infor -
ma tion in your community, contact the City Depart ment of Licenses or the township or borough secre tary’s
office.

The munic i pality in which you operate your business will probably require you to register as a resident
business and employer.  There may also be wage and occupa tional privilege taxes that employers are
required to withhold from employee’s paychecks.  Check with your local municipal govern ment office for
appli cable regula tions.

n Zoning
Zoning is regulated at the local level.  Before purchasing or renting any type of building for commer cial
purposes, be sure to check with your local municipal govern ment to assure that your partic ular type of
business can be operated at the site you have chosen.
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Pennsylvania Laws and Regulations

Pennsylvania Employee Protection Laws

This section does not include all Pennsyl vania laws and regula tions.   Rather, this section discusses employee
protec tion laws, provides infor ma tion on the workers’ compen sa tion law, occupa tional and indus trial safety, and
Pennsyl vania unemploy ment compen sa tion law.  Additional infor ma tion is available on the Pennsyl vania
Depart ment of Labor and Industry web site at www.dli.state.pa.us.

Following are the abstracts of different employee protec tion laws that may affect your small business enter prise.
The Pennsyl vania Depart ment of Labor and Industry, Bureau of Labor Law Compli ance (BLLC) is respon sible for
admin is tering these laws.  To ensure compli ance, the BLLC helps employers and employees under stand the
provi sions of the laws.  BLLC also conducts routine and complaint inves ti ga tions.  BLLC mediates disputes and
litigates unresolved issues. 

Labor Law Compliance

A reference table is included at the end of this section which lists the four labor law compli ance offices located
throughout Pennsyl vania.

n Apprenticeship and Training Act
The Appren tice ship and Training Act estab lishes policies and proce dures to promote equality of oppor tu nity
in appren tice ship programs regis tered with the Appren tice ship and Training Council.  These policies and
proce dures apply to:

n Re cruit ment and se lec tion of ap pren tices

n Con di tions of em ploy ment and train ing dur ing ap pren tice ship

n Re view of ap pren tice ship pro grams

n Reg is tering ap pren tice ship pro grams

n De-reg is ter ing non-com ply ing ap pren tice ship pro grams

n Child Labor Law
Minimum Age: Minors under 14 years of age may not be employed or permitted to work in any occupa tion,
except children employed on farms or in domestic service in private homes.  Under certain restric tions, news
carriers may be employed at the age of 11, caddies at the age of 12, and juvenile performers in the enter tain -
ment field at the age of 7.  Minors and infants may be in the cast of a motion picture if a special permit is
obtained.

Employ ment Certif i cates: No person under the age of 18 shall be employed without a general or vacation
employ ment certif i cate.  The employ ment certif i cates are issued by school author i ties and must be kept on
file.

A trans fer able work permit may be issued to 16 and 17 year.  A minor issuing a trans fer able work permit is
not required to obtain a new permit or certif i cate each time he/she changes employers; however, the
employer is required to notify the issuing school district in writing within five days when a minor begins or
termi nates employ ment.  Work permits can be obtained through your local school district.
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n Child Labor Law Posting
The Abstract of the Child Labor Law must be posted by every business in Pennsyl vania that employs minors.
The abstract is available from the Bureau of Labor Law Compli ance (BLLC) Admin is tra tive Units.  Employers
are required to maintain true and accurate schedules for each minor employed.  Additionally, employers
must keep detailed records (or photo copies) of the trans fer able work permits at worksites where minors are
employed.  For restric tions on hours of labor and condi tions of employ ment and occupa tional prohi bi tions
regarding minors, contact the admin is tra tive unit serving your area. 

Some businesses are subject to the U.S. Depart ment of Labor’s Fair Labor Standards Act which contains
child labor provi sions.  Accord ingly, some businesses are subject to the coverage of  both the federal and
state govern ments.  In these cases, the businesses must meet the require ment of the law with the stricter
standard.  Refer to the blue pages of your telephone directory for  infor ma tion on the U.S. Depart ment of
Labor. 

n Equal Pay Law
The Pennsyl vania Equal Pay Law prohibits discrim i na tion in rate of pay between employees on the basis of
gender for work under equal condi tions on jobs which require equal skills.  Businesses are required to post
the Abstract of the Equal Pay Law. 

n Industrial Home Work Law
The Pennsyl vania Indus trial Home Work Law prohibits indus trial work in the home, with a limited number of
excep tions.  Individ uals and estab lish ments inter ested in engaging in indus trial home work in Pennsyl vania
must obtain permits and certif i cates from the Bureau of Labor Law Compli ance (BLLC).

n Medical Pay Act
The Pennsyl vania Medical Pay Act requires employers to pay for the medical exami na tion fee where such
exami na tion is a condition of employ ment.

n Minimum Wage Act
The Pennsyl vania Minimum Wage Act estab lishes a minimum wage of $7.25 per hour for full-time and
part-time employees, effective September 1, 1997.  It also estab lishes an overtime rate for employees of one
and one half (1.5) times the regular rate of pay after 40 hours worked in a week. Employers may be eligible to 
take a credit in deter mining the hourly wage of employees who receive tips.

The issuance of special licenses and certif i cates for payment of sub-minimum wages are allowed for
learners, students, and individ uals who are impaired by physical or mental deficiency.  Employers subject to
the Minimum Wage Law must maintain an accurate record of each employee’s earnings and hours worked.
Estab lish ments are required to post the Minimum Wage Act Poster and Fact Sheet.

n Personnel File Act
The Pennsyl vania Personnel File Act permits employees in Pennsyl vania to inspect documents in their
personnel files, with certain excep tions.
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n Prevailing Wage Act
The Prevailing Wage Division, Bureau of Labor Law Compli ance, deter mines prevailing wage rates for public
construc tion industry and enforces the rates and classi fi ca tions under heavy, highway and building
construc tion projects of $25,000 or more when public funds are involved.  Presently, the Pennsyl vania
Depart ment of Labor and Industry deter mines the prevailing minimum wage rates and employee benefits for 
specific local i ties and classi fi ca tions.  The Prevailing Wage Regula tions allow the Secretary of Labor and
Industry to consider collec tive bargaining agree ments and other types of data for purposes of deter mining
the wage rates.

n Seasonal Farm Labor Act
The Pennsyl vania Seasonal Farm Labor Act regulates minimum wages and provides for hours of labor of
seasonal farm workers in Pennsyl vania. The Pennsyl vania Seasonal Farm Labor Act also requires farm labor
contrac tors to obtain certif i cates of regis tra tion.  The Pennsyl vania Depart ment of Agricul ture inspects the
seasonal farm  labor camps.  Refer to the section on Business Require ments and Regula tions for the address 
and telephone number of the Agricul ture Regional Office in your area.

n Wage Payment and Collection Law
The Pennsyl vania Wage Payment and Collec tion Law requires that all wages due employees be paid on
regular paydays desig nated in advance by the employer.  Each employee must be notified at the time of
hiring of the time and place of payment of wages, the rate of pay, and any fringe benefits.  Statutory liqui -
dated damages and penalties may be assessed against employers for failure to pay wages.
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Harris burg
Labor & Industry Building
Room 1301
Seventh & Forster Streets
Harris burg, PA   17120
1-800-932-0665

(Adams, Bedford, Cameron, Centre, Clearfield,
Clinton, Columbia, Cumber land, Dauphin, Elk,
Franklin, Fulton, Huntingdon, Juniata, Lancaster,
Lebanon, McKean, Mifflin, Montour,
Northumberland, Perry, Potter, Snyder, Union,
York)

Phila del phia
1103 State Office Building 
1400 Spring Garden Street 
Phila del phia, PA   19130
(215) 560-1858

(Bucks, Chester, Delaware, Montgomery, Phila -
del phia)

Pitts burgh
State Office Building
Room 1201
300 Liberty Avenue
Pitts burgh, PA  15222
412-565-5300 or
1-877-504-8354

(Allegheny, Armstrong, Beaver, Blair, Butler,
Cambria, Clarion, Crawford, Erie, Fayette, Forest, 
Greene, Indiana, Jefferson, Lawrence,  Mercer,
Somerset, Venango, Warren, Washington,
Westmoreland)

Scranton
State Office Building
Room 201B
100 Lackawanna Avenue
Scranton, PA   18503
570-963-4577 or
1-877-214-3962

(Berks, Bradford, Carbon, Lackawanna, Lehigh,
Luzerne, Lycoming, Monroe, Northampton, Pike,
Schuylkill, Sullivan, Susquehanna, Tioga, Wayne,
Wyoming)

Labor Law Compliance Regional Offices

Address inquiries, complaints or requests for additional infor ma tion to the office of the Bureau of Labor Law
Compli ance which serves your county.

Workers’ Compensation

The require ment to insure your workers’ compen sa tion liability is mandatory for any employer who employs at
least one employee who could be injured or develop a work-related disease in this state or could be injured
outside this state under a contract of hire made in Pennsyl vania if the employ ment is princi pally localized in a
state whose workers’ compen sa tion laws do not apply unless all employees are excluded from the provi sions of
Pennsyl va nia’s workers’compensation laws.

Insuring your workers’ compen sa tion liability indem ni fies you from wage loss and medical benefits incurred as a
result of work-related injuries or occupa tional diseases, protects you from tort liability for lawsuits arising from
work-related injuries and diseases and protects you from criminal prose cu tion, which can result in impris on ment
and substan tial fines for each day of noncom pli ance.

