Directions for Completing the Excel Worksheet for

Reporting Sales or Use Tax Due on the Purchase of Employment Service

and Other Purchases of Taxable Goods and Services

This Excel worksheet has been designed to assist taxpayers in self-reporting use tax liability on past purchases of taxable items and services.  The format automatically calculates the interest due on tax based on the date a tax payment will be made and date the tax should have been reported.  

Directions: 

1. Complete the informational fields noted in the dark gray coloring with your name, address, FEIN or SSN, direct pay [98-six digits] or consumers use tax account number [97-six digits] (leave blank if you have no account), and the date you will be mailing your payment.

2. For monthly filers through the November of 1997 return period and for quarterly filers and taxpayers with no account through September of 1997, enter the total amount of tax due on the line that matches the year when the tax should have been paid. Thereafter, for monthly filers, enter on each line the amount of tax due on purchases that should have been reported in the corresponding period.  For tax return periods ending December 31, 1997 and following if you file a quarterly return or have no account, enter your January through March liability in the March reporting period, April through June in the June reporting period, July through September in the September reporting period, and October through December in the December reporting period.  

3. As you complete each of the tax lines, the program will automatically compute the interest that is due on the amount entered up to the date that is indicated as the payment date.  It will also total each column and provide a page total for the interest and tax, as well as provide you with the number of days for which interest is due.  For any tax return periods with no tax due, you may leave the tax column blank or insert 0.  If you select another payment date, all interest will be recomputed and new totals provided.  The form will not compute any interest without the entry of a payment date.

If you need any assistance in using the form, please contact your local district office (for a listing of the offices, visit the Department of Taxation’s website at http://www.state.oh.us/tax/ ) or the Sales & Use Tax Division’s Central Audit Staff at (614) 895-6290.

You may manually check the computations to verify the accuracy.  For tax due to have been paid in 1996 or 1997, remember that the interest begins to accrue January 1 of the following year for all the tax due in the year.  For tax due to have been paid in 1998, count the days from when the tax should have been reported to the end of a year.   {Remember the filing date is the 23rd of the month unless that day is a holiday or on the weekend.  If the 23rd occurs on a holiday or weekend, the filing date switches to the next business day.}  Divide the total days by the number of days in the year and multiply the result by the interest rate for the year then by the tax in the period.  The result will be the interest due for the first year.  Repeat the process for each succeeding full year or portion of a year up to the date of payment and then add the interest up.  The total would be the interest for that period’s tax.  Then repeat the process for each period thereafter.  The applicable interest rates are noted immediately above the computation area. 

