




GENERAL INSTRUCTIONS FOR COMPLETING YOUR RETURN 

 
PITTSBURGH CITY & SCHOOL DISTRICT  
The City of Pittsburgh Earned Income Tax is levied at the rate of 1% under ACT 511. The Pittsburgh School District Earned Income Tax is levied at the rate of 2% under 

the School District Earned Income Enabling Legislation (Act 508). 

 

WHO MUST FILE A TAX RETURN? 
• Every resident individual, trust and estate receiving EARNED INCOME during 2011. 

• Every resident individual, trust and estate that realized net income from the operation of a business, profession or other activity (NET PROFIT) during 2011. 

• Every non-resident of Pennsylvania receiving EARNED INCOME or NET PROFIT for 2011 from sources within Pittsburgh. 

• SPECIAL CIRCUMSTANCES 

The return for a “Deceased” person must be filed by the executor, administrator, trustee or other person charged with the care of the estate.  

A resident who is required to file a Pennsylvania tax return (PA-40) but DOES NOT have any earned income subject to the City and School District Earned Income Tax 

for 2011 is to sign and mail the return in the envelope provided, along with a statement describing the sources of income. 

A retired person whose income is derived from pensions, annuities, Social Security, interest and/or dividends and who has received no earned income is to sign and 

mail the return in the envelope provided, along with a statement describing the sources of income. 

 

EXAMPLES OF TYPES OF TAXABLE INCOME 
Salaries and Wages, Bonuses, Commissions,  Stock Options related to employment, Severance Pay,  Monetary Value of Covenant not to compete, Director’s Fees,  

Executor’s Fees,  Lump Sum Payments, Military Reserve Pay,  Educational stipends unrelated to scholarships, NET PROFITS from business, profession or other activity, 

NET PROFITS from Partnership, Joint Venture, etc. Business Rental Income – PA Schedule C (see instructions for Line 4 of the PA-40), Royalty Income – PA Schedule C 

  

EXAMPLES OF TYPES OF NON-TAXABLE INCOME 
Active Duty Military Pay, Capital Gains, Disability & Sickness Payments (other than regular wages), Dividends, Gambling , Group Term Life as stated on W-2, Income 

from gas and oil royalties – passive, Interest, Rents - PA Schedule E, Payments arising under Worker’s Compensation Acts, Occupational Disease Acts or similar 

legislation, Public Assistance Payments, Qualified Pensions, Royalties, Social Security Benefits, Strike Benefits, Subchapter S Corporation Income, Supplemental 

Unemployment Benefits, Unemployment Compensation Payments (made by any governmental agency) 

  
WHEN TO FILE  
Your 2011 PGH-40 must be filed no later than April 17, 2012. Fiscal year taxpayers must file a completed return within 105 days of the close of the fiscal year. 

 

HOW TO FILE 
The City of Pittsburgh and School District of Pittsburgh taxes can be filed via the MAIL or INTERNET. INTERNET FILING is available for filing of Individual EARNED 

INCOME TAX for taxpayers who meet certain criteria.  See the INTERNET FILING WORKSHEET for eligibility and instructions.   

PLEASE FILE YOUR RETURN BY INTERNET IF YOU ARE ELIGIBLE AT www.jordantax.com/pgh40. 

 

HOW TO PAY TAXES OWED 
The BALANCE OWED ON Form PGH-40 must be paid in full by check with your return. DO NOT SEND CASH.  To Pay By Check:  Make check payable to 

 “CITY OF PITTSBURGH” and mail it with your return. Please write your Account No., found in the upper left corner of Form PGH-40, or Social Security No. on your 

check.  A $35.00 fee will be assessed for any check returned from the bank for any reason. Your payment can be made by credit card or eCheck. 

 There is a third party charge for this service which can be accessed through our website at http://www.jordantax.com/payments.  Use eCode P40 when prompted. 

 

REFUNDS / CREDITS 

An Overpayment over $2.00 can be applied as a Credit toward 2012 taxes, refunded, or the amount of the overpayment can be applied as a 

Contribution to The Pittsburgh Promise. Your contribution to The Pittsburgh Promise is tax deductible.  For more information 

about The Pittsburgh Promise, please visit www.pittsburghpromise.org 

 

ADDITIONAL FORMS 
If additional forms and/or information are needed, please contact our office at (412) 345-7968, or visit our website at: www.jordantax.com/pghforms 

 

FILING AN EXTENSION  
LOCAL TAX LAW DOES NOT PROVIDE FOR AN EXTENSION OF TIME TO FILE. 

It is recommended that you file and pay all tax on a tentative return and file an amended return later, if necessary. 

 

UNDERPAYMENT OF TAX FOR INDIVIDUALS, TRUST AND ESTATES 
Underpayment of Quarterly Tax (Forms NP-5 OR WT-4) by an individual, trust or estate will result in the imposition of penalty and interest. To be in compliance, 

payments must be made as follows: The amount of each installment paid is to be at least 75% of the amount due for the quarter. The total of the installments is to 

be at least 75% of the total for the taxable year. The amount of the underpayment that is subject to penalty and interest is the difference between the amount 

actually paid and 75% of the total tax shown on LINE 6 OF Form PGH-40. 

 

FOR MORE DETAILED INSTRUCTIONS VISIT OUR WEBSITE AT  www.jordantax.com/pghforms 
 

 PLEASE FILE YOUR RETURN ONLINE IF YOU ARE ELIGIBLE AT  www.jordantax.com/pgh40 
 

http://www.jordantax.com/payments
http://www.jordantax.com/pghforms

