STATE OF HAWAII

Accounting Manual

Volume III: Payroll Expenditures
Part 700: Appendix - Instructions and Related Sample Forms Page 747.01

SECTION 747: EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE,
FORM W-4 AND EMPLOYEE'S WITHHOLDING EXEMPTION
AND STATUS CERTIFICATE, FORM HW-4

1. Purpose. FORMS W-4 (Federal) and HW-4 (State) are used for the reporting of
tax exemptions for newly hired employees and for the reporting of increased
or decreased exemptions for employees previously reported. These exemptions
are then recorded on the payroll change schedule which is used as input
document to determine the amount of income taxes to be withheld from an
employee's earnings for each payroll period. If an employee fails to report
his exemption status, the income taxes withheld from his earnings are
computed as if he were single and had claimed no withholding exemptions.

2. Prepared By. The employee prepares one copy-.
3. Frequency. As required.

4, Distribution. Filed in the employee's departmental personnel record.
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SECTION 747: EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE,
FORM W-4 AND EMPLOYEE'S WITHHOLDING EXEMPTION
AND STATUS CERTIFICATE, FORM HW-4

DATA AND DATA INSTRUCTIONS

Note: Instructions are printed on each of the forms. The employee should
refer to these instructions when preparing the forms. Instructions

on this page apply only to those areas where special information is
required in the State payroll system.

NAME - Enter employee's name in the following sequence: Last name, first
name, middle initial. The name must be identical with the name
reflected on the PAYROLL REGISTER, if the employee is established on the
PAYROLL MASTER FILE. A comma must be placed between the last name and
the first name.

SOCIAL, SECURITY NUMBER - Enter employee's social security number.
ADDRESS ~ Enter the home address, city, and zip code.

MARITAL STATUS - Enter employee's marital status. (Note: Married
taxpayers may elect to withhold at higher Single rate.)

TOTAL NUMBER OF ALLOWANCES - Enter the total number of exemptions claimed.
This block may be used for the following purposes:

a. For employees desiring additional withholding of taxes in excess OJ
zero exemptionas, enclose in brackets the additional exemptions in
this block. Each negative exemption will result in the additional
withholding of $10.00 Federal income taxes and $4.00 State income
taxes each month.

b. For employees who are exempt from Federal and State withholding
taxes, enter '"99" in the block on FORMS W-4 and HW-4.

ADDITIONAL AMOUNT - This item should not be used. The additional withhold-
ing of taxes is considered in Item@ , above. '

EXEMPTION FROM WITHHOLDING - For employees who are claiming exempt from
Federal withholding taxes, complete this ftem on Form W-4.

LT YES _[_—_T NO - If claiming exempt (Item @ ), complete this item on
Form W-4.
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EXHIBIT A:

SAMPLE FORM KEYED TO INSTRUCTIONS FOR FORM W-4

(Front)

torm W-4 I :

(Rev. January 1982)

Department of the Treasury—internal Revenue Service

" Employee's Withhoelding Allowance Certificate

OMB8 No. 1545-0010
Expires 4-30-3)

1 Type or print your full name O
1

2 Your social security number

LN 2
Home address (number and street or rural route) m W [J single [ Married
. 3 3 Warital } [] Married, but withhold at higher Single rate

City or town, State, and ZIP code

N —

Status § yoge:

ied, but legally d. or spouse is a
nonresident alien, check the Single

4 Total number of allowances you are claiming (from line F of the worksheet on page 2) .

5 Additional amount, if any, you want deducted from eachpay . . . . . .
6 | claim exemption from withholding because (see instructions and check boxes below that apply):
a [ Lastyear | did not owe any Federal income tax and had a right to a full refund of ALL income tax withheld, AND
b (] This year | do not expect to owe any Federal income tax and expect to have a right to a full refund of ALL

income tax withheld. If both a and b apply, enter “EXEMPT” here . . . .

/_/.///},'
I
e s

N

7%
2

¢ If you entered “EXEMPT" on line 6b, are you a full-time student? . . . . es [1No
Under the penaities of perjury, | certity that | am entitied lo the aumber of withhoidiag allowances claimed on this ti or it trom ing, that
| am entitled to claim the exempt status.
Employes’s signature » DOate b . 19
7 Employer's name and address (including ZIP code) (FOR EMPLOYER'S USE ONLY) 8 Office code 9 Empl i ificati b

<+

Detach along this line

A Give the top part of this form to your employer; keep the lower part for your records and information. A
Get Publication 505 from most IRS offices for more information.

Purpose

The faw requires that you comblete Form W-4 so
that your employer can withhold Federal income tax
from your pay. Your Form W-4 remains in effact
untit you change it or, if you entered “EXEMPT” on
line 6b above, until February 15 of next year. By
correctly completing this form, you can fit the
amount of tax withheld from your wages to your
tax liability.

