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Withholding/Payroll Service Provider 
Letter of Intent 

Tax Year 2026

This form must be completed and submitted to taxloi@wv.gov 

V2026.09



2026 Tax Software Provider WV Tax Division Letter of Intent Withholding/Payroll 

Welcome to the Letter of Intent (LOI) for Withholding/Payroll.  If your software company intends to submit withholding/payroll information returns electronically, you will need to complete this form and submit it to the Research and Development Division at taxloi@wv.gov.  
By submitting this LOI to the WV Tax Division, you agree to meet our standards for software provider registration, tax preparation software, and substitute forms.  If you do not meet the standards and requirements explained in this LOI or provide an incomplete form, we may deny your application or revoke your approved software provider status and reject all electronic and/or paper returns submitted using your products.  
You must complete a separate LOI form for each unique product your company offers. 
CONSIDERATIONS ABOUT FILING AND DUE DATES 
Employers are required to remit the withheld tax on or before the 15th day of the succeeding month. Quarterly returns are due on or before the last day of the month following the end of the quarter.
Any employer whose tax liability exceeds $50,000 during the previous calendar year is required to make all payments by Electronic Funds Transfer.
Employers who have over 10 employees are required to file and pay electronically.
Employers are required to furnish each employee a Withholding Tax Statement (Form W-2 or an approved substitute) on or before January 31st of the following year. A copy of each employee's W-2 is to be submitted to the Tax Division accompanied by form WV/IT-103 Year End Reconciliation no later than January 31 (Personal Income Tax, WV Code §11-21).
For assistance with West Virginia Reports, registration, collection of taxes, and general information please contact the West Virginia Tax Division, Taxpayer Services at (304) 558-3333 or toll-free 1-800-WVA-TAXS (1-800-982-8297)
See Publication TSD 381 for Withholding Information for Employers (https://tax.wv.gov/Documents/TSD/tsd381.pdf)
Additional information including “Withholding Help and General Information,” “Guidance and Publications,” and “Questions and Answers” is available at: https://tax.wv.gov/Business/Withholding/Pages/WithholdingTaxForms.aspx
Important dates
· Payroll Letter Of Intent must be submitted to the Tax Division no later than Oct 31, 2026. 
· Paper forms should initially be submitted no later than December 1, 2027. 
· If supporting the XML filing, please send initial test submission no later than Dec 1, 2026.
· You should make corrections within a month of receiving feedback. 
Amended Letter of Intent 
☐ Check this box if this is an amended Letter of Intent.
[bookmark: bookmark=id.gjdgxs]Reason for amendment: 
Company information 
List your company information.  
	Name of company
[bookmark: bookmark=id.30j0zll]     
	Product name
[bookmark: bookmark=id.1fob9te]     
	City/State issued software ID 
[bookmark: bookmark=id.3znysh7]      

	DBA Name
[bookmark: bookmark=id.2et92p0]   
	NACTP vendor ID 
[bookmark: bookmark=id.tyjcwt]     
	WV Tax Account Number (required) 
[bookmark: bookmark=id.3dy6vkm]     

	Address
[bookmark: bookmark=id.1t3h5sf]     
	Product address/URL
[bookmark: bookmark=id.4d34og8]     
	Company FEIN
[bookmark: bookmark=id.2s8eyo1]     

	City
[bookmark: bookmark=id.17dp8vu]     
	State
[bookmark: bookmark=id.3rdcrjn]     
	 Zip code
[bookmark: bookmark=id.26in1rg]     

	List your other product names using the same calculation engines here: 
[bookmark: bookmark=id.lnxbz9]     


IRS issued electronic identification numbers
List your IRS electronic identification numbers.  The transmission header of the MeF FSET package has a required element transmitter with a required choice of EFIN or ETIN. 
	Test EFIN(s) or ETIN(s)
     
	Production EFIN(s) or ETIN(s)
[bookmark: bookmark=id.35nkun2]     



Contact information 
List the contact information for each area identified.  
	Regulatory/compliance contact
     
	Phone
     
	Email address
     

	Primary withholding e-file contact
[bookmark: bookmark=id.1ksv4uv]     
	Phone
[bookmark: bookmark=id.44sinio]     
	Email address
[bookmark: bookmark=id.2jxsxqh]     

	Secondary withholding e-file contact
[bookmark: bookmark=id.z337ya]     
	Phone
[bookmark: bookmark=id.3j2qqm3]     
	Email address
[bookmark: bookmark=id.1y810tw]     

	Primary W2/1099 e-file contact
     
	Phone
     
	Email address
     

	Secondary W2/1099 e-file contact
     
	Phone
     
	Email address
     



Substitute forms registration 
Complete this section only if your product will provide substitute forms.  

