
Notes:  

W3 Formats 
 

There are two acceptable formats for filing electronically with the Village of Bluffton.  
 

1. Federal Filing Format - MMREF and EFW2 
Information about the Federal MMREF and EFW2 formats are available on the Social Security 
Administration website at: www.ssa.gov/employer. Both formats are very similar and can both be 
read. See page 5 for Ohio House Bill 5 related modifications to these standards.  

 
Note that the record with local information is not required for filing federally. However, the RS 
record must be included to provide city information. 

 
2. CityTax Proprietary Format (CTP) 
This is a simple format for a single employer. It may be created using Microsoft Excel. It is a 
Comma Delimited format. More details can be found on the following pages. 

 
The following table lists critical fields, with the location in the format. 

 
  MMREF IA A CTP 

Local Entity 
Code: 
BLUFF 

Record RS 2S s CTW 
Sta11 Position 5 82 219 12 
Length 5 5 5 -- 

Local 
Withholding 

Record RS 2S s CTW 
Sta11 Position 320 96 233 13 
Length 11 7 9 -- 

Local 
Taxable 

Record RS 2S s CTW 
Start Position 309 87 224 11 
Length 11 9 9 -- 
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CityTax Proprietary 
This is a comma-delimited format. That means that each field is separated by a comma. See below for 
instructions on creating this file from Microsoft Excel. All text must be in upper case. If leading zeros on TaxIds 
or Zip Codes do not show, this is all right. 

 

First Line: Employer  
A. CTE 
B. Employer FEIN or TaxID 
C. TaxYear 
D. Employer Name 
E. Corporate 
F. Employer Street Address 
G. Employer City 
H. Employer State 
I. Employer Zip Code 
J. Employer Plus4 

 
Remaining Lines: One per Employee 
 

 
Text exactly as shown 
9 digits, no spaces or punctuation 
4 digits 
 
C if a corporation, blank otherwise 
No commas or punctuation 
 
2 characters 
5 digits (or 6 characters if foreign country) 
4 digits 

A. CTW Text exactly as shown 
B. Employee SSN 9 digits, no spaces or punctuation 
C. Employee Last Name 
D. Employee First Name 
E. Employee Middle Name 
F. Employee Street Add 
G. Employee City 
H. Employee State 
I. Employee Zip Code  
J. Employee Plus4 
K. Federal Wages 
L. Local Entity Code 
M. Local Withholding 
N. Social Security ages 
O. Medicare Wages 
P. Local Wages 
Q. Total Deferred 

No commas 
 

      2 characters 
5 digits (or 6 characters if foreign country)  
4 digits 
Box I  
BLUFF 
Entered as normal number with decimal point  
Box 3 
Box 5  
Box 18 
Included in Box 12 

 

How to Create CTP format using Microsoft Excel 
Note: All dollar amounts should be entered as a normal number with decimal point, such as 15100.50 

1. Open a new spreadsheet. 
2.   On the first line, enter the Employer data as specified above, entering one value per column. The 

letter shown at the start of each line must match the letter at the top of the column in Excel. Skip 
the column if blank. Ensure all entries are upper case. To start, enter 'CTE' in the first column. 

3.   For each employee, enter another line. Enter CTE in first column (A) and enter one field per column. 
4.   Click on the Save button (or select Save from the File menu). At the bottom is a drop-down box for 

Save as Type. Click on this drop-down and select: 'CSV (Comma delimited) (*.csv)' 
5. Then enter a file name and click Save. 
6. Copy this file to a thumb drive and deliver it to the Bluffton Income Tax office located at 154 N. Main St., 

Bluffton, OH 45817. You may also send the file by email but please make sure the email is encrypted. 
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Optional Changes Specific to Ohio House Bill 5 changes: 2016 

 
Paper and Electronic Media W-2 Reporting Requirements 

 
A W-3 Reconciliation and W-2's are required to be filed on or before the last day of February following any 

calendar year in which employee withholding has been made by an employer. The form must accompany all 
W-2 copies, computer paper listings, or electronic media. 

 
A 1099 transmittal sheet is required to be filed on or before the last day of February following any calendar 
year in which an employee receives 1099-MISC, rents, other income, non-employee compensation, or excess 
golden parachute payments. 

 
File Specifications 

For general information about employer wage reporting, visit SSA's employer website at: 
www.socialsecurity.gov/employer. 

 
Employer W-2 submission specifications changed as the result of House Bill 5, enacted by the Ohio General 
Assembly. Employers are now required to report for each employee - the specific municipality or 
municipalities for which tax is withheld or should be withheld. This requirement has updated certain fields for 
the magnetic reporting of W2s (EFW2) specifications as bulleted below. 