Introduction

I you got a large refund last year, you may be
having too much tax withheld. If so, you may want to
increase the number of your 2llowances on line 4
by ¢faiming any other aliowances you are entitled to.
The kinds of allowances, and how to figure them,
are explained in detaii below.

If you owed 3 [arge amount of tax last year, you
may not be having enough tax withheld. If so, you
¢2a claim fewer allowances on line 4, or ask that an
additional amount be withheld cn line 5, or both.

If the number of withnolding aliowances you are
entitied to claim decreases to less than you are now
claiming, you must file 3 new W-4 with your em-
ployer within 10 days.

The instructions below explain how to fill in Form
W-4. Publication 505 contains more information on
withholding. You can get it from most IRS offices.

For more information about who qualities as your
dependent, what deductions you can take, and what
tax credits you qualify for, sce the Form 1040 In-
structions or call any [RS office.

Line-By-Line Instructions

Fill in the identifying information in
boxes 1 and 2. If you are married and want
tax withheld at the regular rate for married
persons, check “*Married” in box 3. If you
are married and want tax withheld at the
higher Single rate (because both you and
your spouse work, for example), check the
box ““Married, but withhold at higher Single
rate” in box 3.

Line 4 of Form W-4

Total number of allowances.—Use th2
worksheet on page 2 to figure your allow-
ances. Add the number of allowances for

each category explained below. Enter the
total on line 4. .

if you are single and hold more than one
job, you may not claim the same allow-
ances with more than one employer at the
same time. If you are married and both
you and your spouse arc employed, you
may not both claim the same allowances
with both of your employers at the same
time. To have the highest amount of tax
withheld, claim 0" aliowances on line 4.

A. Personai allowances.—You can claim
the following personal atlowances:

1 for yourself, 1 if you are 65 or older,
and 1 if you are biind.

If you are married and your spouse
either does not work or is not claiming his
or her allowances on a separate Form W4,
you may also claim the following aliow-
ances: 1 for your spouse, 1 if your spouse
is 65 or older, and 1 if your spouse is
blind.

B. Special withholding allowance.—
Claim the special withholding allowance
only if you are single and have one job
or you are married, have one job, and
your spouse docs not work. Use this spe-
cial withholding allowance only to figure
your withholding. Do not claim it when you
file your tax return.

C. Al for dependcnts.—You
moy claim one allowance for each depend-
ent you will be able to claim on your Fed-
eral income tax return.

D, All for estimated tax cred-
its.—If you expect to take the credits
{such as child care, residential energy, etc.)
shown on lines 38 through 46 cn the 1981
Form 1040, use the table on the top of
page 2 to figure the number of additional
allowances you can claim. Include the
earned income credit if you are not receiv-
ing advance payment of it. Also, if you ex-
pect to income average, include the
amount of the reduction in tax attributable
to averaging when using the table.

E. Aliowances for estimated deduc-
tions.—If you expect to itemize deduc-
tions, you can claim additional withholding
il See Schedule A (Form 1040)
to find out what deductions you can
itemize.

You can aiso count deductible amounts
you pay for (1) alimony (2) qualified retire-
ment contributions (3) moving expenses
(4) employee business expenses (Part | of
Form 2106) as well as (5) the deduction
for two-earner married couples, and (6)
net losses shown on Schedules C, D, E, and
F (Form 1040). Note: Check with your em-
ployer to see it any tax is being withhe!d
on moving expenses or IRA contributions
the employer is paying. Do not include
these amounts if tax is not being withheld;
otherwise, you may be uncerwithheid. For
more details see Publication 505.

The deduction allowed twe-earner mar-
ried couples is 5% of the lesser of $30,000
or the qualitied earned income of the
spouse with the lower income. Once ycu
have determined these deductions, enter
the total on line El1 of the worksheet:
on page 2 and figure the number of with-
holding allowances for them.

Line 5 of Form W-4

Additional amount, if any, you want de-
ducted from each pay.—H you arc not
havingt enough tax withheld from your pav.
you may ask your employer to withhold
maore by filling in an additional amount on
line 5. Often married couples, both of
whom are working, and persons with two
or more jobs, need to have additional tax
withheld. You may also nced to have addi-
tionai tax withheld because you have .
¢ome other than wages, such as interest
and dividends, capital gains, rents, alimony
received, etc. Estimate the amount you wiil
be underwithheld and divide that amount
by the number of pay periods i the year.
Enter the additional amount you want with-
held each pay perind on line 5.

For Privacy Act and Paperwork Reduction Act Notice, see back of this page.

