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COMMONWEALTH OF PENNSYLVANIA

[Date]
[Contact Name]
[Company Name]

[Address]
[City, State, Postal Code]

Re:  [Contract/Purchase Order No. XXXXXXXXX] 

Dear Mr./Ms. [Contact]:

Your business entity was awarded a non-bid contract by the Commonwealth.  Please be advised that the Pennsylvania Election Code provides that any business entity which has been awarded a contract on a non-bid basis by the Commonwealth shall file a report of political contributions with the Secretary of the Commonwealth on or before February 15 of each year.


Section 1641 of the Pennsylvania Election Code provides that the report shall include the following information:  

[A]n itemized list of all political contributions known to the business entity by virtue of the knowledge possessed by every officer, director, associate, partner, limited partner, or individual owner that has been made by:

1)  Any officer, director, associate, partner, limited partner, individual owner or members of the immediate family when the contributions exceed an aggregate of one thousand dollars ($1,000) by any individual during the preceding year; or

2) Any employee or members of his immediate family whose political contribution exceeded one thousand dollars ($1,000) during the preceding year.

For the purpose of this subsection, “immediate family” means a person’s spouse and any unemancipated child.  25 P.S. § 3260a(a).

To obtain a copy of the reporting form please contact the Bureau of Commissions, Elections and Legislation, Division of Campaign Finance and Lobbying Disclosure, Room 210, North Office Building, Harrisburg, PA  17120.  Please call (717) 787-5280 for questions concerning these filing requirements.
Sincerely,

[Agency Purchaser’s Name]
[Title]


cc:
Division of Campaign Finance and Lobbying Disclosure

Pennsylvania Department of State
