Form W-4 Instructions
Purpose of form: Form W-4 is used to withhold the correct amount of Federal income tax from your pay.
Employee’s Withholding Certificate
Step 1.
a. Write your first name and middle initial, last name, street address, city or town, state, and ZIP
code.
b. Write your social security number.
i. If your name does not match the name on your social security card, contact the SSA at
800-772-1213 or go to www.ssa.gov.
c.

Check your filing status (single or married filing separately, married filing jointly, or head of
household).

Complete Steps 2 through 4 of the Form W-4 ONLY if they apply to you.
Step 2.

Estimate your withholding using options (a) or (b), or check the box for option (c).

Step 3.

Enter amounts for each line, add them together, and write the total in box 3.

Step 4.

Enter amounts for (a) Other income, (b) Deductions, and (c) Extra withholding.
To claim exemption from withholding: If you meet both conditions noted on the Form W-4,
write “Exempt” in the space below Step 4(c) and complete Steps 1 and 5. Do not complete any
other steps on the Form W-4.

Step 5.

Sign and write today’s date.
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Sample Form W-4

Jane A.

Doe

XXX-XX-XXXX

1234 Main Street
Raleigh, NC XXXXX
X

1a. Write your
name, street
address, city or
town, state, and ZIP
code.
1b. Write your
social security
number.
1c. Check your filing
status.
Complete Steps 2
through 4 of the
Form W-4 ONLY if
they apply to you.
2. Estimate your
withholding using
options (a) or (b), or
check the box for
option (c).

XXXX
XXXX
XXXX
XXXX
XXXX
XX
Jane Doe

MM/DD/YYYY

3. Enter amounts
for each line, add
them together, and
write the total in box
3.
4. Enter amounts
for (a) Other
income, (b)
Deductions, and (c)
Extra withholding.
5. Sign and date.

Special Instructions for Claiming “Exempt”
If the Attendant meets both conditions noted on the Form W-4, they can write “Exempt” in the space below
Step 4(c) and complete Steps 1 and 5 to claim exempt. No other steps on the Form W-4 should be completed.
The Form W-4 will need to be completed annually (by February) if the employee wishes to remain at “Exempt”
status from year to year.
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