WEST SHORE TAX BUREAU - EMPLOYER INFORMATION

EARNED INCOME TAX


This booklet includes forms for employers to report the Earned Income Tax that has been withheld from their employee’s gross earnings.  Also included in this booklet is an Employer Reconciliation Form, a Final Report for Business Terminating Operations and an information form to be copied and used for reporting new employees or a change of address for current employees.  Additional forms are available by contacting our Employer Services Department or on the Bureau’s website www.westab.org.

Also included in this booklet are mailing labels and instructions to assist the employer in completing the required forms.  For additional assistance please do not hesitate to contact the Employer Services Department (717) 761-4902 or check the Bureau’s website www.westab.org.

Twelve payment cards are provided with this booklet.  If the total tax withheld for each month is over $50.00 a check in the amount withheld and the proper payment card should be sent to this Bureau on or before the 15th of the following month.  The quarterly payments are due 30 days after the close of the calendar quarter (April 30, July 31, October 31, and January 31).  The annual Employer’s Reconciliation form is due March 1, 2010 along with copies of W-2 forms or magnetic media if the total number of employees being reported is 250 or more. 
IMPORTANT INFORMATION:

We ask that you please remit separate checks for the Earned Income Tax and the Local Services Tax so that we can ensure that your tax payments are properly credited.  Local Services Tax information, instructions and Employer’s Remittance forms can be found on the reverse side of this Booklet.

Notice to Employers—“Every employer having an office, factory, workshop, branch, warehouse, or other place of business within the listed taxing jurisdictions imposing an earned income or net profits within the taxing districts who employs one or more persons, for a salary, wage, commission or other compensation, who has not previously registered, shall, within fifteen (15) days, after becoming an employer, register with the bureau giving his name and address and such other information as the bureau may require.” (Act 511 of 1965; Section 13)

The Earned Income Tax must be withheld from all employees regardless of their resident municipality and must be withheld retroactively to the date your operation began in the area served by the West Shore Tax Bureau.  The distribution of tax dollars by this Bureau to other taxing jurisdictions will be made quarterly based on information submitted by your organization:

IMPORTANT:  If your business is located in a school district where the rate of earned income tax is greater than 1% as a result of Act 24, you must withhold at the higher rate in effect in the school district where your business is located, on the wages of employees residing in the same school district.  Employees living outside of the school district where your business is located need only to be withheld at 1%.  As a benefit to your employees living in Act 24 school districts our Bureau urges you to withhold the earned income tax from the wages of your employees at the rate in effect in the school district where the employee resides.  We will forward all earned income tax you remit on behalf of an employee to that employee’s home taxing jurisdiction.

Remittance of the earned income tax withheld from all of your employees who are employed within the West Shore Tax Bureau’s taxing jurisdiction must be made to the WSTB.  UNDER NO CIRCUMSTANCES should an employer located within the WSTB’s taxing jurisdiction remit earned income or local services tax withheld from employees within WSTB’s taxing jurisdiction to another collector or to multiple collectors.  If your payroll service is remitting earned income or local services tax to multiple collectors you, the employer, are in violation of WSTB’s Regulations and local income tax ordinances/resolutions, which may subject you, the employer, to fines and penalties.  If your payroll service is charging you additional fees for multiple earned income tax remittances you, the employer, are incurring unnecessary charges for a service that puts you in violation of local income tax regulations.

The following information regarding the Earned Income Tax may be helpful to employers withholding the tax. 

Taxable Items: 
Salary, Wages, Commissions & Bonuses

Tips and Gratuities




Deferred Compensation contributions
Vacation and Sick Pay (regular salary)




Gains in Stock Options


Severance Pay




Incentive Pay



Early Retirement Payments (not previously taxed)

Non Taxable:

SUB Pay



Third Party Sick Pay




Unemployment Benefits


Pensions received after retirement




Public Assistance



Interest and Dividends




Health Insurance paid by the employer 
Social Security Benefits




for the benefit of the employee

Strike Pay




Section 125 contributions to the extent
Cost of Group Life Insurance




they are not taxable for Pennsylvania 

Personal Income Tax

FORMS: 

RESIDENCY INFORMATION FORM—This form is to be used by employers to report essential information when hiring new employees or when current employees notify the employer of a name or address change.  Additional forms are available from our Employer Accounts Department.  The form can be photocopied and can be obtained from the Bureau website at www.westab.org.

EIT-1 Payment Card—Form EIT-1 Reporting the wages and tax withheld is due monthly (15 days after the end of the month in which the tax was withheld) if the monthly withholdings equal or exceed $50.00.  Otherwise, this form and the withheld tax are due quarterly (30 days after the close of the calendar quarter).  A check must accompany a payment card Form EIT-1 each time you remit to this Bureau in order for you to receive proper credit on your account.  PLEASE DO NOT REMIT one check for both EIT and LST.  If quarterly payments of Earned Income Tax are paid after the due date, please calculate penalty and interest and include in the payment.  It is essential that the tax being remitted be for the month, quarter and tax year preprinted on the EIT-1 payment card.  If a blank EIT-1 card is being used the proper month, quarter and tax year must be indicated on the card.   

