Parks Agency Manual - Payroll Section
How to complete the W-4 (IRS Employee’s Withholding Allowance Certificate)
This form must be completed by all job applicants.
1. Where do I get this form?
· New employee packet
· www.irs.gov
· Parks N: drive, under “Forms”, “Federal Forms” 

2. Who needs to complete this form?	
· Every new hire or rehired employee, and employees transferring in from another agency. 
· Employees who want to change their W-4.

3. When should form be completed?	
· First day of employment.
· [bookmark: _GoBack]Every January for employees claiming “EXEMPT” status.
· Any time an employee has a change related to their W-4.
Instructions:
1. Mandatory - Box 1: Name and address information
2. Mandatory - Box 2: Social Security Number
3. Mandatory – Box 3: Filing status
4. Optional – Box 4: Last name differs. Fill out if applicable.
5. Conditional – Box 5: Allowances (see personal allowances worksheet for help). 
A number is required if you want federal income tax deducted. 
Zero “0” is considered a number. (Leave this box blank if filling in line 7.)
6. Optional – Box 6: Additional amount. Fill out if you want a higher deduction. 
(Leave this box blank if filling in line 7 = EXEMPT.)
7. Conditional – Box 7: Fill in “EXEMPT” if applicable. Do not use if filling in line 5.
8. Mandatory - Employee’s signature and date.
9. Return the completed form to Payroll.
Reminder – ONLY RETURN FORM ONCE & keep a copy for yourself
Pick ONE method – paperwork received by any of these methods is considered an original:
1. Scan and email to payroll @parks.wa.gov (preferred) 	–or-
2. Fax to 800-497-9906 (or 360-586-6627) 	–or-
3. Mail to:	Parks Attn: Payroll
PO Box 42650
Olympia, WA  98504-2650

Returning forms by more than one method creates confusion, wastes time and resources, and can cause errors.