 
CityTax uses Position 5-9 of the RS record, referred to as the "Taxing Entity Code" field as defined by SSA. 
Expected Codes for Ohio Cities are listed on pages 8-12 of this document. Refer to the RS record example listed 
further down in this document. 

 
Use Position 338-412 of the RS record, referred to as the "Supplemental Data 1" field as defined by SSA to 
report the full name of the municipality name for which tax was or was required to be withheld. 

 
In cases where an employer withholds for more than one location or for both workplace and residence tax, a 
separate RS record should be used for each municipality. 

 
All electronic media reporting for W-2 Copy A information must conform to the Social Security Administration's 
electronic media reporting and filing guidelines (EFW2). 

 
A copy of the SSA EFW2 guidelines can be printed using the Social Security Administration website  
at: www.ssa.gov/employer. 

 
Employers with 10 or more W-2 Copy A forms must report on electronic media using EFW2 guidelines. 

 
Employers with less than 10 W-2 Copy A forms may report on electronic media but must use the EFW2 guidelines. 

All electronic media must be affixed with an external label showing: (A) Submitters Name (B) Submitters 
Address (C) Submitters 10-digit Telephone Number and (D) Submitters information must agree with internal 
code "RA" record data. 

 
Required Record Standard 
 

• Code RA submitter record (required) all EFW2 fields 
 

• Code RE employer record (required) fields listed 

http://www.socialsecurity.gov/employer
http://www.ssa.gov/employer.
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Pos Field Length Specifications 
1-2 RECORD IDENTIFIER 2 RE 
3-6 TAX YEAR 4  
8-16 EMPLOYER IDENTIFICATION 9 EIN NUMBER 
31-39 OTHER IDENTIFICATION 

NUMBER 
9 BLANK UNLESS DIFFERENT 

NUMBER FILING THAN 8-16 
40-96 EMPLOYER NAME 57  

27-118 LOCATION ADDRESS 22  

119-140 DELIVERY ADDRESS 22  
141-162 MUNICIPALITY 22  

163-164 STATE (POSTAL ABBREV) 2 OHIO = OH 
165-169 ZIP CODE 5  

170-173 ZIP CODE EXTENSION 4 BLANK IF N/A 
 

Code RW employee wage record (required) all (EFW2) fields 
Code RO employee wage record (optional) all (EFW2) fields 
Code RS state/municipality record (required) all (EFW2) fields plus required fields 

 
Pos Field Length Specifications 
l-2 RECORD IDENTIFIER 2 RS 
3-4 STATE CODE 2 OHIO = 39 
5-9 MUNICIPALITY CODE 5 BLUFF = Bluffton or see the Municipality 

Code List on pages 8 - 12 
309-319 LOCAL TAXABLE WAGES 11 RIGHT JUSTIFY AND ZERO FILL 
320-330 LOCAL INCOME TAX WITHHELD 11 RIGHT JUSTIFY AND ZERO FILL 
331-337 BLANK 7 BLANK 
338-412 CITYNAME 75 BLUFFTON or see the Municipality Code 

List on pages 8 – 12 
413-512 BLANK 75 BLANK 

 
Code RT total record (required) all (EFW2) fields 
Code RU total record (required if any RO records) all (EFW2) fields 
Code RF final record (required) all (EFW2) fields 

 
 

Examples of RS Records 
The Local Taxable wages and Local Income Tax withheld should reflect the wages earned and Tax Paid 
for each individual.  
 

EXAMPLE 1 - Reporting multiple workplace locations. 
 
Multiple RS records are used to report the state and local wages. If the Employee Earned Wages in the 
following municipalities: 

 
$10,000.55 in Brecksville 
$15,456.28 in Middleburg Heights 
$20,000.00 in Hudson 

 
There would be (3) RS Records: 

 
(A) Information in positions 1 thru 4 and 10 thru 308 would be the same in all 3 Records. 

 
(B) The unique information is as follows: 
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POS VALUE 
BRECKSVILLE 

5-9 BRECK 
309-319 00001000055 
320-330 00000020001 (2% tax) 
338-412 BRECKSVILLE 

Middleburg Heights 
5-9 MIDBG 
309-319 00001545628 
320-330 00000030913 (2% tax) 
338-412 MIDDLEBURG HEIGHTS 

HUDSO 
5-9 HUDSO 
309-319 00002000000 
320-330 00000040000(2%tax) 
338-412 HUDSON 

 
 

EXAMPLE 2 - Reporting Workplace and Residence Tax Withheld. 
 