NOTE:  QUARTERLY AND MONTHLY PAYMENTS WILL NOT BE PROCESSED BY THIS BUREAU UNLESS THE AMOUNT OF TAX REPORTED ON FORM EIT-1 EQUALS THE AMOUNT OF THE CHECK ENCLOSED.  THE EIT-1 PAYMENT CARD MUST BE SIGNED. 

W-2 Reconciliation Form and W-2’s—Employers are required to submit to the West Shore Tax Bureau coupon Form W-2 REC along with employee W-2’s (Wage and Tax Statements) by March 1, 2010 for the prior tax year.  The W-2 REC Form must accompany the W-2 Forms or magnetic media.  Also, all W-2 REC Forms must be signed and dated.  If the employer is using a payroll service that does not include the W-2 REC Form as part of the service provided, the employer must file this form.  It is the responsibility of the employer to make certain all forms are properly filed.  

Reporting W-2 Information via Electronic Media–The West Shore Tax Bureau Board of Directors at the March 18, 1998 meeting approved Regulation 98-1 requiring employers remitting 250 or more W-2 forms to report the information via electronic media.  The West Shore Tax Bureau will accept information on 3 ½” diskettes and CD-Rom.  This regulation’s effective date was January 1, 1999.  Employers of fewer than 250 employees are also encouraged, but not required to file on electronic media. 

Information on electronic media or online filing can be obtained from our web page at www.westab.org or by contacting the Employer Department. 

Change/Correction Form—This form shall be used to report a change in the business name or address.  Please make certain all areas on the form are completed.  

Final Report if Business is Terminated or No Longer Has Employees—This form shall be submitted with the final payment of withheld tax to indicate a termination of the business.

Tax Calendar For Reporting Earned Income Tax and Local Services Tax

(For Employers Only – Calendar Year 2010)

February 15
Monthly Employer Payment Card FORM EIT-1 and remittance due for January (employers withholding in excess of $50.00).

March 2
Employer’s Annual Reconciliation FORM W-2 REC with Bureau copy of W-2’s for each employee employed during the prior tax year.

March 15
Monthly Employer Payment Card FORM EIT-1 and remittance due for February (employers withholding in excess of $50.00).

April 30
Monthly Employer Payment Card FORM EIT-1 and remittance due for March (employers withholding in excess of $50.00).  Employers not on a monthly remittance schedule must submit total tax withheld for the first quarter. 

May 15
Monthly Employer Payment Card FORM EIT-1 and remittance due for April (employers withholding in excess of $50.00).

June 15
Monthly Employer Payment Card FORM EIT-1 and remittance due for May (employers withholding in excess of $50.00).

July 31
Monthly Employer Payment Card FORM EIT-1 and remittance due for June (employers withholding in excess of $50.00).  Employers not on a monthly remittance schedule must submit total tax withheld for the second quarter. 

August 15 
Monthly Employer Payment Card FORM EIT-1 and remittance due for July (employers withholding in excess of $50.00).

September 15
Monthly Employer Payment Card FORM EIT-1 and remittance due for August (employers withholding in excess of $50.00).

October 31
Monthly Employer Payment Card FORM EIT-1 and remittance due for September (employers withholding in excess of $50.00).  Employers not on a monthly remittance schedule must submit total tax withheld for the third quarter. 

November 15
Monthly Employer Payment Card FORM EIT-1 and remittance due for October (employers withholding in excess of $50.00).

December 15 
Monthly Employer Payment Card FORM EIT-1 and remittance due for November (employers withholding in excess of $ 50.00).

January 31
Monthly Employer Payment Card FORM EIT-1 and remittance due for December (employers withholding in excess of $50.00).  Employers not on a monthly remittance schedule must submit total tax withheld for the fourth quarter. 

Interest and Penalties

If for any reason the tax is not paid when due, interest at the rate of six percent (6%) per annum on the amount of said tax, and an additional penalty of one-half of one percent of the amount of the unpaid tax for each month or fraction thereof during which the tax remains unpaid, shall be added and collected.  Where suit is brought for the recovery of any such tax, the person liable therefore shall, in addition, be liable for the costs of collection and the interest and penalties herein imposed.

PLEASE NOTE:
If you are an employer in the West Shore Tax Bureau’s taxing jurisdiction you must withhold the Earned Income Tax from all of your employees who are working within the West Shore Tax Bureau’s taxing jurisdiction AND the withheld tax must be remitted to the West Shore Tax Bureau.  Employers located within the West Shore Tax Bureau’s taxing jurisdiction are not to make payments of the Earned Income Tax withheld from their employees to other tax collection bureaus.

ADDITIONAL INFORMATION IS AVAILABLE ON OUR WEB SITE: www.westab.org  