January 1, 1982

Form W—4 (Rev. 1-82)
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EXHIBIT A:

SAMPLE FORM KEYED TO INSTRUCTIONS FOR FORM W-4

[ o

L

(Back)

g

claim exemption from withholding only if
iast year you did not owe any Federal in-
come tax and had a right to a refund of alf
income tax withheld, and this year you do
not expect to owe any Federal income tax
and expect to have a nipht to a refund of all
income tax withheld. it you qualify, check
boxes 6a and b, write “EXEMPT" on line
6b and answer Yes or No to the question
on line 6¢.

i you want to claim exemption from
withholding next year, you must file a new
Form W-4 with your employer on or before
February 15 of next year. If you are not
having Federa! income tax withheld this

Form W4 (Rev. 1-82) Page
Line 6 of Form W4 year, h:t gpecg to have a tax liability next  ing or clai -4 ption from
. P [P year, the law requires you to give your em- withholding if the wages are expected to
Exemptian from withholding.—You can ployer a new Form W—4 by D ber 1 of ity d $200 2 week.

this year.

i you are covered by the Federal Insur-
ance Contributions Act, your employer
must withhold social security tax.

A fine of $500 may be charged if you
file a Form W-4 which decreases the tax
withheld with no reasonabie basis at the
tsme for the decrease. In addition, cnm-
inal penalties apply for willfuily supplying
false or fraudulent information or failing
to supply information requiring an increase
in withholding.

Your employer must send to IRS any
Form W-4 claiming more than 14 withhold-

Privacy Act and Paperwork Reduction
Act Notice.—II you do not give your em-
ployer a certificate, you will be treated as a
single person with no withholding aliow-
ances s required by Internal Revenue
Code sections 3402(1) and 3401(e).

We ask for this information to carry out
the Internal Revenue laws of the United
States. We may give the information to the
Department of Justice for civil or criminal
litigation and to the States and the District
of Columbia for use in administering their
tax 1aws.

Table for Figuring Your Withholding Allowances For Estimated Tax Credits and Income Averaging -

Estimated Salaries " ad ol Masried Employees L] Married Em s {(When
and Wages from Single Employees Houseind Eaployees: Spowse not Employ(:nd.)e Both s,.m".’.':':..‘,‘i'.m
3l Sources (A} (B) [0) (8) (A) (8) (A) (B)
Under $10,000 $ 100 $160 $ 20 $160 $ 75 $¢€0 $ 105 $65°
10,000~15,000 140 175 50 175 85 150 295 75
15,001~20,000 155 240 0o 240 110 180 410 150
20,001-25,000 160 310 ¢ 310 115 220 605 165
25,001-30,000 165 355 ¢ 355 150 245 835 180
30,001-35,000 260 370 . .0 370 150 290 1,230 200
35,001-40,000 530 370 o 370 165 330 1,605 225
£0,001-45,000 915 370 0 370 280 370 2,175 245
£5,001-50,000 1,556 370 365 370 380 370 2,665 245
50,001-55,000 2,205 370 965 370 690 370 3,195 275
£5,001-60,000 2,855 370 1,565 370 1,040 370 3,735 280
Over 60,000 ' . 4415 370 3085 370 2,230 370 5315 370
Worksheet to Figure Your Withholding Allowances to be Entered on Line 4 of Form W-4

A Personal allowances . . . « - « & = s 2 e x s s e =Te e e T A

B Special withholding ail {not to 41ell see inst onpagel) . « . . .« - |B

€ Alic for dependents . . « = .« « o . . s s e w e e s e e e s P - I

D Allowances for estimated tax credits and incomse aversging: (use allowances)

ble above for figuring withholdini

« e. o

1 Enter estimated tax credits and estimated tax reduction trom income averaging .

2 Enter the column (A) amount for your salary range and ﬁﬁng'mut (single, qte). . . . J 2

3 Subtract line 2 from line 1 (If 2er0 or less, do not complete lines 4and 5. . . . . . .
4 Find the column (B) amount for your salary range and filingstatus . . . - .« < ¢ ¢ .

]

ned i

for esti

& Divide line 3 by line 4. Increase any fraction to the next whole number. This is the maximum number of with-
it ted tax credits snd income sveraging. Enterhere. . . . . . o .

N

o N

r who expacts to file a Federal income tax return as a single

Example: A taxpa:
and tax credits of $650. The $12,000 fails

of $12,

columa (8) Is 175. Dividing 510 by 175 gives
ber, show 3 on line D.
E Al for estimated deductions:

1 Enter the tota! smount of your estimated itemized ded y payments, quali-
fied retirement contributions, deduction for two-earner married couples,- business
losses, ing exp and employee busi for the year . . . .

