
Frequently Asked Questions  
 

1. Why do I need to fill out the Residency Certification Form (RCF)?  
The information on this form is required by the Commonwealth of Pennsylvania.  
This form must be completed by all current employees, all newly hired individuals 
for entry into the Temple University’s Banner HR/Payroll system, those returning 
to the University from a terminated status, and in the event of an address change.  

 
2. Is a P.O. Box allowed?  

No, the Commonwealth of Pennsylvania requires the actual street address of your 
residence to determine your local tax responsibility.  

 
3. Where do I find my municipality? Click here and type in your address. 

Please note: As a result of an increase in demand on the State of Pennsylvania's 
“Find You Municipality tool”, you may experience delays or errors when 
attempting to access the site.  This site is maintained by the State of Pennsylvania. 
It is our understanding that the state is working to resolve the access issues.  

 
4.  If I am newly hired, but have not yet relocated for my job, is this form required? 

Yes, the RCF must be completed for all new hires. If you have not yet relocated, 
complete the form using your current permanent address. Once you move, a new 
RCF should be completed with your new address.  

 
5. I am a student employee who resides in a temporary location. What address should 

I use?  
If you are a US citizen, use the street address of your permanent residence. For 
most students, this will be the address where you permanently resided before you 
went to college. College dormitories, fraternity houses, sorority houses, and off-
campus rentals by enrolled college students generally do not qualify as permanent 
addresses. If you are not a U.S. citizen, please refer to question number 8.  

 
6. I am working temporarily for the University. What address should I use on the 

RCF?  
If you are a US citizen, enter your permanent address on the RCF. To determine 
what your permanent address is for taxation requirements, you can refer to the 
Pennsylvania State guidelines (click here). If you are not a U.S. citizen, please 
refer to question number 8. 

 
7. I live out of state. Do I still need to complete this form?  

Yes, all employees entered into the Banner Payroll/HR system must complete a 
RCF. However, out of state residents can leave three fields on the form blank: 
county, school district, and municipality. If you work in Pennsylvania but live 

http://munstatspa.dced.state.pa.us/FindLocalTax.aspx?T=1
http://www.portal.state.pa.us/portal/server.pt/document/629012/rev-611_pdf


outside of the state, the University will withhold the applicable Local Earned 
Income Tax at the current non-resident rate or Philadelphia City Wage Tax 
whichever is applicable.  

 
8. I am not a US citizen. What address should I use on the form?  

Use your current U.S. address when completing the RCF. If you are a new 
employee who has not yet relocated to the United States, complete the form by 
writing “No current US address” on the first address line. A revised RCF form 
must be completed and submitted to Payroll as soon as you relocate. To provide or 
change your home country address, access the Update Address channel in SSB via 
the TUPortal.  

9.  Do unpaid volunteers, including Faculty volunteers, have to complete this form? 
No, only individuals being paid as an employee by the university must submit a 
RCF. If your status changes with the University, a form is required at that time and 
then only if either your address changes or you are rehired from a terminated 
status. The form also ensures that we have a valid address in our system for any 
confidential mailings.  

 
10.  If I am leaving the University, and my address is changing, do I need to complete 

this form?  
Yes. We may have tax and other documents that require mailing to you in the 
future. Therefore, by completing this form, we will have the proper information 
and authorized signature of your correct address.  
 

11. How much will be deducted from my pay for local and school district taxes?  
The amount withheld for taxes is based upon municipality and school district. To 
determine your rate, visit the NEWPA website (click here) and enter the address 
information requested.  

 
More information on Act 32: 
 
Berkheimer Tax Administrator for employees working in Montgomery County. 
 
Capital Tax Collection Bureau for employees working in Harrisburg. 

http://munstatspa.dced.state.pa.us/FindLocalTax.aspx?T=1
http://www.hab-inc.com/content/act32.htm
http://www.captax.com/