	Agency substitute forms software number (2 character ID included in your barcode) (required for substitute forms) 
     

	Primary withholding forms contact
     
	Phone
     
	Email address
     

	Secondary withholding forms contact
     
	Phone
     
	Email address
     

	Primary W2/1099 forms contact
     
	Phone
     
	Email address
     

	Secondary W2/1099 forms contact
     
	Phone
     
	Email address
     

	Note: If you have additional contacts, please list them by form/tax type on a separate sheet and attach it to this submission.



You must include contact information on paper forms that you prepare and file. 

Software products and tax types supported 
Check all that apply. 
 
	Type of software product supported

	Web-Based
	[bookmark: bookmark=id.4i7ojhp]☐

	Desktop
	☐



	Forms and schedules  
	Substitute forms

	IT-101V Employer's WV Income Tax Withheld payment Voucher*
	☐

	IT-101Q WV Employer's Quarterly Return Of Income Tax Withheld*
	☐

	IT-101A WV Employer’s Annual Return Of Income Tax Withheld*
	☐

	IT-103 West Virginia Withholding Year End Reconciliation*
	☐

	
	



Filing types and methods 
This section identifies the various ways returns can be filed with the WV Tax Division. Please select the method(s) your company will support.   
	Filing form types 
	Check filing methods your company supports
	For more information 

	1099
	[bookmark: bookmark=id.3whwml4]☐  File upload process on mytaxes.wvtax.gov
[bookmark: _heading=h.6u7a2dh88emk][bookmark: bookmark=id.2bn6wsx]☐  paper filing (limited to 10 records) 
	 Specs are availble on FTA exchange after LOI is approved

	W2
	☐  File upload process on mytaxes.wvtax.gov
[bookmark: _heading=h.ew5cs3ovn17n]☐  paper filing (limited to 10 records) 
	link to specs on website

	W2C
	[bookmark: _heading=h.sf6cbokyzjel]☐  File upload process on mytaxes.wvtax.gov
[bookmark: _heading=h.9oysygteh6rg]☐  paper filing (limited to 10 records) 
	

	Withholding Return 
	☐  File on mytaxes.wvtax.gov
☐  ACH credit payment in lieu of return (only for approved PSPs) 
[bookmark: _heading=h.w8qu2oa67f8x]☐  IT-101Q and IT-101A Substitute forms
	

	Reconciliation Return 
	☐  File upload process on mytaxes.wvtax.gov
[bookmark: _heading=h.iinykqqdl23z]☐  File on mytaxes.wvtax.gov
[bookmark: _heading=h.h6b0ymnc3o5f]☐  IT-103 Substitute forms
	

	
	
	






E-file mandates or requirements 
· Any employer who uses a payroll service or is required to file a withholding return for 10 or more employees must file electronically. Failure to do so will result in an assessment of penalty in the amount of $25 per information return not filed electronically. [See TSD 381; W. Va. Code §11-21-74(f)]
· ALL WV files submitted to West Virginia MUST be in text (.txt) format
· All WV files MUST have record delimiters.
· When filing on the MyTaxes portal, Third Party Access must be granted to you by the taxpayer for 101Q filing. 

For W-2s: 
· All files MUST contain the IT-103 in the RV record
· The submission MUST include the RS and RV record. For every RE, there must be a corresponding RV record.
· The money fields in the RV record differ from the standard EFW2 format. Use only WHOLE DOLLAR entries
· We follow the current Social Security Administration’s EFW2 publication located here. 
· ONLY SUBMIT YOUR FILE ONE TIME. Duplicate submissions will negatively impact your account and the accounts of those you have submitted for.
· File size can be no larger than 75,000 records per file. Large files will need to be split.  Each file must contain a full set of record types:  RA, RE, RW, RS, RT, RV & RF (see page 8 for details)
For 1099s and W-2Gs: 
· All files MUST contain the IT-103 reconciliation in the C record. 
· Failure to include required records will result in the submission being rejected.
· It is your responsibility to resubmit corrected media in an acceptable format within 45 days. However, the original submission is considered a timely filing if it was postmarked by January 31.  You must keep a copy, or be able to reconstruct the data, for 5 years after the due date of the report.

