Instructions for Employers Return of Tax Withheld

Monthly deposits of taxes withheld shall be made by an employer if the taxes deducted amount to
$1,000.00 or more a month.

- These monthly deposits are to be made to the city on the 15™ day of the 2™ and 3™ month of the
quarter.

- Quarterly returns (for both monthly & quarterly remitters) are due on the last day of the month
following the end of the quarter.

- Ifyou are filing your payroll withholding via electronic filing and allowing us to debit your checking
account, you DO NOT have to mail in the paper reports. Keep these for your records. You report
all the information via telephone. Again, you DO NOT have to mail the paper copies.

SPECIFIC INSTRUCTIONS:

Line #1) Total taxable wage etc: Enter the TOLEDO taxable wages paid for the entire quarter.

Line #2) Tax withheld 2.25% of line #1: Multiply line #1 by .0225 and place the result here. This
figure should match what you’ve actually withheld from your employees.

Line #2a) Additional tax withheld: If you are a non-Toledo employer, withholding another city’s
income tax and the difference for Toledo residents, place the amount of Toledo tax withheld on this line.

Line #3) Adjustment for prior quarter: This line is used to adjust current payment for underpayment
or overpayment in a previous quarter. (Please specify which year and quarter you are adjusting.)

Line #4 & 5) Interest & Penalty: Penalty and interest will be calculated beginning the next day after
the due date. If your quarterly payment is “POSTMARKED” even one day late, you will be assessed
the monthly penalty and interest on the unpaid balance. Interest is calculated at the rate of .5% per
month or any fraction thereof. Penalty is calculated at the rate of 5.0% per month or any fraction thereof
for the first five months and 1.5% from the sixth month until balance is paid.

Line #6) Total: Equals the sum of 2, 2a, 3,4, & 5. For quarterly remitters, this is the amount now
due. For monthly remitters go to line 7.

Line #7) Less M1 and M2 payments: Monthly remitters only. Put in the total amount of payments
made the first two months of the quarter.

Line #8) Total: Monthly remitters only. Subtract line #7 from line #6. This is the amount due with
your quarterly report.

Example of the completed Monthly & Quarterly return forms:
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If you have any additional questions or comments, please feel free to contact this office Monday through

Friday, 7:30am through 4:45pm at (419) 245-1662.
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