Wages should not be repeated for the residence tax withheld. If the employee earned wages in their work 
municipality of Strongsville and lives in North Royalton, two RS records are used. 

 
(A) Information in characters 1 thru 4 and 10 thru 307 would be the same in both records. 

 
Pos Value 

Strongsville (Work Municipality) 
5-9 STRONG 
309-319 00001000055 
320-330 00000020001 (2%tax) 
338-412 STRONGSVILLE 

North Royalton (Residence Municipality) 
5-9 NROYA 
309-319 00000000000 (Do not repeat wages) 
320-330 00000010001 (2% tax- tax credit) 
338-412 NORTH ROYALTON 
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Municipality Codes and Names 
 
CODE     NAME          CODE NAME   CODE      NAME    
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 CODE    NAME          CODE  NAME   CODE    NAME    
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CODE     NAME          CODE   NAME     CODE    NAME    
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CODE     NAME           CODE   NAME    CODE    NAME    
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 CODE    NAME           CODE   NAME    CODE    NAME    
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{{City Name}} = BLUFFTON 
Submitting W2s electronically 

The following formats are acceptable for filing W2 information electronically. 

Federal Filing Format-MMREF-1 or EFW2 
Information about the Federal MMREF and EFW2 formats are available on the Social Security 
Administration website at: www.ssa.gov/employer . 

 
Note that the record with local information is not required for filing federally. However, the RS record 
must be included to provide city information. 

 
CityTax Proprietary Format (CTP) 
This is a simple format for a single employer. It may be created using Microsoft Excel. It is a Comma 
Delimited format. Details are shown below. 

 
The following table lists critical fields with local information, with the location in that format. 
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  MMREF CTP 
Local Entity 
Code: 
BLUFF 

Record RS CTW 
Start Position 5 12 
Length 5 -- 
Value (Entity Code) BLUFF BLUFF 

Local 
Withholding 

Record RS CTW 
Start Position 320 13 
Length 11 -- 

Local 
Taxable 

Record RS CTW 
Start Position 309 11 
Length 11 -- 
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{{City Name}} = BLUFFTON 
 
Using Excel to Submit W2s electronically 
All text must be in upper case. If leading zeros on Social Security Numbers or Zip Codes do not show, this is 
all right. All dollar amounts should be entered as a normal number with a decimal point, such as 15100.50 Do 
not leave blank lines between information. 

1.  Open a new spreadsheet. 
2.  On the first line, enter the Employer data as specified below, entering one value per column. The 

letter shown at the start of each line must match the letter at the top of the column in Excel. Skip 
the column if blank. Ensure all entries are in upper case. To start, enter 'CTE' in the first column. 

3.  For each employee, enter another line. Enter CTW in first column (A) & enter one field per column. 
4.  Click on the Save button (or select Save from the File menu). At the bottom is a drop-down box 

to set the Save as Type. Click on this drop-down and select: ‘CSV (Comma delimited) (*.csv)’ 
Then enter a file name and click Save. 

5.  Copy this file to a thumb drive and deliver it to the Bluffton Income Tax office located at 154 N. Main  
St. Bluffton, OH 45817. 

 

First Line: Employer 
A. CTE 
B. Employer FEIN or TaxID 
C. TaxYear 
D. Employer name 
E. Corporate 
F. Employer street address 
G. Employer City 
H. Employer State 
I. Employer Zip Code 
J. Employer Plus4 

 
Text exactly as shown 
9 digits, no spaces or punctuation 
4 digits 

C if a corporation, blank otherwise 
No commas 

2 characters 
5 digits (or 6 characters if foreign country) 
4 digits 

Remaining Lines: One per Employee per City 
A. CTW 
B. Employee SSN 
C. Employee Last Name 
D. Employee First Name 
E. Employee Middle Name 
F. Employee street address 
G. Employee City 
H. Employee State 
I. Employee Zip Code 
J. Employee Plus4 
K. Federal Wages 
L. Local Entity Code 
M. Local Withholding 
N. Social Security Wages 
0. Medicare Wages 
P. Local Wages 
Q. Total Deferred 

Text exactly as shown 
9 digits, no spaces or punctuation 

 
 

No commas 

2 characters 
5 digits (or 6 characters if foreign country) 
4 digits 
From Box 1: should only appear on 1st record 
{{City Code}} = BLUFF 

 
from Box 3 
from Box 5 
from Box 18 
Included in Box 12 
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