
GENERAL INFORMATION

Forward - The Zanesville Ordinance provides for 1.9%
City Income Tax. These instructions have been pre-
pared from the ordinance and its rules and regula-
tions. The administrator earnestly solicits the cooper-
ation of all taxpayers in their use, as this will help to
standardize reporting procedures and at the same
time save the taxpayer and this office both time and
annoyance when the return is examined later. If the
instructions are not clear or do not fully cover your
case, call the Tax Office.

I. WHO MUST FILE A RETURN AND A DECLARATION?

The following persons must file a return and a 

declaration of estimated tax.

A. Every RESIDENT 16 years and older having

earned income from which total city income tax

due has not been withheld and/or is engaged in a

business or profession in or outside his place of

residence. Rental property is included in such

activity.

B. NON-RESIDENTS 16 years and older who have

earned income in Zanesville from which total 

city income tax has not been withheld and/or

who is engaged in a business or profession in the

city. This includes income from rental property

located within the corporate limits owned by 

non-residents.

C. A Declaration of estimated tax for the coming

years which is not less than 75% of the current

year shall be filed.

II. WHEN A RETURN IS NOT REQUIRED

When an individual’s entire taxable income for the

year has been subject to withholding and the tax

thereon has been withheld, it shall not be necessary

for such employee to file a return.

IF SUCH EMPLOYEE HAS RECEIVED THIS FORM

IMPRINTED WITH NAME, ADDRESS AND ACCOUNT

NUMBER, PLEASE NOTIFY THE DIVISION OF

INCOME TAX, ZANESVILLE, OHIO.

III. WHEN AND WHERE TO FILE THIS RETURN

The annual return must be filed on or before April 15

each year with the Division of Income Tax, City of

Zanesville, 401 Market Street, Zanesville, Ohio 43701.

If your accounting period is different from the 

calendar year and has been approved by the Internal

Revenue Service, your return should be filed on or

before the 30th day of the fourth month following the

close of the fiscal year. Any tax due must be paid

when the return is filed unless balance due is less

than $1.00 in which case no payment need accompany

this return.

IV. REFUNDS

Refunds of any overpayment of your Declaration of

Estimated Income Tax may be requested, provided

such overpayment is $5.00 or more and you have so

indicated on your return. Amount under $5.00 will be

applied to next year’s tax liability. If the overpayment

is due to over-withholding, such request must be filed

on a Claim for Refund Form, W-2 attached. This form

can be obtained from The Division of Income Tax with

specific instructions.

V. PENALTY AND INTEREST

Penalties are provided by ordinance for failure to file

and/or pay a required return, for filing late and for 

filing a false or fraudulent return. All taxes remaining

unpaid after they become due bear interest and

penalty at the rate of 31⁄2 per month (1.5% interest 

and 2% penalty). Late filing fee of $25.00 will be

assessed on all returns not filed by April 15 regardless

of tax due.

VI. WHAT IS TAXABLE INCOME?

Income subject to taxation as herein used shall be

considered to mean:

A. In the case of RESIDENT INDIVIDUALS the 

gross salaries, wages, commissions and other

compensation before any income is deferred

(contributions made by or on behalf of employees

to tax deferred plans) and to include:Vacation and

sick pay - income from wage continuation plans,

including retirement incentive plans - Stock

options when amount is indicated on Form W-2 -

Cost of group term life insurance over $50,000 -

Severance pay - Income from guaranteed annual

wage contracts - Third party sick and disability

pay when premiums are paid by employer -

Bonuses - Sub Pay - Rental property.

B. In the case of RESIDENT BUSINESS or 

PROFESSIONAL ENTITIES owned by a resident

individual, the term “Taxable Income” shall be

deemed to mean the net profit arising from 

activity wheresoever conducted. Net Profits

(before NOL) from Corporations - Partnerships

(file as entity) - Resident partners file from K-1 on

income not levied against the partnership - Sole

Proprietorships - Farm Income - Trust & Estates.

Net Rental Income is deemed to be business

profits and are to be reported.

C. In the case of NON-RESIDENT INDIVIDUALS

they are subject to the tax the same as Residents

but only to the extent earned within the city of

Zanesville. Non-Resident individuals having

income from rental property located within the

corporate limits of Zanesville are required to file.