2 1 you do not plan to itemize deductions, enter $500 on fine E2. if you plan to itemize,
&d your total gstimated salaries and wages amount in the left column of the tabla be-

. (Include salaries and wages of both spouses.) Read across to the right and enter the

)

>

m' ‘o" | h )
in the wage bracket of $10,000 to $15,000. The
value in column (A) is 140. Subtracting this from the estimated credits of 650 leaves 510. The value in
2.9. Since any fraction is increased to the next whole num-

N

t from the that applies to you. Enter that amounton line E2. . . . » 7
Single and Head
Esti d salari of Household Married Employees Empiloyees with mote thas /
and wages fiom Employees - {one spouse working one job or Martied Employees |77
si soutces; (onty ong job) snd one_job only) with both spouses working |-~
Under $10,000 . L8280 . . . . . 83300 . .. . . . R
10,000-30,000 " 7s00 L L . . . 390 . . ., . . . 5800
30,001-40,000 D 03300 . . . . - 3806 . . . . . . LG
139% of estimated 109% of astima 2196 of estimated 7
Over $40.000 ssaries snd wages * ° { 83 sndwages © ° " Usalaries and wages //
$ Subteactline E2 from line EL (Butnotlessthsnzera). . « « « « = « « « « P 2
& Divide the amount on fine £3 by $1,000 (increase any fraction to the next whole number). Enter here . . P E
£ Yotal (add lincs A through E). Enter total here and on line 4 of Form W-4 . . .. ‘ e e e e e . > F
B S O -

January 1, 1982
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EXHIBIT B: SAMPLE FORM KEYED TO INSTRUCTIONS FOR FORM HW-4

FORM i te awan — ent ol Taxation
HW" 4 EMPLOYEE'S WITHHOLDING EXEMPTION AND STATUS CERTIFICATE
(REV. 1381)
Type or print your name ) 1 Social Securi @
ype or print y LAST NAME ~7 FIRST NAME MIDDLE INITIAL a rity No. ~
. 3 .
Type or print home address City State Zip Code.
EMPLOYEE: Marital statuy; 4 Singte a Married {0 Married, but withhold at higher Single rate
File this form with your Note: If marvied, but legally separated, or spouse is a nonresident, check the single biock.
employer. Otherwise Em-
ployer must withhold tax WITHHOLDING EXEMPTIONS

from your wages without

-

exemption and treat . it SINGLE, and you ciaim an exemption, write the figure “17 ... ...,
A 2 n'ea youas | 5 5 MARRIED, one exemption each for husband and wife if not claimed on another certificate.
a singie person. (a) If you claim both of these exemptions, write the figure -2
. (b) # you claim one of these exemptions, write the figure “1” .......... ..o,
EMPLOYER: (c) i you claim neither of these exemptions, write “0"
. Exemptions for age (applicable only to you and your wife but not to dependents).
i you or your wife will be 65 years of age or oider at the end of the year, and you claim this
exempticn, write the figure “17; it both will be 65 or oider, and you claim both of these
exemptions, write the figure “2"........ F T
ployee’s marital status. the . :1 S);:ulr?s?n":c:i::ﬁmbm !;n one or more dependents, write the of such
:g;dColiectu shall be ad- | 5 Yoral number of allowances for estimated itemized deduction. (See Instruction 5)
. 6
7

Keep this certificate with | 4
your records. if the em-
ployee is believed to have
claimed too many exemp-
tions or misstated em- | 4

. Add the number of exemptions which you have claimed above and enter the total
. Additional withholding per pay period under agreement with empioyer. (See Instruction 2.} S

| CERTIFY that | have correctly indicated my marital status and that the number of withholding exemptions claimed on this certificate does not excood the
number to which } am entitled.

(Date) 19 (Signed)

Detach alony Uis iine

INSTRUCTIONS

1. MARITAL STATUS—Do not state that you are married if you are 4. DEPENDENTS—Use same qualifications as for Federal Withholding.

tegally separated from your spouse under a decree of divoice or of 5. ALLOWANCE FOR ESTIMATED ITEMIZED DEDUCTIONS—If you

separate maintenance. . expect to itemize your deductions, you may wanl to claim additional
. NUMBER OF EXEMPTIONS—Do not claim more than the correct withholding allowance so you will have less tax withheid.

number of exemptions. However, if you expect to owe more income Sched . . :

tax for the year than will be withheld in spite of claiming each exemp- f:g eslimméel:LFm: 2 (;)of‘:t:dm:emt»w you can take

tion to which you are entitled, you may increase the withholding by

claiming a lesser number of exemptions or by entering into an agree-

. ment with your empioyer to withhoid an additional amount. WORKSHEET TO FIGURE YOUR ALLOWANCE FOR ESTIMATED
| CHANGES IN MARITAL STATUS OR EXEMPTIONS—You may file a ITEMIZED
new certificate at any time if there is a change in your marital status or DEDUCTIONS TO BE ENTERED ON LINE 5 OF FORM HW-4

in the number of exemptions. 1. Enter the amount of your estimated
You MUST file a new certificate within 10 days if any of the following iternized deductions for the year
occurs: .
. 1 wages
(a) ¥ you are divorced or legally separated. 2 'Eamge 0% of your estimated
g - year,
(b) It your wite{or husband), for whom you have been claiming ) !
exemption, commences claiming her(or his) own exemption on a . Subtract line 2 from kne 1
separate certificate. Dvi .
(€) U the support of a dependent for whom you claimed exemption is 4 "?e amounton line 3by $1,000 (Round
A off fractions to nearest whole number)
taken over by someone else, so that you no longer expect to furnish .
enter here and on line 5
more than half the support for the year.
(d) # you find that a dependent for whom you claimed exemption
will receive $1,000, or more, of dependent’s income during the year
(exempt your child who is a student or who 1 under 19 years of age).