In Pennsyl vania, enter prises are excluded from the require ments to insure their workers’ compen sa tion liability
only if ALL workers employed by it are in one or more of the following catego ries:

n Fed eral work ers

n Longshoremen

n Rail road work ers

n Ca sual work ers who work only in fre quently, at ir reg u lar in ter vals AND do not per form du ties con nected with 
the reg u lar course of busi ness/prime in come-pro duc ing ac tiv ity of the busi ness
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n Per sons who work out of their own homes or other pre mises not un der the con trol or man age ment of the
en ter prise AND make up, clean, wash, al ter, or na ment, fin ish, re pair, or adapt ar ti cles or ma te ri als given to
them for sale

n Ag ri cul ture work ers earn ing un der $1,200 per per son per cal en dar year AND no one ag ri cul tural worker
works 30 days or more per cal en dar year

n Do mes tic work ers who have not elected with the Penn syl va nia De part ment of Labor and In dus try to come
un der the pro vi sions of the Workers’ Com pen sa tion Act

n Sole pro pri etor or gen eral part ners

n Have been granted ex emp tion due to their re li gious be liefs by the Penn syl va nia De part ment of La bor and
In dus try

n Ex ec u tive of fi cers who have been granted ex clu sion by the Penn syl va nia De part ment of La bor and In dus try

General infor ma tion pertaining to workers’ compen sa tion can be viewed on the Pennsyl vania Depart ment of
Labor and Industry web site at www.dli.state.pa.us or by contacting the Employer’s Helpline at 717-772-3702 or
the Claims Infor ma tion Helpline at 1-800-482-2383 or 717-772-4447.

Occupational and Industrial Safety

The Pennsyl vania Depart ment of Labor and Industry, Bureau of Occupa tional and Indus trial Safety admin is ters a 
variety of laws related to the safety of the public and employees.  These respon si bil i ties include enforcing the
provi sions of the Fire and Panic Act; Universal Acces si bility Act; Energy Conser va tion Act; Elevator Law; Boiler
Law; Liquefied Petroleum Gas Act; Bedding and Uphol stery Law; Stuffed Toy Law; Employ ment Agency Law;
General Safety Act, Asbestos Occupa tions Accred i ta tion and Certif i ca tion Act, Lead Certif i ca tion Act, Dry
Cleaning Law, Under ground Storage Law, and a variety of lesser known acts.  The Bureau accom plishes enforce -
ment through promul ga tion of regula tions, field inspec tions, issuance of licenses/certif i cates and responding to
complaints for possible viola tions.

Contact:
PA Depart ment of Labor and Industry
Bureau of Occupa tional 
and Indus trial Safety
1613 Labor and Industry Building
Harris burg, PA  17120
717-787-3323
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Unemployment Compensation

The Pennsyl vania Depart ment of Labor and Industry is respon sible for admin is tering the Pennsyl vania
Unemploy ment Compen sa tion (UC) Law which requires employers to pay contri bu tions into a pooled reserve
known as the Unemploy ment Compen sa tion Fund.  This fund pays benefits to employees who become
unemployed through invol un tary causes.  The amount of contri bu tions an employer owes is deter mined by
multi plying an assigned contri bu tion rate, deter mined yearly, to the wages paid to employees. 

If you employ one or more persons, you may be liable for the state unemploy ment compen sa tion tax and must
register with the Bureau of Employer Tax Opera tions by completing a Pennsyl vania Enter prise Regis tra tion Form 
and Instruc tions (PA-100).  To request this form, call 1-800-362-2050 (Forms Ordering Service), or contact any
of the following Field Accounting Service Offices listed.  Field Accounting Service Offices provide assis tance to
the employer community regarding UC contri bu tion matters.

n Offices of Unemployment Compensation Tax Service

TDD (Hearing Impaired Only) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-3545

Allentown . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-821-6559
(Lehigh, Northampton)

Altoona . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 814-946-6991
(Bedford, Blair, Centre, Huntingdon)

Beaver Falls . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-662-4007 (Mercer)
(Beaver, Lawrence)

Bradford . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-963-4686 (Scranton)
(Forest, McKean, Warren)

Bristol . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215-781-3217
(Bucks)

Carlisle . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-249-8211/697-1203
(Cumber land)

Chambersburg . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-264-7192
(Franklin, Fulton)

Chester . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-447-3290
(Delaware)

Clearfield . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 814-765-0572
(Cameron, Clearfield, Elk, Jefferson)

Erie . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 814-871-4381
(Crawford, Erie)

Greensburg . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-858-3944
(Westmoreland)

Harris burg . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1700
(Dauphin, Juniata, Lebanon, Mifflin, Perry)

Johnstown . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 814-533-2371
(Armstrong, Cambria, Indiana, Somerset)

Lancaster . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-299-7606
(Lancaster)

Malvern . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-647-3799
(Chester)

Mercer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-662-4007
(Butler, Clarion, Mercer, Venango)
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Nanticoke . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-740-2440
(Carbon, Luzerne, Sullivan)

Norristown . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-270-1316
(East Montgomery)

Norristown . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-270-3450
(West Montgomery)

Phila del phia . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215-560-1828/3136
(Phila del phia)

Pitts burgh. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 412-565-2400
(Allegheny)

Reading . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 610-378-4395
(Berks)

Scranton . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-963-4686
(Bradford, Lackawanna, Susquehanna, Wayne, Wyoming)

Shamokin . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-644-3415
(Columbia, Montour, Northumberland, Schuylkill, Snyder, Union)

Tannersville . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-620-2870
(Monroe, Pike)

Uniontown . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-439-7230
(Fayette, Greene)

Washington . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-223-4530
(Washington)

Williamsport . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 570-327-3525
(Clinton, Lycoming, Potter, Tioga)

York . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-767-7620
(Adams, York)

Out of State. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-5939
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Federal Laws and Regulations 

Federal laws and regula tions vary consid er ably with the legal form or nature of your business.  As a new small
business owner, contact your local Small Business Admin is tra tion (SBA) office for specific infor ma tion for all
federal rules and regula tions.  Local Chambers of Commerce may also be helpful.  Following is a listing of federal 
laws and agencies which may regulate your business:

Americans With Disabil i ties Act (ADA) - Business owners should be aware of the ADA require ments to accom -
mo date employees with disabil i ties and to make their facil i ties acces sible to individ uals with disabil i ties.  This
act also prohibits discrim i na tion against employ ment of the disabled.

Fair Labor Standards Act - Federal child labor law regula tions are contained in this act which might affect your
business.

Fair Employ ment Laws - There are anti-discrim i na tion laws regarding race, color, religion, sex and national
origin that might affect your business.  In addition, the federal govern ment regulates the Equal Pay Act for
women and anti-discrim i na tion regarding age and certain federal contracts.

Federal Insurance Contri bu tions Act (FICA) - Social Security or FICA taxes are paid by both the employee and
the employer to insure income for retired persons.

Federal Trade Commis sion (FTC) - FTC has specific legal require ments regarding mail-order businesses and
other adver tising activ i ties.

Federal Unemploy ment Tax Act (FUTA) - Employers must file FUTA tax form-940 if they have paid wages of
$1,500 or more in any calendar quarter or had one or more employees in any 20 calendar weeks.

Immigra tion Laws and Regula tions - The immigra tion laws may contain regula tions regarding hiring of
employees.

Internal Revenue Service (IRS) - Visit the Small Business Corner at the IRS web site at
www.irs.gov/businesses/small for your one-stop business tax resource.

Occupa tional Safety and Health Admin is tra tion (OSHA) - OSHA is respon sible for regulating job safety on
work premises for employees.  Work site health related issues are also their concern.

Wage and Hour Laws and Regula tions - Business owners need to be aware of federal wage and hour regula tions 
that may affect their payment of employees. 
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www.newPA.com

Section IV

Pennsylvania
Resources

Section IV lists select agencies and organi za tions ready to assist
you in making your business a success. For additional infor ma tion, 
consult your local library and telephone directory for regional or
local sources of small business assis tance.

n Ad vo cacy

n En vi ron ment

n Fi nanc ing

n In ter na tional Busi ness

n Pro cure ment

n Tax Cred its and In cen tives

n Tech ni cal As sis tance

n Tech nol ogy

n Workforce De vel op ment

n Fed eral Re sources
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 Advocacy 

Governor’s Advisory Commission 
on African American Affairs

The Gover nor’s Advisory Commis sion on African
American Affairs was estab lished to serve as the
advocacy agency for the Common wealth’s African
American community, advising the Governor on
policies, proce dures, legis la tion and regula tions which
impact on the African American community.

Contact:
Gover nor’s Advisory Commis sion 
on African American Affairs
362 Forum Building
Harris burg, PA  17120
717-772-5085
www.africanam.state.pa.us

Governor’s Advisory Commission on
Latino Affairs

The Gover nor’s Advisory Commis sion on Latino Affairs 
is the Common wealth’s advocate agency for its Latino
residents.  The Commis sion makes recom men da tions
to the Governor on policies, proce dures and legis la tion 
that will enhance the status of the Latino community.
The Commis sion also works closely with the Pennsyl -
vania Statewide Latino Chamber of Commerce and
similar local organi za tions.

Contact:
Gover nor’s Advisory Commis sion 
on Latino Affairs
544 Forum Building
Harris burg, PA 17120
717-783-3877 
or 1-800-233-1407 (Pennsyl vania callers only)
www.gacla.state.pa.us

National Minority Supplier 
Development Council, Inc. (NMSDC)

The National Minority Supplier Devel op ment
Council, Inc. is a non-profit corpo ra tion
chartered in 1972 to expand business oppor tu -
ni ties for minority-owned companies, to
encourage mutually benefi cial economic links
between minority suppliers and the public and
private sectors, and to help build a stronger,
more equitable society by supporting and
promoting minority business devel op ment.

Contact:
National Minority Supplier 
Devel op ment Council, Inc.
1040 Avenue of the Americas, 2nd Floor
New York, NY 10018
212-944-2430
www.nmsdcus.org

The following are affil i ated Regional Minority
Purchasing Councils (RMPCs):

MSDC of PA-NJ-DE
42 South 15th Street, Suite 1400
Phila del phia, PA 19102
215-569-1005

Western Pennsyl vania 
Pitts burgh Regional Minority 
Purchasing Council
425 6th Avenue, Suite 2690
Pitts burgh, PA 15219
412-391-4423
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Pennsylvania Chamber 
of Business and Industry

The Pennsyl vania Chamber of Business and Industry
is the state’s largest broad-based organi za tion
through which businesses of all sizes work together
on legis la tion and regula tory issues that affect the
Common wealth’s economic and job climate.