D. In the case of NON-RESIDENT BUSINESS 

or PROFESSIONAL ENTITIES owned by non-

resident individuals they are subject to the tax the

same as Resident Business but it only applies to

the portion of net profit arising from business

conducted in Zanesville. Net rental profits derived

from property located in the corporation limits of

the city are deemed to be business profits.

E. Other TAXABLE INCOME: Director Fees - Union

Steward Fees - Tips - Ordinary Income from Form

4797 - Profit Sharing (from non-qualified plan) -

Excess moving expense reimbursement. This list

is not all inclusive, call the Tax Office if unsure

about taxability of income.

VII. JOINT RETURNS ALLOWED

Husband and wife may file joint returns in which case

both must sign return.

VIII. CONSOLIDATED RETURNS

The necessary qualifications for filing a consolidated

return are that it must cover an affiliated group of 

corporations, each subject to this tax through work

done, services performed or rendered and business

or other activities conducted in the city whether or not

such corporation has their principal office located in

Zanesville.

IX. BUSINESS ALLOCATION FORMULA (SCHEDULE Y)

This schedule is used only for determining the 

percentage of adjusted net income, to be allocated to

Zanesville. When used, the following procedures

should be observed. 

Step 1. Ascertaining the percentage which the average

book value of real and tangible personal 

property owned or used in the business, located

within the city during the period covered by the

return, is of the average book value of all real

and tangible personal property use in the 

business wherever situated. Real property 

rented or leased by the taxpayer, the value of

which shall be determined by multiplying the

annual rentals by eight.

Step 2. Ascertaining the percentage which the gross

receipts of the business from sales made and

services performed in the city during the period

covered by the return, are of the total gross

receipts from all sales and services, wherever

made or performed.

Step 3. Ascertaining the percentage which the total

wages, salaries and other compensation paid

during the period covered by the return to

employees for services performed in the city is

of the total wages etc. to all employees within

and outside the city.

Step 4. Sum the percentages for each step used.

Step 5. Divide total of step 4 by the number of 

percentages used. Zero is not considered a per-

centage used.

X. EXTENSIONS

An extension of time to file a return will be granted

provided you have been granted an extension of time

for Federal purposes and have notified the city of the

same. A copy of the Federal extension must be filed

in the city tax office before April 15.

Instructions to Complete Lines 1 thru 18

1. List Gross Wages, Salaries, Bonuses, Commissions

and Other Compensations received during the year.

Attachment of form(s) W-2 required; attach Federal

Form 2106 and Federal Sch A-2106 expenses must

include 2% add back.

1A. Total of all W-2 wages; less employee business

expenses (Federal Form 2106).

2. To be completed only if you are required to complete

page 2.

3. Total Taxable Income; This is the sum of the Line 1A

and 2. Net Profit losses cannot be deducted from

Line 1A, Employer Compensation (See Section

181.05(f) of Income Tax Ordinance.)

4. Tax Liability 1.9% (.019) of Line 3.

5. Enter Credit; Lines 5 (A) thru 5 (D); Total in 5 (E).

6. Total of Line 4 less 5 (E).

7. Penalty and Interest will be charged at 31⁄2% per

month or part of month after due date.

8. Total amount due (Line 6 plus Line 7).

9. Enter overpayment. Specify Credit or Refund.

10. Enter the sum of all Federal Schedules from business

activity and attach same.

11. Schedule X should be used to adjust your Federal Tax

Liability to the Local Tax Liability by adjusting business

net profit to Earned Income only. The net of Line m,

Schedule X, +/- Line z must be entered on Line 11.

12. Total amount Line 10 plus or minus Line 11.

13. To be used by non-residents only. Total Taxable

income (Line 12) multiplied by the average percentage

(Line 5, Schedule Y).

14. Enter the total of all Federal Schedule E’s and attach

the same.

15. Enter amount other income not reported on Line 1,

12, 14. Attach schedules.

16. Enter the net of Line 13 thru 15.

17. Deduct unused prior year losses for only 5 years.

Attach schedule.

18. This line is sum of Line 16 minus 17, enter on Line 2

Page 1. Estimate for following year is on bottom of

Page 1.
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