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Quarterly Filing Instructions

Frequently Asked Questions (Click on FAQ or scroll down)

Who must complete the Quarterly Tax Payment Form and when?
After completing the Quarterly Tax Payment Form, what next?
Who do I make my check payable to?
What is the printing parameter for this form?
What does the quarterly (1st, 2nd, and 3rd) prepayments consist of?
When is the 4th quarter (Annual Premium Tax Statement and Annual Tax Payment Form) filing due?
What happens if my filing is late or I do not file?
Can I use tax forms from other sources?
How can I contact you if I need additional information?
Who must complete the Quarterly Tax Payment Form and when?

All Surplus Lines Licensee’s must submit a filing each quarter.  W. Va. Code §33-3-14c and W. Va. Code §33-43-6(e) requires that a filing be submitted, even if a tax payment is not required to be made for that tax period.   

Please note:  If you are utilizing the online process, you do not need to mail anything to the West Virginia Offices of the Insurance Commissioner (WVOIC).  The online process is considered the filing and the Quarterly Tax Payment Form should be filed in your office.

DUE DATES:


Quarter 1 – On or before April 25 (Tax Period:  January 1 – March 31)


Quarter 2 – On or before July 25 (Tax Period:  April 1 – June 30)


Quarter 3 – On or before October 25 (Tax Period:  July 1 – September 30) 


Annual Filing – On or before March 1

After completing the Quarterly Tax Payment Form, what next?

There are several different payment methods.  Our Office has implemented OPTins (Online Premium Tax for Insurance) for Surplus Lines Licensees.  OPTins is a product of the National Association of Insurance Commissioners (NAIC), and has been developed to facilitate Premium Tax submission of forms and payments that are due both quarterly and annually.  The steps are very simple and require no formal training but you do have to pre-register before you can utilize OPTins.  There are easy to follow instructions available at: 
https://eapps.naic.org/optins-static/implementation.html.

You can also contact the NAIC OPTins Marketing Team at optinsmktg@naic.org or call (816) 783-8787.  We encourage your participation.
The second method is by check.  The Quarterly Tax Payment Form is located at: http://www.wvinsurance.gov/company/Company/QuarterlySurplusLines.aspx.  This form has been changed and consists of two worksheets in Excel format.  The first tab is the Informational Page and the second tab is the Quarterly Tax Payment Form.  Complete all areas on the Informational Page before going to the Quarterly Tax Payment Form.  The only area’s on the Quarterly Tax Payment Form that will accept information is to the right of Tax #20 and Tax #30. 

Submit the Tax Payment Form (Form LEB 4) printed as a full page and mail it (not a copy) with your payment to the address provided on the form.   Reminder:  You can not remit one check for multiple licensees.  
FOR ZERO FILERS ONLY:  Another method is through the West Virginia Offices of the Insurance Commissioner website.  Their website is located at:  http://www.wvinsurance.gov/surpluslineszeropay.aspx.  Make sure the Surplus Lines Licensee Name and NPN Number are on the transfer.   Keep your confirmation number on file.

Please note:  If filing online through OPTins or ACH Debit, the Quarterly Tax Payment Form does not have to be submitted to the WVOIC.
Who do I make my check payable to?

Make all checks payable to:  West Virginia Offices of the Insurance Commissioner.

What is the printing parameter for this form?

Informational Page – This page does not have to be printed.

The Quarterly Tax Payment Form must be submitted with your check.  To print the form, the parameter is:  The orientation is portrait.  The scaling is 100%.  The margins are set at:  Top, Bottom, Left, and Right = 0.4”.

If your printer will not print the whole form at these settings correctly and you can adjust the size, reduce the form slightly.  The form must be printed as a full page. 

What does the quarterly (1st, 2nd, and 3rd) prepayments consist of?

W. Va. Code §33-43-6(e) states that for each of the quarters, payment must be remitted based on either one-fourth of the total tax paid during the preceding calendar year OR 80% of the actual tax liability for the current calendar year.  The taxpayer is required to file a return even if there is a zero remittance.
When is the 4th quarter (Annual Premium Tax Statement and Annual Tax Payment Form) filing due?

The 4th quarter filing is the same as the annual filing.  The annual filing is due March 1.  
What happens if my filing is late or I do not file?

West Virginia Code requires us to charge you a penalty with interest for late filings.  For reference, these code sites are:

1)  W. Va. Code §33-43-7(a) which imposes a penalty of twenty-five dollars ($25) for each day throughout which a taxpayer fails to file.

2)  W. Va. Code §33-43-7(b) imposes a penalty of 1% of the unpaid portion for each day throughout for failure to pay a tax/fee liability in full.

3)  W. Va. Code §33-43-11 makes the taxpayer liable for interest on any unpaid final assessment or penalty or portion thereof.

Can I use tax forms from other sources?

No.  When paying by check, the Quarterly Tax Payment Form must be attached.  The form is read by a special machine and has to be precise.  Therefore, computer generated or tax software packages for this form are not acceptable.

How can I contact you if I need additional information?
Our tax section e-mail address is:  wvtaxsection@wvinsurance.gov
Our telephone number is:  (304) 558-2100 

Our fax number is: (304) 558-1365

Our office hours are:  Monday through Friday 8 a.m. to 5 p.m. (EST)

Our web address is:  www.wvinsurance.gov