The Chamber’s profes sional staff is available to help
businesses under stand complex state regula tions,
legis la tive issues, bills and laws and to act as a forum 
of advocacy.

Contact:
PA Chamber of Business and Industry
One Commerce Square
417 Walnut Street
Harris burg, PA 17101
1-800-225-7224 or 717-255-3252
www.pachamber.org

Pennsylvania Economic 
Development Association (PEDA)

The Pennsyl vania Economic Devel op ment Associ a -
tion (PEDA) is a statewide organi za tion primarily
made up of local economic devel op ment agencies.  It 
is a great place to start to learn about available
financing, site selection, permit ting, taxation, entre -
pre neurial devel op ment, workforce devel op ment and
other issues.  Contact PEDA to get the name of your
local economic devel op ment agency.

Contact:
PA Economic Devel op ment Associ a tion
908 North Second Street
Harris burg, PA  17102
717-441-6047
www.peda.org

Small Business Advocate

The Office of Small Business Advocate was
created to represent the interests of small
business consumers of utility services in cases
before the Pennsyl vania Public Utility Commis -
sion, the courts, and federal agencies that set
rates for utility services. The Office’s lawyers and 
technical consul tants act as spokespersons for
the interests of the small commer cial and indus -
trial customers in all Public Utility Commis sion
proceed ings that may affect the adequacy,
reliability, and cost of their utility services.  In
utility rate cases, the Office seeks to ensure that
rate increases are reason able and that the
burden of the increased rates is fairly distrib uted 
among the main classes of customers (residen -
tial, commer cial, and indus trial).

In 1993, the Office of Small Business Advocate
was assigned additional duties under the
Pennsyl vania Workers’ Compen sa tion Act.
When an insurance company or a rating organi -
za tion asks the Pennsyl vania Depart ment of
Insurance to approve a change in the rates
charged for workers’ compen sa tion insurance
policies, the Office is autho rized to partic i pate in 
the hearings about that request in order to
represent the interests of the employers who
must pay those rates.  The Office does not,
however, partic i pate in hearings about individual 
benefit claims or other proceed ings that involve
employees who contend that they have suffered
work-related injuries.

Contact:
PA Depart ment of Community 
and Economic Devel op ment
Small Business Advocate
Commerce Building, Suite 1102
300 North Second Street
Harris burg, PA 17101
717-783-2525
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Pennsylvania Commission for Women

The Pennsyl vania Commis sion for Women (PCW)
serves as a strong advocate for women’s rights and
works to ensure that women and girls have equal
oppor tu nity and treatment in all aspects of life.  The
Commis sion accom plishes the following:

n Spon sors ed u ca tional sem i nars and pro grams

n Provides a pro fes sional speak ers’ bu reau

n Serves as the link to the Gov er nor for in di vid u -
als, women’s groups and or ga ni za tions

n Works at the county and state wide level to im -
ple ment new pol i cies

n Provides pub li ca tions and in for ma tion on is -
sues af fect ing women and fam i lies

n Func tions as a re source cen ter to re fer cit i zens 
with ques tions about pro grams, fund ing re -
sources and busi ness op por tu ni ties to the ap -
pro pri ate source.

Contact:
PA Commis sion for Women
205 Finance Building
Harris burg, PA 17120
717-787-8128 or 1-888-615-7477
www.pcw.state.pa.us

 Environment 

Act 190 Pollution Prevention/Energy
Efficiency Site Assessment Grant
Program

Provides grants to fund pollution preven tion and
energy efficiency site assess ments for small
businesses located within the Common wealth of
Pennsyl vania.  

Contact:
PA Depart ment of Environ mental Protec tion
Office of Pollution Preven tion and 
Compli ance Assis tance 
Rachel Carson State Office Building
P.O. Box 2063
Harris burg, PA 17105
717-772-8945
www.dep.state.pa.us

Small Business Ombudsman

The Small Business Ombudsman provides environ -
mental compli ance assis tance to small businesses.
The Ombudsman advocates and promotes the
interests of small business on issues related to the
imple men ta tion of pollution preven tion and
energy-efficiency programs.

Contact:
PA Depart ment of Environ mental Protec tion
Small Business Ombudsman
Rachel Carson State Office Building
P.O. Box 8772
Harris burg, PA 17105
717-772-5942
www.dep.state.pa.us
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 Financing 

Area Loan Organizations

An Area Loan Organi za tion (ALO) is a non-profit
economic devel op ment agency certified by the
Pennsyl vania Depart ment of Community and
Economic Devel op ment.  The purpose of the ALO
under the Small Business First loan program is to
market the program and to assist the client in
packaging the loan appli ca tion.  The organi za tion
also reviews and evaluates the loan appli ca tion and
deter mines whether to approve the loan.  Contact the 
ALO located in the county desig nated for your
proposed project.  For the most current listing, visit
www.newPA.com.

Adams County Economic Devel op ment 
Corpo ra tion (ACEDC)  (Adams)
1300 ProLine Place
Gettys burg, PA  17325-2506
717-334-0042   

Bucks County Economic Devel op ment 
Corpo ra tion (BCEDC)  (Bucks)
2 East Court Street
Doylestown, PA  18901
215-348-9031  

Capital Region Economic Devel op ment 
Corpo ra tion (CREDC) (Dauphin and Cumber land)
3211 North Front Street, Suite 201
Harris burg, PA  17110
717-232-4099   

Chester County Economic  Devel op ment Council
(CCDC)  (Chester)
737 Consti tu tion Drive 
Exton, PA  19341
610-458-5700 

Delaware County Economic Devel op ment 
Oversight Board (DCEDOB)  (Delaware)
200 East State Street   Ste 205
Media, PA  19063
610-566-2225  

EDC Finance Corpo ra tion (EDCFC)  (Lancaster)
Southern Market Center
100 South Queen Street,  P.O. Box 1558
Lancaster, PA  17608-1558
717-397-3531   

Franklin County Area Devel op ment Corpo ra tion
(FCADC)  (Franklin)
1900 Wayne Road
Chambersburg, PA  17202-8836
717-263-8282  

Greater Berks Devel op ment Fund (GBDF) (Berks)
P.O. Box 8621
19 North 6th Street, Suite 200
Reading, PA  19603-8621
610-376-6739 

Johnstown Indus trial Devel op ment Corpo ra tion
(JIDC)  (Armstrong, Cambria, Fayette, Greene,
Indiana, Somerset Washington & Westmoreland)
325 Market Street, Suite 200
Johnstown, PA 15901
814-535-8675  

Lebanon Valley Economic Devel op ment 
Corpo ra tion (LVEDC)  (Lebanon)
445 Schaeffer Road/P.O. Box 52
Lebanon, PA  17042
717-274-3180  

Lehigh’s Economic Advance ment Project, Inc.
(LEAP)  (Lehigh and Northampton)
2158 Avenue “C” | Suite 200
Bethlehem, PA  18017
610-266-6775 

Montgomery County Devel op ment Corpo ra tion
(MCDC) (Montgomery)
1430 DeKalb Street
Human Services Center, 5th Floor
Norristown, PA  19401
610-278-5950 

North Central Pennsyl vania Regional Planning &
Devel op ment Commis sion (NCPRPDC) (Cameron,
Clearfield, Elk, Jefferson, McKean, and Potter)
651 Montmorenci Avenue
Ridgway, PA  15853
814-773-3162   

North eastern Pennsyl vania Alliance EDC (NEPA)
(Carbon, Lackawanna, Luzerne, Monroe, Pike,
Schuylkill, and Wayne)
1151 Oak Street
Pittston, PA  18640-3795
570-655-5581   
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Northampton County New Jobs Corp. (NCNJC)
(Northampton)
2158 Avenue “C”  Suite 200
Bethlehem, PA  18017
610-266-6775 

Northern Tier Regional Planning & Devel op ment
Commis sion (NTRPDC)  (Bradford, Sullivan,
Susquehanna, Tioga, and Wyoming)
312 Main Street 
Towanda, PA  18848
570-265-9103    

Northwest Pennsyl vania Regional Planning &
Devel op ment Commis sion (NWPRPDC) (Erie,
Warren, Crawford, Mercer, Lawrence, Venango, Forest 
and Clarion)
395 Seneca Street 
Oil City, PA  16301
814-677-4800  

Phila del phia Commer cial Devel op ment Corpo ra -
tion (PCDC)  (Phila del phia)
1315 Walnut Street, Suite 600
Phila del phia, PA  19107-4706
215-790-2200  

PIDC-Local  Devel op ment Corpo ra tion
(PIDC-LDC)  (Phila del phia)
2600 Centre Square West
1500 Market Street
Phila del phia, PA  19102-2126
215-496-8020  

The Progress Fund (TFP)  (31 Rural Counties)
425 West Pitts burgh Street
Greensburg, PA 15601
724-216-9160 

SEDA-Council of Govern ments (SEDA-COG)
(Centre, Clinton, Columbia, Juniata, Lycoming,
Mifflin, Northumberland, Montour, Perry, Snyder, and
Union)
201 Furnace Road (Timberhaven) 
Lewisburg, PA  17837-8043
570-524-4491 

Small Enter prise Devel op ment Company (SEDCO)   
(York)
144 Roosevelt Avenue  Suite 100
York, PA  17404
717-846-8879   

Southern Alleghenies Planning & Devel op ment
Commis sion (SAPDC)  (Bedford, Blair, Cambria,
Fulton, Somerset & Huntingdon)
541-58th Street
Altoona, PA  16602-1193
814-949-6500    

South western Pennsyl vania Corpo ra tion (SPC)
(Allegheny, Armstrong, Beaver, Butler, Fayette,
Greene, Indiana, Washington, & Westmoreland)
Regional Enter prise Tower
425 Sixth Avenue, Suite 2500
Pitts burgh, PA  15219-1852
412-391-5590  

Department of Community Economic
Development (DCED)

DCED has an array of financing and technical assis -
tance programs for businesses. They range from the
popular Small Business First low-interest loan
program, to tax credit programs for locating your
company in tax-free zones or creating jobs. Please
contact DCED for a copy of the Business Assis tance
Programs Booklet. It is also available on-line at:
www.newPA.com.