_ PENALTIES—Penalties are imposed for willfully supplying false or
fraudulent information or for wilifully failing to supply information.

YOU MUST lile a new certificate on or before December 1 in case of

the death of your wife(or husband) or the death of a dependent, unless

such event occurs i December.

For further information about changes in exemption status resulting
from marriage, divorce, legal separation, birth, death, new depen-
dents, multiple-support agreements, old age. blindness, etc., consult
your local TAX COLLECTOR or your employer.

January 1, 1982
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" (Rev. January 1982)

EXHIBIT C:

FILLED OUT SAMPLE OF FORM W-4

Form W'4

(Front)

Department of the Treasury—Iintemal Revenue Service

Employee’s Withholding Allowance Certificate

0M8B Ne. 1545-0010
Eapires 4-30-83

1 Type or print your full name
JONES, John P.

2 Your social security number
578=21-9472

Home address (number and street or rural route)

1020 Sth Avenue

3 Marital

City or town, State, and ZIP code
Honolulu, HI 96816

Status

O Single
a Mamed but withhold at higher Single rate
Note: If married, but legally separated, or spouse is a

k] Married

nonresident alien, check the Single box.

4 Total ber of all you are cl

$ Additional amount, if any, you want deducted fromeachpay. . . . . .

6 1| claim exemption from withholding because (see instructions and check boxes be|ow that apply):
& [] Lastyear! did not owe any Federal income tax and had a right to a full ref

b [J This year | do not expect to owe any Federal income tax and expect to have a right to a full refund of ALL

g (from tine F of the worksheet on page 2).

income tax withheld. tf both a and b apply, enter “EXEMPT" here .
¢ If you entered “EXCMPT" on line 6b, are you a full-time student? . . .

d of ALL

/

tax withheld, AND

e 0%

Under the panaities of pecjury, | certily that | sm ontilled o0 the number of withholdiag sttewsnces cisimed oa this

1 am entitied 10 claim the exampt

7 Employer's name and addre¥s (including llP

..

Dete

) (FOR EMPLOYER'S USE ONLY)

Department of Accounting & General Services

P. 0. Box 119

Honoluly, HI 96810

frem wi ing. that

981

sf

99-6001081 .

Detach along this fia

A Give the top part of this form ta your employer; keep the lower part for your recards and information. A
Get Publication 505 from most IRS offices for more information.

Purpose
The law requires that you complete Form W4 50
that your eraployer can withhold Federal income tax
from your pay. Your Form W-4 remains in sfiect
MM change it of, if you entered “EXEMPT” on
above, until February 1S of next year. By
eomdly completing this form, you can fit the
smount of tax withheld from your wages 1o your
tax liability.
Introduction
If you got a large refund last year, you msy be
hvlna too much tag withheld. I so, you may want to

llu ber of your afk on line 4
b ny other ali you are entitled to.
The kinds ol nuowams, and how to figure them,
ace explained in detail below.

If you owed a large amount of tax last yest, you
may not be having encugh tax withheld. if g0, you
can dsim tewer sliowances on fine 4, or ask that an
additional amount be withheld on line §, of both.

i the aumber of withholding nuonnccs you are
entitled to claim decreases to less than you are now
claiming, you must file 8 new W—4 with your em-

within 10 days.
he mslmctlons below explain how to fitl ln Fom
. WA, Pubti $05 containg more

withholding. You can get it from most IRS omcu

For mare information about who qualifies as your
dependent, what deductions you can take, and what
tax credits you qualify for, see the Form 1040 In-
structions or cail any RS office.

Line-By-Line Instructions .

Fill in the identifying Information in
boxes 1 and 2. If you are married and want
tax withheld at the regular rate for married
persons, check *“Married” in box 3. If you
are married and want tax withheld at the
higher Single rate (because both you and

r spouse work, for exampie), check the

X “‘Married, but withhold at higher Singlc

rate” in box 3.
Line 4 of Form W-4
Totalt number of aliowances.—Use ths

worksheet on page 2 to figure your aliow-
snces. Add the number of allowances for

each category expisined below. Enter the
tatal on line 4.
1f you are single and hold more than one

Job, you may not claim the samo allow-

ances with more than one employer at the
same time. If you are married and both
you and r spouse are employed, you
may not both claim the same aliowances
with both of your employers at the same
time. To have the highest amount of tax
withheld, clpim *“0* aliowances on line 4.