Electronic corrected/amended returns
Corrected W-2s must be submitted on paper with an amended WV/IT-103 form.  

Software limitations
List any software limitations to forms or schedules you support.   If there are additional limitations after completing the LOI, please provide it before testing. 
[bookmark: bookmark=id.qsh70q]    
 
[bookmark: _heading=h.3as4poj]

Agency requirements
This section identifies agency requirements and expectations of new and existing Software Providers and the software product.  
· If you are a Payroll Service Provider and have not yet registered with WV, please complete the business registration application.   Registration questions must contact Taxpayer Services Division at 1-800-982-8297
· MyTaxes provides a more secure environment to submit data files and requires less paperwork to process.  If you are not already registered for MyTaxes, use the “Sign-up” link when accessing https://mytaxes.wvtax.gov.
Issue notification and resolution requirements
This section represents the WV Tax Division issue notification and issue resolution standards. 
Notify the agency if any forms and/or payments you support are not ready when your software is available for use.  Submit this information via email to taxloi@wv.gov and include the date the electronic or paper product will be ready to submit.

System security requirements
The WV Tax Division      does not prescribe the security requirements for your system.  You are responsible for implementing appropriate security measures to protect taxpayers and their information in your system.  You must apply security measures to protect taxpayer information in your system when it is on-line, off-line, at rest, and in transit.  

Security incident requirements
Data breaches, security incidents, or other improper disclosures of taxpayer data that by law require reporting to the WV Attorney General office  must also be reported to the WV Tax Division. 
All data breaches, security incidents, or other improper disclosures of taxpayer data must be reported via telephone call and email within 24 hours to the West Virginia Tax Division's Privacy Officer (304) 558-5330  and Disclosure Officer (304) 558-5330, and to the email address PDO@wv.gov. The following information must be provided to the West Virginia Tax Division's Privacy Officer and Disclosure Officer: 
· Date and time the incident/breach occurred 
· Date and time the incident/breach was discovered 
· Description of the incident/breach and the data involved, including specific data elements, if known 
· Name of unit/division POC for resolving data incident with contact information

Production return submission requirements
All returns generated from this software must be e-filed or printed from the approved software or a subsequent product update. 

Product update 
Desktop product users who attempt to file 10 or more business days after a production release must be required to download and apply the product update.  

Schema or file format requirements  
Your software must follow the schema requirements or file format prescribed by the agency.  WV Tax Division requirements can be found here under “ Electronic Media Specifications”. 

Testing and submission requirements
All e-file and substitute forms tests submitted during the approval process must be created in, and originate from, the actual software.

Validation of data elements
You must validate the following pre-populated data elements:  
· State withholding account numbers. 
· Business Name 
· FEIN
[bookmark: _heading=h.1pxezwc] 
Customer notices
This section identifies information that the WV Tax Division requires the software providers to communicate to customers.  

Disclosure and use of information language expectations  
The following consent language must be added to electronic filing software to notify the user.  
For do-it-yourself software:
By using a computer system and software to prepare and/or file my tax return(s) electronically, I consent to the transmission of my return(s) and to the disclosure of all information about my use of the system and software to the WV Tax Division.

For tax professional software:
By using a computer system and software to prepare and/or file my client’s return(s), I consent to the transmission of my client’s return(s) and to the disclosure of all information about my use of the system and software to the WV Tax Division. 

For Business software:
By using a computer system and software to prepare and/or file this business tax return(s), I consent to the transmission of the return(s) and to the disclosure of all information about the use of the system and software to the WV Tax Division. 

Agency questions
1. Approximately how many clients will your agency file on behalf of for each filing frequency?



Acknowledgments and signature
By signing this agreement, I agree to provide true, accurate, current, and complete information and my company agrees to all the requirements listed in this document.  

I acknowledge that the WV Tax Division reserves the right to deny, suspend or terminate my company’s ability to submit returns.

	AUTHORIZED REPRESENTATIVE PRINTED NAME
[bookmark: bookmark=id.49x2ik5]     
	AUTHORIZED REPRESENTATIVE EMAIL ADDRESS
     

	AUTHORIZED REPRESENTATIVE SIGNATURE
[bookmark: bookmark=id.2p2csry]     
	AUTHORIZED REPRESENTATIVE PHONE NUMBER 
[bookmark: bookmark=id.147n2zr]     
	DATE
[bookmark: bookmark=id.3o7alnk]     
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