Contact:
PA Depart ment of Community
and Economic Devel op ment
Customer Service Center
400 North Street, 4th Floor
Common wealth Keystone Building
Harris burg, PA  17120-0225
866-GO-NEWPA (1-866-466-3972)
www.newPA.com

Industrial Development Authorities
(IDAs) and Industrial Development
Corporations (IDCs)

An Indus trial Devel op ment Authority is a public
authority created by a county or munic i pality
(pursuant to the Economic Devel op ment Financing
Law of 1967, as amended) to assist Pennsyl vania
businesses in accessing low-interest private capital.
The IDA issues private activity bonds, sells these
bonds to investors in the bond markets, and loans
the proceeds to eligible businesses.  In general, the
bonds are guaran teed by the individual business’s
bank.

An IDA is also autho rized to sponsor projects to the
Pennsyl vania Economic Devel op ment Financing
Authority (PEDFA), which is a state-wide issuer of
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private activity bonds.  All IDA and PEDFA projects
are reviewed by the Center for Private Financing of
the Pennsyl vania Depart ment of Community and
Economic Devel op ment.

An Indus trial Devel op ment Corpo ra tion (IDC) is a
non-profit agency organized and existing under the
laws of the Common wealth of Pennsyl vania.  An
Indus trial Devel op ment Agency promotes and encour -
ages the construc tion, devel op ment and expansion of
new or existing indus trial devel op ment projects in a
certain geographic area.

For infor ma tion on the location of the IDA or IDC in
your area, contact the Pennsyl vania Depart ment of
Community and Economic Devel op ment, Center for
Entre pre neurial Assis tance at 1-800-280-3801.

 International Business 

Office of International Business
Development

The Office of Inter na tional Business Devel op ment
(OIBD) offers assis tance to Pennsyl vania companies
seeking the latest infor ma tion on potential foreign
markets for their products, infor ma tion on inter na -
tional trade events, and inquiries from foreign
companies seeking Pennsyl vania suppliers.

OIBD also partic i pates in inter na tional trade exhibi -
tions or missions, which provide direct exposure for
Pennsyl vania companies to potential foreign buyers,
agents, distrib u tors, licensees, and/or joint venture
partners.  The Office also co-sponsors and partic i -
pates in inter na tional trade confer ences and seminars 
throughout Pennsyl vania. These events educate
Pennsyl vania firms about the intri ca cies of the export
process and inform them of export assis tance
programs available either through the Office of Inter -
na tional Business Devel op ment or the Pennsyl vania
Export Network across the Common wealth.

Contact:
PA Depart ment of Community 
and Economic Devel op ment
Office of Inter na tional 
Business Devel op ment

400 North Street, 4th Floor
Common wealth Keystone Building
Harris burg, PA  17120-0225
717-787-7190
www.newPA.com

 Procurement 

Bureau of Contract Administration and
Business Development

The Bureau of Contract Admin is tra tion and Business 
Devel op ment (BCABD) benefits small, minority and
women-owned businesses.  This bureau provides the 
necessary resources and direction for business
owners to compete for, and partic i pate in the state
contracting process.  It also serves as the statewide
agency for certif i ca tion as a Minority Business Enter -
prise (MBE) and Women Business Enter prise (WBE).

For more infor ma tion about state contracting oppor -
tu ni ties and certif i ca tion proce dures, contact BCABD 
or refer to page 46 of this guide.

Contact:
PA Depart ment of General Services
Bureau of Contract Admin is tra tion 
and Business Devel op ment 
502 North Office Building
Harris burg, PA 17125
717-787-7380
www.dgs.state.pa.us

 Tax Credits and Incentives 

Employer Tax Credits

Federal and state laws have estab lished tax credits
for employers who hire and retain certain workers.
There are two federal tax credit programs, the Work
Oppor tu nity Tax Credit (WOTC) and the
Welfare-to-Work (WtW) tax credit.  In addition,
employers can earn state tax credits through
Pennsyl va nia’s Employer Incentive Payment (EIP)
program.

Federal Tax Credits
By hiring job seekers with barriers to employ ment,
employers may be eligible for a federal tax credit
under WOTC and WtW.  Employers may qualify if
they hire individ uals from the following catego ries:
certain welfare recip i ents, ex-felons, high-risk youth,
vocational rehabil i ta tion clients, food stamp recip i -
ents, and Supple mental Security Income (SSI) recip -
i ents. The total amount of WOTC tax credit for which
an employer is eligible can add up to $2,400 within a 
given year for hiring each eligible individual.  Under
WtW, employers can earn up to $8,500 in tax savings 
over a two-year period.
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State Tax Credit
EIP tax credits are available for the qualified hire of
an eligible recipient through Temporary Assis tance
for Needy Families (TANF) or General Assis tance
(GA) of public welfare, or a person with disabil i ties
who has completed state rehabil i ta tion services or
services through the Veteran's Admin is tra tion.  EIP
credits are based on wages paid each employee and
are available for up to three years after the hire and
are available up to 30 percent of the first year, 20
percent of the second year, and 10 percent of the
third year of the first $9,000 in wages, for a
maximum of up to $5,400. 

Up to $1,800 in additional EIP credits are also
available over the three-year period if the employer
provides or pays toward child care costs for the
employee.

Employers requesting any tax credits must mail a
properly completed new hire certif i ca tion request
form, which must be postmarked no later than the
21st day after the individual begins work.  To request
blank forms or forward completed forms, contact the
Tax Credit Unit of the Pennsyl vania Depart ment of
Labor and Industry.

Contact:
PA Depart ment of Labor and Industry
Tax Credit Unit
12th Floor, Labor and Industry Building
7th and Forster Streets
Harris burg, PA  17120
717-787-6915 or
1-800-345-2555
www.dli.state.pa.us

Tax Benefits for Pollution Control
Devices

This program provides tax benefits for air and water
pollution control or abatement devices that have
been employed or utilized for the benefit of the
general public.  These benefits apply to either new or
any modifi ca tions made to existing devices.  

Contact:
PA Depart ment of Environ mental Protec tion
Bureau of Air Quality
Rachel Carson State Office Building
Harris burg, PA 17105
717-787-9702
www.dep.state.pa.us

PA Depart ment of Environ mental Protec tion
Bureau of Water Quality Protec tion
Rachel Carson State Office Building
Harris burg, PA 17105
717-787-2666
www.dep.state.pa.us

 Technical Assistance 

PA Open for Business

Doing business in Pennsyl vania is now just a click
away.  The PA Open for Business web site,
www.paopen4business.state.pa.us is a Common -
wealth initia tive that guides entre pre neurs through
the process of starting and growing a business in
Pennsyl vania.  Users will learn about:

n Com mon busi ness struc tures

n Avail abil ity of busi ness names

n Per mits, li censes and reg is tra tions

n Busi ness in cen tives and fi nanc ing pro grams

n Re sources for busi ness in for ma tion

PA Open for Business is an evolving tool for new and
existing businesses.  Explore the “Friction-free”
means of doing business in Pennsyl vania.  Visit the
web site and create your own virtual briefcase of
helpful infor ma tion, forms and other resources. 

Contact:
PA Depart ment of Community
and Economic Devel op ment
Center for Entre pre neurial Assis tance 

400 North Street, 4th Floor
Common wealth Keystone Building
Harris burg, PA  17120-0225
1-800-280-3801 or 717-783-5700
www.newPA.com

Allegheny County Department of
Economic Development

The Allegheny County Depart ment of Economic
Devel op ment’s purpose is to create and maintain
jobs, expand the tax base, and improve the quality of
life in Allegheny County.  The Depart ment helps
businesses retain and create jobs and leverages the
invest ment of private capital in Allegheny County.
The Depart ment is a full-service business devel op -
ment center, offering help with technical and
manage ment problems, site selection, land devel op -
ment, financing, and job training.  Economic devel -
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op ment programs are designed for both large and
small companies, for existing firms under taking
expansion, and for new companies just starting.

Contact:
Allegheny County Depart ment 
of Economic Devel op ment
425 6th Avenue
Suite 800, Alcoa Building
Pitts burgh, PA 15219
412-350-1000 or 1-800-766-6888
www.county.allegheny.pa.us

Bureau of Blindness 
and Visual Services

The Bureau of Blindness and Visual Services has six
district offices that provide services to Pennsyl va -
nians who are blind and visually impaired.  The
Bureau also promotes economic and social
independ ence with their daily life activ i ties.  Services
include vocational rehabil i ta tion to help working-age 
Pennsyl va nians gain employ ment; older blind
independent living services (age 55 and up);
children’s services (birth to age 17); services to adults 
with multiple disabil i ties; the Business Enter prise
Program which operates food service businesses in
state and federal buildings, and on Pennsyl vania
inter state highways.

Contact:
PA Depart ment of Labor and Industry
Bureau of Blindness and Visual Services
1521 North Sixth Street
Harris burg, PA  17102
717-787-6176 | 1-800-622-2842
www.dli.state.pa.us

Center for Entrepreneurial Assistance
(CEA) 

The Center for Entre pre neurial Assis tance is the lead
agency in Pennsyl vania govern ment for small
business devel op ment.  The mission of the CEA is to
enhance the entre pre neurial vitality of the Common -
wealth and build an environ ment which encour ages
the creation, expansion and retention of successful
small, women, and minority-owned businesses.

