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Notes for Slide 11: Federal Income Tax Withholding (W-4)
We need you to complete the Form W-4 so that we can withhold the correct amount of federal income tax from your pay. To ensure that we continue to withhold the correct amount, you should consider completing a new Form W-4 each year or when your personal or financial situation changes.

Page 1 of the Form W-4 has two sections: (1) the Personal Allowances Worksheet and (2) the Employee’s Withholding Allowance Certificate.

The Personal Allowances Worksheet is optional.  You can use it to help you determine the correct amount to withhold  on the Employee’s Withholding Allowance Certificate. 

You must complete and submit the Employee’s Withholding Allowance Certificate.

Be sure to fill out items 1, 2, 3 and 5, which capture your name, SSN, address and marital status.

Fill out items 4, 6, and 7 as they apply to you.

To help you determine the answer to #6 (whether you should have an additional amount withheld), complete the worksheets on page 2. 

Sign and date the form.

Do not complete the employer’s section (items 8-10). 

If you have questions about the number of allowances you should claim or whether to withhold an additional amount, visit the IRS Web site at www.irs.gov. 
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