A. Personal allowancas.~—You can claim
the following personal sliowances:

1 for yoursetf, 1 if you are 65 or older,
and 1 it you are blind.

it you are married and your spouse
either does not work or is not clalmmg his
or her all ona te Form W—4,
you mey also cisim the following altow-
ances: 1 for your spouse, 1 if your spouse
:‘ 6"5 or older, and 1 if your spouse is

ind.

B. Special withholding allowance.—
Claim the special withholding allowance
only if you are single and have one job
of you are married, have one.job, and
your spouse does not work. Use this spe-
cial withholding allowance only to figure
‘our withholding. Do not claim it when you

ile your tax return,

C. Alloy for d donts.—You
may claim one all for cach d d-
ent you will be abie to ¢laim on your r Fed-
eral income tax return.

All for estimated tax cred-

Hs. —LI! you expect to take the credits
(such as child care, residentiat energy, etc.)
shown on lines 38 through 46 on the 1981
Form 1040, use the table on the top of
page 2 to figure the npmber of addutionat
allowances you can claim. Include the
earned income credit If you are not receiv-
ing advance payment of it. Also, «f you ex-
pect” to income average, include the
amount of the reduction in tax attributable
to averaging when using the tabla,

E Allowances for estimated deduc-
tions.—if you expect to itemize deduc-
'Jons. yau can c!mm additional withholding

See du'e A (Form 1040)
to find out what deductions you can
itemize.

You can also count deductible amounts
you pay for (1) alimony (2) qualified retire-
ment contribu ions (3) movmg expenses
4) (Part | of
Form 2106) as well as (5) the deduction
for two-earner mamed couples, and 6)
net | shown on S C.D, € and
F (Form 1040). Note: Check with your em-
pioyer to see if any tax is being withheld
on moving expenses or IRA contributions
the employer is paying. Do not include
these amounts if tax is not being withheld:
otherwise, you may be underwithheld. For
more details see Publication 505. -

The deduction aliowed two-earner mar-
ried couples is 5% of the lesser of $30,000
or the qualified earned income of the
spouse with the lower mcome Once you
have determined these enter
the total on line E1 of the worksheet
on page 2 and figure tha number of with-
holding allowances for them.

Line S of Form V-4

Additional amount, if any, you want de-
ducted from esch pay.—If you are not
having enough tax withheld from your pay,
you may ask your employer to withhold
more by filling in an additional amount on
tine 5. Often married couples, both of
whom are warking, and persons with two
or more jobs, need to have additional tax
withheid. You may also nced to have addi-
tionatl tax withheld because you have in-
come other than wages, such as interest
and dividends, capital gains, rents, alunony
reccived, etc. Estimate the amount you will
be underwithheld and divide that amount
by the number of pay-periods in the year,
Cnter the additional amount you want with-
held each pay perind on line 5.

For Privacy Act and Paperwork Reduclion Act Notice, see back of this page.

January 1, 1982
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EXHIBIT C:

FILLED OUT SAMPLE OF FORM W-4

(Back)

age

Line 6 of Form W-4

Exemption from withholding.—You can
claim exemption from withholding only if
fast year you did not owe any Federal in-
come tax and had a right to a refund of all
income tax withheld, and this year you do
not expect to owe any Federal income tax
and expect to have a rinht to a refund of ali
income tax withheld. If you qualfy, check
boxes 6a and b, wnite “EXEMPT'" on line
6b and answer Yes or No to the question
on line 6¢.

if you want to claim exemption from
withholding next year, you must file a new
Form W—4 with your employer on or before
February 15 of next year. If you are not
having Federal income tax withheld this

year, but expect to have a tax liability next
year, the law requires you to give your em-
ployer a new Form W—4 by December 1 of
this year.

if you are covered by the Federal Insur-
ance Contributions Act, your employer
must withhold social security tax.

A fine of $500 may be charged if you
file a Form W—4 which decreases the tax
withheld with no reasonable basis at the
time for the decrease. In addition, crim-
inal penalties apply for willfully supplying
false or trandulent information or failing
to supply information requiring an increase
in withholding.

Your employer must send to IRS any

ing allowances or claiming exemption frcm
withholding if the wages are expected to
usually exceed $200 a week. .

Privacy Act and Paperwork Reduction
Act Notice.—If you do not give your em-
ployer a certificate, you will be treatec 2s a
single person with no withholding 2. >w-
ances as required by internal Revenue
Code sections 3402(i) and 3401(e).

We ask for this information to carry out
the Internal Revenue laws of the Urted
States. We may give the information tc it
Department of Justice for civil or cn ]
litigation and to the States and the Dis:-ict
of Columbia for use in administering :-eir
tax laws.