The CEA works closely with the 15 state and federally
funded Small Business Devel op ment Centers that
provide business manage ment consulting, infor ma -
tion, and educa tional programs.  The CEA also
coordi nates efforts with the seven Local Devel op ment 
Districts (LDDs) that serve Pennsyl va nia’s 52 Appala -
chian counties.

The CEA oversees the Small Business Resource
Division, Minority Business Advocate, and the
Women’s Business Advocate.  You are encour aged to
call the CEA with specific business-related questions
at 1-800-280-3801.  

Contact:
PA Depart ment of Community 
and Economic Devel op ment
Center for Entre pre neurial Assis tance

400 North Street, 4th Floor
Common wealth Keystone Building
Harris burg, PA  17120-0225
1-800-280-3801 or 717-783-5700
www.newPA.com

Governor’s Action Team (GAT)

The Gover nor’s Action Team’s economic devel op -
ment special ists work with individual companies, on
a confi den tial basis, to find a business location that
meets the firm’s speci fi ca tions for a start-up or
expansion project and to assist the company with
any problems or issues.

As part of the Gover nor’s Action Team’s contin uing
efforts to retain Pennsyl va nia’s existing indus trial
base, its economic devel op ment profes sionals work
with companies to identify any problems and to learn 
of any plans for expansion or cutbacks.  Infor ma tion
is coordi nated with local economic devel op ment
organi za tions when appro priate.  If a problem exists
with another state agency, the Gover nor’s Action
Team will intervene on behalf of the firm for a
successful resolu tion.

Contact:
PA Depart ment of Community
and Economic Devel op ment
Gover nor’s Action Team
400 North Street, Plaza Level
Common wealth Keystone Building
Harris burg, PA  17120-0225
717-787-8199
www.newPA.com 
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GAT Regional Offices:

Central
115 North 15th Street
Lewisburg, PA 17837
570-523-0706

Northeast 
409 Lackawanna Avenue
Oppenheim Building, 3rd Floor
Scranton, PA 18503
570-963-4573

Northwest
100 State Street, Suite 202
Erie, PA 16507
814-871-4768

Southeast
200 South Broad Street, 11th Floor 
Phila del phia, PA 19102
215-560-5822

Southwest
State Office Building
300 Liberty Avenue, Suite 1401
Pitts burgh, PA 15222
412-565-2884

Industrial Resource Centers (IRCs)

The Indus trial Resource Centers assist companies in
solving problems through the deploy ment of technol o -
gies.  They do this by using the technical expertise of
their own staff or by matching companies with appro -
priate consul tants.  The IRCs also assist companies to 
secure training programs, maintain a techni cally
skilled workforce, and support the intro duc tion of
technology to companies.

The IRCs are a unified network and are strate gi cally
located throughout Pennsyl vania to best serve
manufac turers in all 67 counties.  Visit
www.newPA.com and search on IRC for the most
current list.

Catalyst Connec tion
2000 Technology Drive 
Pitts burgh, PA  15219
412-687-0200
www.catalystconnection.org

Delaware Valley Indus trial Resource Center
2905 Southampton Road
Phila del phia, PA  19154
215-464-8550
www.dvirc.org

Indus trial Modern iza tion Center, Inc.
Business & Technology Resource Center
P.O. Box 3066
2401 Reach Road, Suite 450
Williamsport, PA  17701
570-329-3200
www.imcpa.com

Manufac turers Resource Center
125 Goodman Drive
Bethlehem, PA  18015
610-758-5599
www.mrcpa.org

MANTEC, Inc.
227 West Market Street
Post Office Box 5046
York, PA 17405
717-843-5054
www.mantec.org

North eastern Pennsyl vania 
Indus trial Resource Center
Hanover Indus trial Estates
75 Young Street
Wilkes Barre, PA  18706
570-819-8966
www.nepirc.com

Northwest Pennsyl vania Indus trial 
Resource Center
1250 Tower Lane
Erie, PA  16511
814-456-6299
www.nwirc.org

Local Development Districts (LDDs)

The Local Devel op ment Districts provide business
devel op ment services within desig nated Appala chian
Region Counties.  For infor ma tion about specific
services offered by your LDD, call one of the following
offices.  Typical services include financing, govern -
ment procure ment and export assis tance.  Visit
www.newPA.com and search on LDD for the most
current list or visit www.paldd.org.

North Central Pennsyl vania Regional Planning and
Devel op ment Commis sion
651 Montmorenci Avenue
Ridgway, PA  15853
814-773-3162
www.ncentral.com
(Cameron, Clearfield, Elk, Jefferson, McKean, Potter)
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North eastern Pennsyl vania Alliance
1151 Oak Street
Pittston, PA  18640-3795
570-655-5581
www.nepa-alliance.org
(Carbon, Lackawanna, Luzerne, Monroe, Pike,
Schuylkill, Wayne)

Northern Tier Regional Planning 
and Devel op ment Commis sion
312 Main Street
Towanda, PA  18848
570-265-9103
www.northerntier.org
(Bradford, Sullivan, Susquehanna, Tioga, Wyoming)

Northwest Pennsyl vania Regional Planning and
Devel op ment Commis sion
395 Seneca Street
Oil City, PA  16301
814-677-4800
www.nwcommission.org
(Clarion, Crawford, Erie, Forest, Lawrence, Mercer,
Venango, Warren)

SEDA - Council of Govern ments
201 Furnace Road
Lewisburg, PA  17837
570-524-4491
www.seda-cog.org
(Centre, Clarion, Clinton, Columbia, Juniata,
Lycoming, Mifflin, Montour, Northumberland, Perry,
Snyder, Union)

Southern Alleghenies Planning 
and Devel op ment Commis sion
541 58th Street
Altoona, PA  16602
814-949-6500
www.sapdc.org
(Bedford, Blair, Cambria, Fulton, Huntingdon,
Somerset)

South western Pennsyl vania Commis sion
425 Sixth Avenue
Suite 2500
Pitts burgh, PA  15219-1819
412-391-5590
www.spcregion.org
(Allegheny, Armstrong, Beaver, Butler, Fayette,
Greene, Indiana, Washington, Westmoreland)

Mayor’s Business Action Team (MBAT)

The Mayor’s Business Action Team is a “one-stop
shop” dedicated to assisting and supporting Phila -
del phia businesses.  An integral part of the Phila del -
phia Depart ment of Commerce, MBAT works to
ensure full delivery of city services by guiding
businesses with questions to appro priate city depart -
ments and agencies and then following through until
all the issues are resolved.

MBAT also offers assis tance with financing programs, 
start-up infor ma tion, licensing, business expansion
and reloca tion, and any issue relating to doing
business in the City of Phila del phia.  Phila del phia
businesses as well as those thinking about locating
to the city are encour aged to speak to a business
account repre sen ta tive.

Contact:
Phila del phia Depart ment of Commerce
Mayor’s Business Action Team
One Parkway

1515 Arch Street, 12th Floor
Phila del phia, PA  19102
215-683-2100
www.phila.gov
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Office of Vocational Rehabilitation
(OVR)

The Office of Vocational Rehabil i ta tion has 15 district 
offices and the Hiram G. Andrews Center in
Johnstown.  From these offices and the Center,
rehabil i ta tion counselors help people with disabil i ties 
prepare for or maintain jobs.  Assis tance may include 
services to help overcome or lessen the impair ment.
Vocational evalu a tion, counseling, training, and job
placement services are also available.  Oppor tu nities
exist for small business devel op ment as well as other
programs.

OVR staff can provide employers with work site task
analysis, job modifi ca tion, and assisted technology
sugges tions.  OVR has job-ready appli cants for
referral to employers.  Technical assis tance and
training about the American with Disabil ities Act are
available.  

Contact:
PA Depart ment of Labor and Industry
Office of Vocational Rehabil i ta tion
1521 North Sixth Street
Harris burg, PA  17102
1-800-442-6351
www.dli.state.pa.us

Pennsylvania State Data Center
(PaSDC)

The Pennsyl vania State Data Center is Pennsyl va -
nia’s official source of popula tion and economic
statis tics and services.  Designed to improve access
to statis tical resources concerning the Common -
wealth, PaSDC provides assis tance on a wide variety
of business initia tives. 

The PaSDC web site contains demographic and
economic infor ma tion on Pennsyl vania counties and
munic i pal i ties, metro pol itan areas and political juris -
dic tions.  Direc tories of other economic devel op ment
and business assis tance resources and organi za tions, 
recently released research briefs, marketing oppor tu -
ni ties, and maps depicting recent trends around the
state are also available. 

Contact:
PA State Data Center
Institute of State and Regional Affairs
Pennsyl vania State Univer sity at Harris burg
777 West Harris burg Pike
Middletown, PA 17057
717-948-6336
http://pasdc.hbg.psu.edu

Pennsylvania State University
Cooperative Extension Program

The Cooper a tive Extension Program offers publi ca -
tions, technical assis tance, workshops and seminars
in business, economic and community devel op ment,
plus manage ment and marketing assis tance for
agricul tur ally related firms.  There is little or no cost
for this service.

Contact your county extension office listed under
County Govern ment or Agricul ture Extension office in 
your telephone directory.

Contact: 
Center for Economic 
and Community Devel op ment
Pennsyl vania State Univer sity
112 Armsby Building
Univer sity Park, PA 16802
814-865-0659
http://cecd.aers.psu.edu

Pennsylvania Technical Assistance
Program (PENNTAP)

PENNTAP is a federal-state-univer sity partner ship for 
economic devel op ment.  Serving Pennsyl vania
business and industry statewide since 1965,
PENNTAP is one of the nation’s first technical assis -
tance programs and remains a credible and valuable
resource for helping Pennsyl vania businesses
compete and grow.

PENNTAP helps Pennsyl vania businesses improve
their compet i tive ness by providing free technical
assis tance and infor ma tion to help resolve specific
technical questions or needs that can be addressed
within a limited amount of time.

