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Employer's Quarterly Report Form Instruction Sheet (Form C-
3I)

The Texas Workforce Commission (TWC) uses Optical Character Recognition (OCR) equipment to 
efficiently input wage and tax records (Forms C3 and C4) into the TWC database, and simultaneously 
microfilms each document. This process requires that forms used be printed with red ink that is invisible to 
the OCR equipment. For that reason, reporting forms are not downloadable. 

If you did not pay wages in a calendar quarter, you must submit a signed report giving that information. To 
avoid late report penalty, a signed report must be timely filed even if payment of taxes is not required or 
submitted. If you are no longer in business or if there has been a change of address, phone number, 
ownership or other change, please complete the change sheet printed on the back of these instructions and 
return it to the Texas Workforce Commission with your quarterly report. 

These forms will be read by optical scanning machines; therefore, please type entries using a typewriter or 
printer with 10 to 12 characters per inch. Please use black ink. Type an "X" in the alignment box to line up 
your typewriter or printer correctly. Do not use dollar signs, decimal points or leading zeros. If you will be 
preparing the wages list by computer, contact the nearest TWC Tax Office for a Computer Specification 
Sheet. 

Reporting forms are provided quarterly to registered employers. If you are not registered or need more 
forms than were provided, please contact one of our local tax offices. Employers may also file on electronic
media. 

Complete the following unless the information is preprinted:

1. Enter your Texas Workforce Commission account number. 

2. Enter county code from the list printed on the back of the tax report. 

3. Leave this space blank. 

4. Enter your tax rate. If you have not been assigned a tax rate, contact the nearest TWC Tax Office. 
Leave items 4a and 4b blank. 

5. Leave this space blank. 

6. Enter your Federal Employer Identification Number. If none has been assigned, leave blank. 

7. Enter the quarter and year (1st Quarter 1996 = 1-96). 
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8. Enter the name of your business and your mailing address. If your business is a sole proprietorship 
or partnership, include the name(s) of the owner or partners. 

9. If your telephone number is not printed on the form or if the printed number is incorrect, please 
enter the correct number in the appropriate box on the back of this form. 

a. Enter the ending date of the calendar quarter during which you paid the wages being reported 
(1st Quarter 1996 = 3-31-96)

b. Enter the last day of the month after the end of the quarter. If you are a new employer filing for 
the first time, contact your nearest TWC Tax Office for instructions. 

10. For each month, report the number of covered workers who worked during or received pay for 
the payroll period which includes the twelfth of the month. 

11. Enter the county code of the county in which you had the greatest number of employees. (See list 
on the back of the quarterly report.) 

12. If you had employees in more than one Texas county, enter the number of employees outside the 
county shown in block 11. 

13. Enter the total amount of remuneration (including wages, commissions and bonuses) paid during 
the quarter. Include amounts paid in cash, plus the value of remuneration paid in any medium other 
than cash. All tip income, including charged tips, reported in writing by an employee to his or her 
employer are wages. Payments made to corporate officers for services performed are wages and 
should be reported. 

14. Enter the amount of taxable wages paid to each employee during this quarter. Only the first $9000 
of wages paid to each employee during the calendar year are taxable. 

14a. If you reported wages to another state during the year for any of your employees listed this 
quarter, please place an X in box 14a. 

15. Enter the amount of tax due. To determine the tax due for the current quarter, multiply amount 
entered in item 14 by item 4, tax rate. 

16. Completion of this item is not required. If you desire the breakout of unemployment tax and the 
Smart Jobs Assessment, which may be required when filing your Federal Form 940, please use this 
area. Enter the amount of unemployment insurance (UI tax) due, using the tax rate in item 4a. Enter 
the amount of Smart Jobs Assessment, using the rate in item 4b. The Smart Jobs Assessment began 
with the first quarter of 1995. Do not write in the shaded area. 

17. Enter interest due if payment is late (postmarked after the due date in item 9b). Multiply tax due 
(item 15) by 1.5% for each month past due to a maximum of 37.5%. See worksheet on back of C-3 
Instructions form. 

18. Enter penalty due if the report is late (postmarked after the due date). Use the worksheet on back 
of C-3 Instructions form to figure the late reporting penalty or call your nearest TWC Tax Office. 
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19. Past-due or credit balance reflected in your employer tax account as of the printing of this report. 
If you discover an error on a previously reported quarter, contact your nearest TWC Tax Office for 
instructions for making the adjustment. 

DO NOT ATTEMPT TO MAKE THE ADJUSTMENT ON THIS FORM.

20. Add tax, interest, and penalty; add or subtract amounts previously due or credited. (Add items 
15, 17, and 18, and add or subtract item 19.) 

When you need to report wages for more than ten employees, please use a continuation sheet for all 
wage information rather than listing part of the employees on Form C-3. You may use separate 
continuation sheets to report all of your employees, if you wish. 

21. Enter employee's nine-digit social security number. 

22. Enter employee's first initial, second initial, and last name. 

23. Enter the total amount of remuneration (including wages, commissions, bonuses, and reported 
tips) paid to each Texas employee. If you have more than 10 employees, contact the nearest TWC
Tax Office for enough continuation sheets to list all of your employees. 

24. Enter total of amounts listed in item 23 which would also equal item 13. 

25. Use this Form C-3 Instructions to make employer information corrections. 

26. Sign report and enter title. This report must be signed by an owner, partner, or officer of the 
employing unit, or by a person for whom a power of attorney has been filed with the Texas 
Workforce Commission. 

KEEP A COPY OF THIS REPORT FOR YOUR FILE.
PLEASE WRITE YOUR TWC ACCOUNT NUMBER ON YOUR CHECK.

DO NOT STAPLE YOUR CHECK TO YOUR REPORT. 

Where do I mail Tax Forms?

 Please e-mail questions or comments to tax_dept@twc.state.tx.us 
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