
JCU Employee Disclosure of Alternative Work Locations in Ohio 
 
All employers are required to withhold Ohio municipal (i.e. city) income tax from employees’ wages based 
on the location in which the employee is performing services, including for employees working from home 
in municipalities that impose an income tax. If any employee will be working more than 20 days during the 
calendar year in a municipality, the employer is required to withhold municipal income tax for that 
municipality.   
 
This form is to provide information to JCU’s Payroll Office about your work locations in Ohio. Please note, 
occasional, short-term flexible arrangements authorized by a supervisor to permit telecommuting or 
remote work to accommodate University work, such as working on the road during business travel, or an 
employee’s time-limited circumstances that do not exceed 20 days a year, do not require the completion 
of this form. Employees who are on a paid leave of absence will have taxes withheld for University 
Heights. 
 
Shown below is a table that can be filled out to inform our Payroll Office where you will be working in the 
academic year. For your convenience, we have already listed your University location, since municipal tax 
will be withheld only for University Heights unless other alternate work locations are listed. If you plan on 
working in other locations other than our campus location listed below, please provide the addresses of 
where you will be working. Once all work addresses are listed, then in the far right column, estimate the 
amount of time you expect to be working in each location during the calendar year. This form can be 
updated at any time, and must be updated when there is any change in a municipality in which work for 
JCU is conducted.  
 

 
 
Once the information has been completed above, please sign and date this disclosure below. By signing 
the disclosure, the employee is agreeing that to the best of their knowledge, the information provided 
above is the correct estimate of time spent working in the locations listed and understands that the 
University will be withholding Ohio municipal taxes based on the information provided in this 
questionnaire.  
 
 
______________________________________                                ______________________________ 
                       Employee Name                                                                         Banner Number 
 
 
______________________________________                                ______________________________ 
                             Signature                                                                                         Date 

Location 
# 

Address Where Employee Working 
Est. 
Time 
(%) 

1 John Carroll University, 1 John Carroll Blvd., University Heights, OH 44116  

2   

   

   


