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TIPSFOR
COMPLETING A
W-4

Complete Form W-4 so that your employer can withhold the correct federal income tax from
your pay. If too little is withheld, you will generally owe tax when you file your tax return and may

owe a penalty. If too much is withheld, you will generally be due a refund. Complete a new Form
W-4 when changes to your personal or financial situation would change the entries on the form
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Step 1: Personal Information

Step 1is where you will put all of your personal information. Section C is your
marital status (If you are not married or are married filling separtely on your
taxes you would check the Ist box).

Step 2: Multiple Jobs or Spouse Works

Step 2 should only be completed if you are working somewhere other than
John Carroll at the same time. Or, if you are married, filing jointly, and your
spouse also works.

Complete Stepa 2-4 ONLY if they apply to you; othersise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the online estimator, and privacy.

Step 2: Compdete this step if you (1} hold more than one job at a time, or (2) are marred filing jointly and your spouse
Multiple Jobs glso worka. The corect amount of withholding depends on income eamed from all of thesa jobs.

or Spouse Dy ondy ane of the following.
Works (8] Uze the estimator at www.irs.gow WdApp for most accurate withholding for this step jand Stepa 3-4); ar
() Us= the Multiple Jobs Workshest on page 3 and enter the result in Step dic) balow for roughly sccurate withholding: or

() i there are only two jobs total, you may check this box. Do the same on Fomn W-4 for the other job. This option
I accurate for jobs with similar pay; othenwise, more tax than necessary may be withheld . . . . . ® [

TIP: To be accwrate, submit a 2020 Form W-4 for all ather jobs. if you [or your spouse) have seff-employment
income, including as an independent contractor, use the estimator.

Please Note:

Starting January 2020 the withholding calculator for section (a) will be available for the use of the 2020 W-4. When using the
calculator be sure to:

e Gather the most recent pay statements for yourself, and if you are married, for your spouse too.

e Gather information for other sources of income you may have.

e Have your most recent income tax return handy.

¢ Use whole dollar amounts in the estimator.

Step 3-4(b): Dependents and Adjustments

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will
be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim

Dependents Multiply the number of qualifying children under age 17 by $2,000» §

Multiply the number of other dependents by $500 . . . . P §

Add the amounts above and enter the total here .

Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you expect
(optional): this year that won't have withholding, enter the amount of other income here. This may
Other include interest, dividends, and retirement income . P

Adjustments

(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
enter the result here e e P .

(c) Extra withholding. Enter any additional tax you want withheld each pay period

Step 3 should be completed if you have any Dependents (Children/Family).
Step 4 (a) and (b) is based on additional deductions and income not from jobs. Additional
deductions can be:

« qualifying home mortgage interest, *® State and local taxes (up to $10,000),
R e et P e medical expenses in excess of 10% of your income

You can see page for 3 for the Deductions Worksheet

Step 3: Signing

Step & Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
Sign
. o o Here

Th IS seCtIons IS to be ’ Employee's signature (This form is not valid unless you sign it.) > Date

S|gn ed by JCU Staff Employers | Employer's name and address First date of Employer identification
Only amploymment number (EIN)

only. Please only

S Ign a bove‘ For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. Me. 102200 Form W=4 (20z0)

Please Note: We cannot legally advise on Sections 2-4. Please refer to your parent/guardian or tax adviser for
appropriate responses to these sections. The W-4 also provides additional reference pages to assist you in completing
the form.