The program focuses on helping small businesses
that normally do not have the in-house expertise or
time to resolve specific technical questions or needs.  
PENNTAP technical special ists assist small
businesses by providing technical advice, technical
infor ma tion, and referrals to other expertise,
resources or programs.

PENNTAP’s infor ma tion technology and e-business
experts assist Common wealth firms with the imple -
men ta tion and improve ment of their web sites. 
Assis tance with evalu a tion of software, network
options and web page upgrading can be obtained
from PENNTAP.
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PENNTAP services the entire state of Pennsyl vania
through a network of technical special ists who have
specific areas of technical expertise and are located
throughout the state.

The service of PENNTAP staff is confi den tial and
provided at no cost to clients.

Contact:
PENNTAP 
Pennsyl vania State Univer sity
118 Keller Building
Univer sity Park, PA  16802
814-865-0427
www.penntap.psu.edu

Philadelphia Commercial Development
Corporation (PCDC) 

The Phila del phia Commer cial Devel op ment Corpo ra -
tion is a non-profit economic devel op ment corpo ra -
tion receiving federal, state, city, and private funds.
PCDC provides financial, technical, and manage rial
assis tance to qualified entre pre neurs, especially
minor i ties and women, who are devel oping their
enter prises within the City of Phila del phia.  PCDC
also provides working capital financing for a variety
of business activ i ties in Phila del phia.

Contact:
Phila del phia Commer cial Devel op ment 
Corpo ra tion
1441 Sansom Street, Suite 300
Phila del phia, PA 19107
215-790-2200
www.philadelphiacommercial.org

Service Corps of Retired Executives
(SCORE)

SCORE is an organi za tion of more than 12,000
volun teers who offer manage ment counseling and
training. As retired execu tives and owners, they have
extensive business experi ence and special skills.  The 
counseling is confi den tial and free of charge.

Contact:
SCORE Chapter nearest you or visit
www.score.org

Altoona-Blair
Devorris Center for Business Devel op ment
3900 Indus trial Park Drive, Suite 6
Altoona, PA 16602
814-942-9054

Bucks County
c/o Chamber of Commerce
409 Hood Boulevard
Fairless Hills, PA  19030
215-943-8850

Central Pennsyl vania 
2820 East College Avenue
Suite E
State College, PA  16801
814-234-9415

Chester County
Govern ment Service Center, P.O. Box 2747
West Chester, PA  19380-4538
610-344-6910

Delaware County
602 East Baltimore Pike
Media, PA 19603
610-565-3677

Erie
c/o Gannon Univer sity SBDC
120 West 9th Street
Erie, PA 16501
814-871-5650

Harris burg
HACC Entre pre neurial Program
349 Wiconisco Street, Suite 237
Harris burg, PA 17110
717-213-0435

Lancaster
Liberty Place, Suite 231
313 West Liberty Street
Lancaster, PA 17603
717-397-3092

Lehigh Valley
Lehigh Univer sity
Rauch Business Center #37
621 Taylor Street
Bethlehem, PA  18015-3117
610-758-4496

Monroe County
c/o Chamber of Commerce
556 Main Street
Stroudsburg, PA  18360
570-421-4433
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Montgomery
Baederwood Office Plaza 
1653 The Fairways
Suite 204
Jenkintown, PA 19046
215-885-3027

North Central Pennsyl vania
Executive Plaza Building
330 Pine Street, Suite 305
Williamsport, PA  17701
570-322-3720

Phila del phia
900 Market Street, 5th Floor
Phila del phia, PA  19107-4705
215-580-2712

Pitts burgh
411 Seventh Avenue
Suite 1450
Pitts burgh, PA  15219
412-395-6560, ext. 130

Reading
c/o Chamber of Commerce
601 Penn Street, Suite 101
Reading, PA  19601
610-376-3497

Pottstown
244 High Street, Suite 402
Pottstown, PA  19464
610-327-2673

Uniontown
140 N. Beeson Avenue
Room 404
Uniontown, PA  15401
724-437-4222

Westmoreland County
c/o St. Vincent College
300 Fraser Purchase Road
Latrobe, PA  15650-2690
724-539-7505

Wilkes-Barre
7 North Wilkes-Barre Boulevard
Suite 362
Wilkes-Barre, PA 18702-5241
570-826-6502

York
Cyber Center
2101 Pennsyl vania Avenue
York, PA 17404
717-845-8830

Small Business Development Centers
(SBDCs)

The Small Business Devel op ment Center network
was created to make manage ment assis tance and
expert counseling widely available to present and
prospec tive small business owners.  SBDCs offer
“one stop” assis tance to small businesses providing
a wide variety of infor ma tion and guidance in central
and easily acces sible locations.  Their staff can help
with issues such as accounting, record keeping,
business planning, market research, financial
analysis, and environ mental compli ance.

The SBDC Environ mental Manage ment Assis tance
Program (EMAP) is a no-cost confi den tial resource to 
help businesses minimize waste and prevent
pollution, plus improve energy efficiency and reduce
expenses.

Assis tance from an SBDC is available to anyone
inter ested in going into business or improving and
expanding an existing small business.  Although
most of these services are free, there are minimal
fees for some courses, workshops, or other services. 

Contact the Small Business Devel op ment Center
nearest you or visit www.pasbdc.org. Many have
local outreach offices.

Bucknell Univer sity
Small Business Devel op ment Center
112 Dana Engineering Building
Lewisburg, PA 17837
570-577-1249
(Juniata, Montour, Northumberland, Perry, Snyder,
Union)

Clarion Univer sity of Pennsyl vania
Small Business Devel op ment Center
Room 102, Still Hall
Clarion, PA 16214
814-393-2060
(Armstrong, Cameron, Clarion, Clearfield, Elk, Forest, 
Jefferson, McKean, Potter, Venango)

Duquesne Univer sity
Small Business Devel op ment Center
Rockwell Hall, Room 108
600 Forbes Avenue
Pitts burgh, PA 15282
412-396-6233
(Allegheny, Beaver, Butler, Lawrence)
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Gannon Univer sity
Small Business Devel op ment Center
A.J. Palumbo Academic Center
120 West 9th Street
Erie, PA 16501
814-871-7232
(Crawford, Erie, Mercer, Warren)

Indiana Univer sity
Small Business Devel op ment Center
108 Eberly College of Business
Indiana, PA 15705
724-357-7915

Kutztown Univer sity
Small Business Devel op ment Center
15155 Kutztown Road
Kutztown, PA 19530
866-458-7232
(Berks, Chester, Dauphin, Lancaster, Lebanon)

Lehigh Univer sity
Small Business Devel op ment Center
Rauch Business Center #37
621 Taylor Street
Bethlehem, PA 18015
610-758-3980
(Bucks, Lehigh, Montgomery, Northampton)

Lock Haven Univer sity
Small Business Devel op ment Center
301 West Church Street
Lock Haven, PA 17745
570-484-2589
(Clinton, Lycoming)

Pennsyl vania State Univer sity
Small Business Devel op ment Center
3 Keller Building
Univer sity Park, PA 16802
814-863-4293
(Centre, Mifflin)

St. Francis Univer sity
Small Business Devel op ment Center
117 Evergreen Drive
Loretto, PA 15940
814-472-3200
(Bedford, Blair, Cambria, Fulton, Huntingdon,
Somerset)

St. Vincent College
Small Business Devel op ment Center
Aurelius Hall
300 Fraser Purchase Road
Latrobe, PA 15650
724-537-4572
(Fayette, Westmoreland)

Shippensburg Univer sity
Small Business Devel op ment Center
405 Grove Hall
1871 Old Main Drive
Shippensburg, PA 17257
717-477-1935
(Cumber land, Franklin, Adams, York)

Temple Univer sity
Small Business Devel op ment Center
1510 Cecil B. Moore Avenue
Phila del phia, PA 19121
215-204-7282
(Bucks, Montgomery, Phila del phia)

Wharton School (Univer sity of Pennsyl vania)
Small Business Devel op ment Center
3733 Spruce Street
Room 445A
Phila del phia, PA 19104
215-898-4861

Univer sity of Pitts burgh
Small Business Devel op ment Center
Wesley Posvar Hall
230 South Bouquet Street, 1R14
Pitts burgh, PA 15260
412-648-1542
(Allegheny, Greene, Washington)

Univer sity of Scranton
Small Business Devel op ment Center
The Gallery House
411 - 413 Quincy Avenue
Scranton, PA 18510
800-829-7232
(Bradford, Lackawanna, Monroe, Pike, Susquehanna,
Tioga, Wayne, Wyoming)

Wilkes Univer sity
Small Business Devel op ment Center 
Innova tion Center, Suite 200
7 South Main Street
Wilkes-Barre, PA 18701
570-408-4340
(Carbon, Columbia, Luzerne, Schuylkill, Sullivan)

Other univer sity-based small business programs: 

Widner Univer sity
1450 Edgmont Avenue, Suite 120
Chester, PA 19013
610-619-8498
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Small Business Resource Division

As part of the Center for Entre pre neurial Assis tance,
the Small Business Resource Division (SBRD) serves
as the single point of contact and hub of infor ma tion
for small businesses, answering state related and
general business questions.  The Resource Division
has selected state forms and appli ca tions, plus infor -
ma tion on federal and state funding sources, permits
and licensing, and sources of technical assis tance.
Trained consul tants are available to help current and
potential entre pre neurs find infor ma tion on starting
and growing a business in Pennsyl vania.