Form W—4 claiming more than 14 withhold-

Table for Figuring Your Withholding Allowances For Estimated Tax Credits and Income Averaging

Estimated Salaries . d of arried Employees (When Married Employees (W=24
and Wages from Single Employees Househ':ledl E:xplnyees MSp;:’:eEnnpl F.'mplo;vevd)' Both 'Spouzsesnarye Em(p::ged)
all Sources (A) (B) tA) (8) (A) . (B) (A) (8)
Under $10,000 $ 100 $160 $ 20 %160 $ 75 $80 $ 105 $ 65
10,000-15,000 140 175 50 175 85 150 295 75
15,001-20,000 155 240 0 240 110 180 410 150
20,001--25,000 160 310 0 310 115 220 ’ 605 165
25,001-30,000 165 355 0 355 150 . 245 885 180
30,001-35,C00 260 370 -0 370 1. .. .15 29 1,230 200
35,001-40,000 530 370 0o 370 - 165 330 1,605 225
40,001-45,000 915 370 0 370 280 370 2,175 245
45,001-50,000 1,555 370 365 370 380 370 2,665 245
50,001~55,000 2,205 370 965 370 690 370 3,185 275
55,001-60,000 2,855 370 1,565 370 1,040 370 3,735 280
Over 60,000 4,415 370 3,085 370 2,230 370 5315 370

Worksheet to Figure Your Withholding Allowances to be Entered on Line 4 of Form W—4

A Personal allowaNCes . . . . . « < . . 4 e e a e e ete e e e e e e w e P
B Special withholding allowance (not to exceed 1 allowance—see instructions on page 1) . . . 4 v P
C Allowances for dependents . . . . .« « ¢ .« ¢ 4 4 e e 4 e e s e e 4 e s e . >
D Allowances for estimated tax credits and income averaging: (use table above for figuring withholding allowances)
1 Enter estimated tax credits and estimated tax reduction from income averaging . . . . .|

2 Enter the column (A) amount for your salary range and filing status (single,etc.) . . . . . __?

3 Subtract line 2 from line 1 (If zero or less, do not complete lines 4and5). . . . . . . $

4 Find the column (B) amount for your salary range and filingstatus . . . . . . . . . 3

5 Divide line 3 by line 4. Increase any fraction to the next whole number. This is the maximum number of with-
holding allowances for estimated tax credits and income averaging. Enterhere. . . . . . . . . . »

Example: A taxpayer who expects to file a Federal income tax return as a single person estimates annual wages
of $12,000 and tax credits of $650. The $12,000 falls in the wage bracket of $10,000 to $15,000. The
value in column (A) is 140. Subtracting this from the estimated credits of 650 leaves 510. The value in
column (B) is 175. Dividing 510 by 175 gives 2.9. Since any fraction is increased to the next whole num-
ber, show 3 on line D.

E Allowances for estimated deductions:
1 Enter the total amount of your estimated itemized deductions, alimony payments, quali-
fied retirement contributions, deduction for two-earner married couples, business $
losses, moving expenses, and employee business expenses for the year . . . 1
2 1f you do not plan to itemize deductions, enter $500 on line E2. If you plan to itemnize,
find your total estimated salaries and wages amount in the left column of the table be-
fow. (Include salaries and wages of both spouses.) Read across to the right and enter the $
amount from the column that applies to you. Enter that amounton lineE2. . . . b
Single and Head
Estimated salari of Houschold Married Employees Employees with more than //
and wages from Employees {one spouse working one job or Married Employces /-
all sources: {only one job) and one job only) with both spouses working %
Vi
Under$10000 | . . $280 . . . . . $390 . . . . . . 33900 z
10,000-30.0C0 . . 280 . . . . . 3%0 . . . . . . 560
30,001-40,000 Lo.033%0 . . . .. 3%0 . . . . . . LG
139 of estimated 109 of estimated 219 of estimated
Over $40,000 salériesand wages * | salaries and wages * * | salaries and wages .
3 Subtractline E2 tromline E1 (Butnotlessthanzero). . . . . . « « « « P $

4 Divide the amount on line E3 by $1,000 (increase any fraction to the next whole number). Enterhere . . b

F Yotal (add lines A through E). Enter total here and on line4of FormW-4 . . . . . . . . . . . - >

2t LS, COVERNMENT PRINTING OFFICK : 191—~0-243-220 -

January 1,
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EXHIBIT D: FILLED OUT SAMPLE OF FORM HW-4

FORM State of Hawaii — Department of Taxation
HW _4 EMPLOYEE'S WITHHOLDING EXEMPTION AND STATUS CERTIFICATE
(REV. 1981) ) . .
i JONES John . P. i 575-21-9472

