
Mayor Robert D. Newell

CITY OF PARKERSBURG

ATTN: USER FEES

P. O. BOX 1627

PARKERSBURG, WV 26102-1627

February 9, 2011

To All Employers:

As you probably have heard, the Parkersburg City Council recently passed a City Service “User” Fee by
City Ordinance 780.  This fee will go into effect on March 1, 2011, and we are sending this package in
order to provide information concerning the withholding and remittance of the fee.

• The User Fee is to be paid by anyone who is employed within the corporate limits of the City of
Parkersburg.  This means anyone who receives a W-2 form regardless of the number of hours
worked or the rate of pay as well as those who are self-employed.

• The fee is to be withheld by the Employer and remitted to the City each quarter. The Employer is
required to maintain any supporting documentation for a period of seven years.

• The City of Parkersburg will mail a remittance form (Form CSUF-2) to employers on a quarterly
basis.  If no form is received, or additional forms are needed, please contact us at (304) 424-8556
or (304) 424-8581.  In the near future, we will be adding this information and the forms to our
website at www.parkersburg-wv.com.

• A self-employed person will also send his/her User Fee to the City each quarter.  Anyone who
works on a contract basis and receives a 1099 form will be considered to be self-employed.

• The User Fee is $2.50 per calendar week per employee.  The Employer is to remit the fee within 30
days after the quarter ends.  (**Please note: The first “quarter” will consist of the period March 1 to
March 31 with payment being due by May 2nd – because April 30th is a Saturday.)

• The Employer must withhold the User Fee from the employee check based on one of the following
Basis of Computation Methods:
   Weekly - $2.50 | Bi-Weekly - $5.00 | Semi-Monthly - $5.42 | Monthly - $10.83

• An Employer Worksheet (Form CSUF-4) is provided in this mailing as an example of calculations
you will need to perform and as a record of your submission to the City of Parkersburg.  It is not
necessary to use this form and it is not to be submitted to the City.  It is for your assistance only.

• All payments must be accompanied by a completed remittance form (Form CSUF-2), which
indicates the Employer Name, Account Number, Quarter End Date, and Total Paid.  A sample of
this form is included for your review.  Please verify the following information: mailing address,
physical address, preparer, and contact phone number.  If you have changes, please note them on
the form and return it to the City of Parkersburg at the address above.

• For those who are currently employed at more than one job in the City of Parkersburg, it is not
required for them to pay the fee twice.  A Multiple Employer Verification Form (Form CSUF-1)
has been provided.  Please give copies to those employees who inquire about paying the fee twice.

Thank you for your patience and understanding as we implement the new fee.  Should you have questions
or comments, please feel free to contact the Finance Department at (304) 424-8556 or (304) 424-8581.

Sincerely,

City of Parkersburg