Contact:
PA Depart ment of Community
and Economic Devel op ment
Center for Entre pre neurial Assis tance

400 North Street, 4th Floor
Common wealth Keystone Building
Harris burg, PA  17120-0225
1-800-280-3801 or 717-783-5700
www.newPA.com

Team Pennsylvania

Team Pennsyl vania describes the partner ship
between state govern ment and private businesses
with a common goal of growing Pennsyl va nia’s
economy through job retention and job creation. 
Team Pennsyl vania initia tives build a future in the
Common wealth by providing the necessary resources 
to launch or expand business in Pennsyl vania.  The
following initia tives assist businesses in the
retention and the creation of Pennsyl va nia’s family
sustaining jobs:

n Busi ness Call ing Pro gram (BCP) – Iden ti fies
Penn syl va nia busi ness needs by one-on-one
in ter views.

n En tre pre neur ial As sis tance Net work – Pro -
vides as sis tance in help ing small busi ness
grow.

n Ex port As sis tance Net work – Helps Penn syl -
va nia busi nesses ex port prod ucts/ser vices and 
in crease sales.

n Gov er nor’s Ac tion Team – Pro vides busi -
nesses with lo ca tion and ex pan sion as sis tance 
in Penn syl va nia.

Contact:
Team Pennsyl vania
PA Depart ment of Community 
and Economic Devel op ment
400 North Street, 4th Floor
Common wealth Keystone Building
Harris burg, PA  17120-0225
717-720-1440
www.newPA.com

n Am bas sa dor Pro gram – En gages busi ness
lead ers in the pro mo tion of Penn syl va nia – a
pre mier place to do busi ness.

n Busi ness Re source Net work (BRN) – An
all-in clu sive web site con tain ing mar ket in for -
ma tion.

n Co op er a tive Mar ket ing – En gages busi nesses 
in mar ket ing op por tu ni ties and trade shows.

Contact:
Team Pennsyl vania Founda tion
P.O. Box 11468, 9th Floor
100 Pine Street
Harris burg, PA  17108
717-233-1375
www.teampa.com

n Ca reer Link – A net work tool to as sist busi -
nesses find em ploy ees and em ploy ees find
em ploy ment.

Contact:
CareerLink
PA Depart ment of Labor and Industry
1721 Labor and Industry Building
Harris burg, PA  17120
717-787-3157
www.pacareerlink.state.pa.us

n Workforce In vest ment Board – Pro vides
Penn syl va nia busi nesses and its workforce
with the knowl edge and skills to suc ceed and
ex cel in a com pet i tive and chang ing world.

Contact:
PA Workforce Invest ment Board
PA Depart ment of Labor and Industry
901 South Seventh Street, Suite 103
Harris burg, PA  17102
717-772-4966
www.paworkforce.state.pa.us 
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Urban Redevelopment Authority of
Pittsburgh (URA)

The Urban Redevel op ment Authority of Pitts burgh is
respon sible for growth and devel op ment in the city of
Pitts burgh. Through its economic devel op ment
depart ment, the Authority provides a central point of
contact in offering compre hen sive assis tance in
business and real estate financing.

Contact:
Urban Redevel op ment Authority 
of Pitts burgh
200 Ross Street
Pitts burgh, PA 15219
412-255-6600
www.ura.org

 Technology 

Ben Franklin Technology 
Development Authority

The technology revolu tion is opening doors of oppor -
tu nity for businesses, commu ni ties, and citizens.  The
economic and community devel op ment activ i ties
throughout Pennsyl vania are firmly fixed on
positioning Pennsyl vania businesses and commu ni -
ties in the forefront of the Digital Economy.

The Ben Franklin Technology Devel op ment Authority
(BFTDA) is one of the largest single state technology
devel op ment programs in the nation.  A number of
BFTDA programs offer financial and technical assis -
tance to businesses, entre pre neurs, commu ni ties,
local govern ments, educators and non-profit organi -
za tions.

n Ben Frank lin Tech nol ogy Part ners

The Ben Franklin Technology Partners support
advanced technology initia tives to help create
new advanced-technology companies, to improve
the ability of young technology firms, and to
develop a techno log i cally skilled workforce for
Pennsyl vania.  The Partners provide knowledge
and capital to support the devel op ment and appli -
ca tion of new products, technol o gies, and ideas
among entre pre neurs and estab lished companies.  
Appli ca tion infor ma tion can be found at
www.benfranklin.org or contact one of the Ben
Franklin Technology Partners or satellite offices
listed at the end of this section. 

n Tech nol ogy Com pany In vest ment

Flexible financing and invest ment oppor tu ni ties
are available for technology-oriented
businesses. This program can help fill a
financing gap for companies requiring non-asset 
backed, equity-like invest ments. 

n Tech nol ogy De vel op ment Grants

The BFTDA operates a grant program designed
to support local grass roots initia tives that
stimulate the advance ment of technology in
businesses and commu ni ties.  Non-profit
business and economic devel op ment organi za -
tions, community devel op ment organi za tions
and local govern ments are eligible recip i ents of
grant funding. This program helps to create
outreach and training programs to businesses
and local govern ments and stimulate access to
broadband technol o gies in rural and urban
areas. 

n Uni ver sity Re search and Eco nomic 
De vel op ment

The Common wealth has invested in univer sity
research as a catalyst for economic devel op -
ment. The BFTDA will help advance univer -
sity/company relation ships and leverage
signif i cant federal research funding.

n How to Ap ply

To apply for funding from one of the Ben
Franklin Technology Partners, contact your local 
Ben Franklin Technology Partner.  If you are
applying for a Technology Company Invest ment, 
Technology Devel op ment Grant or Univer sity
Research Funding, go to www.newPA.com. 

For more infor ma tion contact:

PA Depart ment of Community 
and Economic Devel op ment
Office of Technology Invest ment
400 North Street, 4th Floor
Common wealth Keystone Building
Harris burg, PA  17120-0225
717-787-4147

Ben Franklin Technology Devel op ment Partners
of North eastern Pennsyl vania
Lehigh Univer sity
125 Goodman Drive
Bethlehem, PA 18015
610-758-5200



97

Ben Franklin Technology Partners of
South eastern Pennsyl vania
100 Innova tion Center, Suite 200
13th & Consti tu tional Avenue
The Navy Yard
Phila del phia, PA  19112
215-972-6700

Innova tions Works
2000 Technology Drive, Suite 250
Pitts burgh, PA 15219
412-681-1520

Ben Franklin Technology Partners of
Central and Northern Pennsyl vania
115 Technology Center
Univer sity Park, PA 16802
814-863-4558

Satellite Offices:

North eastern Outreach Office
Ben Franklin Technology Partners of
North eastern Pennsyl vania                         
Phoenix Plaza
22 Union Street
Wilkes-Barre, PA  18701-2721
570-819-4002

Upper Susquehanna Regional Office
Ben Franklin Technology Partners/North eastern
Pennsylvania
115 Farley Circle, Suite 106
Lewisburg, PA 17837
570-522-9222

Ben Franklin Technology Partners of
Central and Northern Pennsyl vania
Knowledge Park, Suite 202
5340 Fryling Road
Erie, PA  16510
814-898-6650

Ben Franklin Technology Partners of
Central and Northern Pennsyl vania
1010 North 7th Street, Suite 307
Harris burg, PA 17102
717-948-6339

Technology Councils

Entre pre neurs launching new ideas and estab lished
leaders in technology-driven businesses can turn to
the three Technology Councils in Pennsyl vania for
essential business connec tions and offering a variety
of educa tional programs, guidance on business
devel op ment, and more.  Contact the nearest
Technology Council for additional infor ma tion.

Pitts burgh Technology Council
2000 Technology Drive
Pitts burgh, PA  15219-3110
412-687-2700
www.pghtech.org

The Technology Council of 
Central Pennsyl vania
415 Market Street, Suite 201
Harris burg, PA  17111
717-635-2113
www.tccp.org

Eastern Technology Council
435 Devon Park Drive, Suite 613
Wayne, PA  19087
610-975-9430
www.techcouncil.org

 Workforce Development 

Team Pennsylvania CareerLink

Team Pennsyl vania CareerLink (PA CareerLink)
matches jobseekers with businesses looking to fill
jobs within the state. It is a free Internet-based
system of recruit ment and training services,
supported by a network of profes sion ally staffed
centers across Pennsyl vania. The fact that PA
CareerLink is both "online and in person" is what
makes it different from other career services web
sites.

PA CareerLink can recruit, screen, evaluate, and refer
job appli cants according to employ ers' specific
instruc tions. Other PA CareerLink services for
businesses include:

n Free and Un lim ited Job Post ings via the
Internet

n Orientation to PA CareerLink Sys tem

n Fed eral Bond ing

n La bor Law In for ma tion

n Alien La bor Cer tif i ca tion
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n La bor Mar ket In for ma tion

n Ap pren tice ship/On-the-Job Train ing

n Em ploy ment Tax Cred its

n Vet eran On-the-Job Train ing

n Mass Re cruit ment As sis tance

n Un em ploy ment Com pen sa tion In for ma tion

n Ag ri cul tural Ser vices

n Equal Op por tu nity In for ma tion

n State wide and Na tional Re cruit ment

n Fed eral Con tract Job List ing As sis tance

n Tech ni cal Assistance

The goal of PA CareerLink is to address Pennsyl va -
nia's critical labor and skills shortages by offering
compre hen sive services to both businesses and job
seekers, thereby creating a positive impact on its
economy.

Contact:
Team Pennsyl vania CareerLink
12th Floor, Labor and Industry Building
7th and Forster Streets
Harris burg, PA  17121
717-787-3157
www.state.pa.us, PA Keyword: "jobs"

Center for Workforce Information 
and Analysis 

The Center for Workforce Infor ma tion and Analysis
provides the customers of Pennsyl va nia’s workforce
devel op ment system with timely, accurate and
relevant labor market infor ma tion that will support
business and job growth in an increas ingly compet i -
tive global economy.  The Center’s programs track
resident employ ment and unemploy ment, assemble
statis tics on payroll and hours worked, and monitor
the number of people working in a variety of different
jobs, as well as employees covered by unemploy ment 
compen sa tion.  This infor ma tion allows you to make
decisions concerning wages, necessary skills by
occupa tion, growth indus tries, and available labor
force.  