Type or print your name Yt i T Soclal Security No.
Type or print home address 1020 Sth Avenue : City_Honolulu gia HI Zip Code_S0816 .
EMPLOYEE: Mantal status: (I Single & Married [0 Married, but withhoid at higher Single rate

File this form with your Note: if married, but legally sep d, or sp isa i check the singie block.
employer. Otherwise Em-
ployer must withhold tax WITHHOLDING EXEMPTIONS

from your wages without | 4y GINGLE, and you claim an exemption, write the BIGUEE “1% ... ... ..eeeeeeeeesnssnsnenennnnns
exemption and treatyou s | 5y MARRIED, one exemption each for husband and wile if not claimed on ancther certificate.
a single person. 17 (a)  you claim both of these exemptions, write the figure ~2 _
EMPLOYER: (b) W you claim one of these esemplions, write the figure "1™ .............ccoieeeeveenninnnnnanes -2 _
MMM with (c) ltyoudmmnenhefoﬂhese exemptions, write “0°
Keep g m“ 3. E for age ( bie only 10 you and your wife but not to dependents):
your '3;"‘ 3. e’;"“ 1 you or your wife wilt be 65 years of age or oider at the end of the year, and you claim this
ployes is befieved to have exemption, wntethehgure'l'nbolhwulbeGSOrolderandyouehnnbo(hdlheso

claimed too many exemp- -
tions or misstated em- exemptions, write the figure “2" ... ... PN

toyee's mavital status, the 4. :Ig;:u::quen:ptm\st;xomormom write the ofsuch P 1

Tax Cofllactor shali be ad- | COW. " o . . E——
5. Total number of ces for itemized deduction. (See instruction 5) )

vised. 6. Add the number of exemptions which you have claimed above and enterthetotal .................. [:3:
7. Additional withholding per pay period under agreement with employer. (See instruction 2.) [ J—

1 CERTIFY that | have correctly inchcated my maritat status and that the number of withholding examptions ciaimed on this certificate does not exceed the
number to whidh 1 am entitied.

(Date) November 1 19 81 (Signed) +;4uu P Mn,
Detac: aiong s Ine LTSIt ST mT s
INSTRUCTIONS .
1. MARITAL STATUS—Do not state that you are married if you are 4. DEPENDENTS—Use same qualifications as for Federal Withholding.
legally separated fiom your spouse under a decree ol divorce o of 5. ALLOWANCE FOR ESTIMATED ITEMIZED DEDUCTIONS—N you
separate mainienance. _ expoct to emize your deductions, you may want to claim additional
2. NUMBER OF EXEMPTIONS~-Do not claim more than the correct - " withholding allowance 80 you will have less tax withheld.
numbcer of exemptions. Howaever, it you expect to owe more income 8 "
tax for the year than will be withhald in spita of claiming each exemp- mwwmmxmamngwm'mmmanmmm
tion to which you are entitled. you may increase the withholding by
mabssmmmwdenpmmabjmmmmanw . .
ment with your employer to withhold an additionat amaunt. , WORKSHEET TO FIGURE YOUR ALLOWANCE FOR ESTIMATED
* 8. CHANGES IN MARITAL STATUS OR EXEMPTIONS—You may file a ITEMIZED ’
MM'W!RWWHMB!MMWWWM DEDUCTIONS TO BE ENTERED ON LINE 5 OF FORM HW-4 ‘-‘g
in the number of exemptions. 1. Enter the amount of your estimated b
You MUST fite a new certificate within 10 days if any of the following itomizred deductions for the year ..........  JE, i
oocurs: A 2. Enter 10% of your estimated

(a) ¥ you are divorced or legally separated. Pty e 4
{b) 1 your wife(or husband). for whom you have been claiming for the year. or $1,000, or s smallor 3
exemption, commences claiming her(or his) own exemption on a 3. Subtractine 2 fromiine t........ O Sm_
. separate certificate,
{c) Ifthe support of a dependantfor whomyou claimed exemption is 4. 3;"."'"“‘":""“'“’3"1"‘90“‘%
taken over by someona eise, 8o that you no longer expect to furnish .
more than haif the support fcr the year. ) ‘ enterhere andon g5 .................
(d) umw:nmammmumtwndmmwk;xmm -
will recsive $1,000, of more, of dependent's the year 6. PENALTIEs;Pudm are - fo¢ false or
{exempt your child who is a student or who is under 19 years of age). WW@UWW’ 'I":w wm”' g
YOU MUST file a new certificate on or before December 1 in case of . :
the death of your wife{or husband) or the death of a dependent, uniess !
such event occurs in December. .
For turther information about changes in exemption status resulting
from marriage, divorce, legalupamm.blnh death, mdepon—
dents, multiple-support nts. old age, blind , efc.,
your local TAX OOLLECTORorywonplwpv

NOTE: Hawait does not havo the same provisions as the Federal G yqarding ummm-‘wmmt{mm

January 1, 1982