The Center deploys Workforce Infor ma tion Special -
ists across the state to promote its services, establish 
partner ships with workforce invest ment customers
and stake holders and gather infor ma tion to support
the devel op ment of new appli ca tions of workforce
infor ma tion.  The Center has also estab lished a
Workforce Infor ma tion Center as its single point of
entry for labor market infor ma tion needs.

Contact:
PA Depart ment of Labor and Industry
Center for Workforce Infor ma tion 
and Analysis
220 Labor and Industry Building
Harris burg, PA  17121-0001
717-787-6466 or
1-877-4WF-DATA
www.lmi.state.pa.us

Pennsylvania Employer Advisory
Council for Workforce Development
(EAC)

Employers can gain more infor ma tion about Team
Pennsyl vania CareerLink services and partic i pate in
low-cost, employer-focused activ i ties by joining their
local EAC.  In partner ship with their local CareerLink,
EAC members network, partic i pate in infor ma tional
seminars and lend advice on how their CareerLink
can better serve the local labor market.  

Contact:
Employer Relations Unit
Bureau of Employer and Career Services
13th Floor, Labor & Industry Building
7th and Forster Streets
Harris burg, PA  17120
717-787-5436

Workforce Investment Act of 1998
(WIA)

The Workforce Invest ment Act of 1998 is intended to
provide a locally-driven workforce devel op ment
system.  The Act provides the framework for a
national workforce prepa ra tion and employ ment
system designed to meet the needs of the nation’s
businesses, job seekers, and individ uals who are
inter ested in furthering their careers.

CareerLink Services:  Customers, including job
seekers and businesses/employers, are able to
access the employ ment, education, training, and
infor ma tion services they need at single neigh bor -
hood locations called Team Pennsyl vania CareerLink
Centers.

Work Experi ence and On-The-Job Training (OJT) for
Youth:  Work and OJT experi ences are planned, struc -
tured learning oppor tu ni ties that occur in the
workplace for a limited period of time, and may be
paid or unpaid, subsi dized or unsubsidized.

Job Training for Adults and Dislo cated Workers:
Autho rized training directly linked to occupa tions
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that are in demand is available for eligible adults and 
dislo cated workers using the Individual Training
Account (ITA) voucher system.  

Contact:
Bureau of Workforce Invest ment
Statewide Hotline
717-787-3354
www.dli.state.pa.us

 Federal Resources 

Internal Revenue Service (IRS)

The IRS offers a variety of electronic and print
resources to assist small business owners and help
them under stand and comply with federal tax rules
and regula tions.

Visit the Small Business Corner of the IRS web site at 
www.irs.gov/businesses/small for access to infor ma -
tion on:  self-directed e-learning workshops, small
business CD-ROMs, check lists for new businesses,
and small business publi ca tions and forms available
for download.  IRS forms and publi ca tions may also
be obtained by calling 1-800-TAX-FORM.  Recorded
tax infor ma tion in English and Spanish, on over 150
topics may be obtained by calling 1-800-829-4477. 
(For the directory of topics, listen to topic #123.)

Contact: 
Internal Revenue Service
IRS Small Business/Self-Employed Division
Taxpayer Education and Commu ni ca tion
215-861-1061 (Eastern PA)
412-395-4510 (Western PA)

MidAtlantic Trade Adjustment
Assistance Center

This program is admin is tered by the U.S. Depart ment 
of Commerce and provides assis tance to eligible
firms through private, non-profit organi za tions called 
Trade Adjust ment Assis tance Centers.  Assis tance is
provided to companies hurt by imports.  Companies
must have experi enced a decline in sales and/or
produc tion and demon strate a decline in employ -
ment.  The MidAtlantic staff will work closely with
manage ment to diagnose a company’s needs and
develop a compre hen sive recovery plan in various
areas, including marketing, manufac turing,
accounting, engineering, finance, and manage ment.
This technical assis tance is provided on a
cost-shared basis with the govern ment paying up to
50 percent of all costs.

Contact: 
U.S. Depart ment of Commerce
Trade Adjust ment Assis tance Center
550 Township Line Road, Suite 450
Blue Bell, PA  19422
610-825-7819 or 1-800-566-7522
www.taacenters.org

Minority Business Development Agency 
(MBDA)

The Minority Business Devel op ment Agency is the
only federal agency specif i cally created to encourage
the creation, growth, and expansion of
minority-owned businesses in the U.S.

The MBDA provides business devel op ment services
to minority entre pre neurs through a number of
different types of programs, each designed to focus
on the unique business problems of a specific target
market.  Together, MBDA’s programs form a national
business service network that addresses the special
needs of minority entre pre neurs throughout 
the U.S.

The MBDA provides funding for Minority Business
Devel op ment Centers, Native American Business
Devel op ment Centers, Business Resource Centers
and Minority Business Oppor tu nity Commit tees
located throughout the Nation.  The Centers offer a
wide range of business services to minority entre pre -
neurs. 

Contact:
U.S. Depart ment of Commerce
Minority Business Devel op ment Agency
4548 Market Street
Phila del phia, PA 19139
215-895-4032
www.pa-mbec.com
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U.S. Food and Drug Administration
(FDA)

The FDA provides consul ta tion to small businesses
subject to its regula tions. Businesses regulated by
the FDA include manufac turers and distrib u tors of
foods, drugs, cosmetics, medical devices, radio log ical 
health, biologics, and veter i nary drugs involved in
inter state commerce.

Contact:
U.S. Food and Drug Admin is tra tion, 
Central Region
Room 900, U.S. Custom house
Small Business Repre sen ta tive
200 Chestnut Street
Phila del phia, PA 19106
215-717-3703
www.fda.gov/oc/industry/default.htm

U.S. Department of Labor
Coordinated Compliance Assistance for 
Business Program 

The United States Depart ment of Labor (DOL),
through the Office of Small Business Programs,
provides business owners and managers with on-site, 
one-stop compli ance assis tance for the laws and
regula tions that DOL admin is ters.

Contact:
U.S. Depart ment of Labor
c/o Penn State Cooper a tive Extension
400 North Lexington Street
Pitts burgh, PA 15208
412-473-2540
www.dol.gov/dol/osbp

U.S. Small Business Administration
(SBA)

The U.S. Small Business Admin is tra tion is an
independent federal agency created to assist individ -
uals starting a small business and to help existing
businesses grow.  Assis tance is provided through a
variety of programs and services.  SBA guaran tees
loans through commer cial lenders.  Financing is
available through micro loans up to $35,000; loan
guaran tees up to $2.0 million; long term fixed-rate
financing of fixed assets through the 504 program
and venture capital.

Free counseling as well as training is available
through the SBA, its resources partners and on-line
at its national web site - www.sba.gov.  It has both

financing and technical assis tance available for
companies looking to take advantage of the inter na -
tional markets and export their products and
services.

For more infor ma tion about the SBA, its programs
and services, contact the office nearest you.

Phila del phia
SBA District Office
Robert N.C. Nix Federal Building
900 Market Street, 5th Floor
Phila del phia, PA  19107
(215) 580-2722
www.sba.gov/pa/phil

Pitts burgh
SBA District Office
411 7th Avenue, Suite 1450
Pitts burgh, PA  15219
(412) 395-6560
www.sba.gov/pa/pitt

Harris burg
SBA Branch Office
100 Chestnut Street, Suite 307
Harris burg, PA  17101
(717) 782-3840
www.sba.gov/pa/phil
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Important Telephone Numbers

Center for Entre pre neurial Assis tance . . . . . . . . . . . . . . . . . . . . . . . 1-800-280-3801 or  717-783-5700

Pennsyl vania Depart ment of Labor and Industry

Building Occupancy Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3806

Labor Law Compli ance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-932-0665

Unemploy ment Compen sa tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-2097

    Benefits and Allow ances . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3547

    Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-7679

Workers’ Compen sa tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-3702 or 1-800-482-2383 (in PA)

Pennsyl vania Depart ment of Revenue

Sales Tax Questions (Taxability of an Item) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Sales Tax Questions (On a Sales Tax Account) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Sales Tax Licensing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-2340

1% Local Sales and Use Tax (Phila del phia and Allegheny Counties) . . . . . . . . . . . . . . . . . . . 717-787-1064

Employer Withholding Tax (Questions) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Employer Regis tra tion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-2340

Employer Tax Billing and Assess ment . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1586

Corpo ra tion Taxes (Rate & Base Changes) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-6035

Cigarette Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-9374

Malt Beverage Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-9354

Small Games of Chance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8275

Use Tax (Aircraft, Watercraft, Motor Vehicle, Miscel la neous) . . . . . . . . . . . . . . . . . . . . . . . . 717-772-2960

Public Trans por ta tion Assis tance Fund & Tax & Fees . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-2104

Taxpayer Service and Infor ma tion Center . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Specific Legal Questions on Tax Changes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1382

Electronic Funds Transfer (All Business Tax Types) . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-892-9816

Pennsyl vania Depart ment of State

Corpo ra tion Bureau . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1057

Chari table Organi za tion Regis tra tion . . . . . . . . . . . . . . . . . . . . . 717-783-1720 or 1-800-732-0999 (in PA)

Ficti tious Name Search Office . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1057

Bureau of Profes sional and Occupa tional Affairs . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8503

Licensing Boards (General Infor ma tion) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8503

Bureau of Citizen ship and Immigra tion Services/National Customer Service Center . . . . . 1-800-375-5283

Federal Citizen Infor ma tion Center . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-888-878-3256

Internal Revenue Service (IRS)

   Employer Identi fi ca tion Number (EIN) Infor ma tion. . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-829-1040

U.S. Small Business Admin is tra tion

Harris burg . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-782-3840

Phila del phia . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215-580-2722

Pitts burgh . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 412-395-6560

Charlotte, NC (Answer Desk) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-827-5722
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