THIS FORM IS ONLY FOR HARVARD STUDENTS
ELIGIBLE TO BE EXEMPT FROM FEDERAL AND STATE
INCOME TAX

Aren’t students automatically exempt from paying state
and federal taxes?

There is no automatic exemption from state and federal
taxes for students. Most students will need to file income tax
returns each year. Students may claim exempt on the W-4
and M-4 if they meet certain IRS and Massachusetts’s
criteria listed on the form’s instruction.

if you have determined you are eligible to be exempt from
federal and state withholding tax, please review the federal
(W-4) and state (M-4) forms attached. Send of bring the form
to:

Central Payroll1033 Mass Ave., 2nd Floor.

The W-4 and M-4 is only valid for one year. We must obtain
new forms from you by February 15th each year. If new
forms are not received each year, then we must withhold
payroll taxes.



Form W-4 (2015)

Purpose. Complete Form W-4 so that your employer
can withhold the comect federal income tax from your
pay. Consider complating a new Form W-4 each year

and when your personal or financial situation changes.

Exemption from withhelding. If you are exempt,
compiste only lines 1, 2, 3, 4, and 7 and sign the form
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Nota. If another person can claim you as a dependent
on his or her tax retum, camo¥claknexam tion

from withholding if your 0 axcoods $1,050 and
includes more $350 of unsamed income (for
axample, interest and dividends).

Exce, . An employee may be able to claim
exemptmmﬁ:mwimhold even if the employeeis a
dependent, if the employee:

* [3 ago 65 or older,
¢ i3 blind, or

* Will claim adjustments to income; tax credits; or
itemized deductions, on his or her tax retum,

The excepticns do not apply to supplemental wages
greater than $1,000,000. 9

Basle Instructions. if ycu are not exempt, complete
the Personal Allowances Werksheet below. The
worksheets on page 2 adjust your
withholding allowances based on temized
deductions, certain credits, adjustments to income,
or two-earners/multiple jobs situations.

Complete all workshests that apply. However, you
may claim fewer (or zero) altowances. For regular
wages, withholding must be based on allowances
you claimed and may not be a flat amount or
percentage of wages.

Head of household. Generally, you can claim head
of household filing status on your tax retum only if
you are unmarried and pay more than 50% of
Capendenne mgc%mmgmm;?

ent(s) or 9 X
Pub. 501, Exemptions, Standard Deduction, and
Filing Information, for information.

Tax credits. You can take proj tax credits into account
in figuring your alowable of withholding allowances.

Nonwaga income. if you have a large amount of
nonwage Income, such as interest or dividends,
consider making estimated tax myments using Form

1 £S, Estimated Tax for Individuals. Otherwise, you
may owe additional tax. If you have pension or annuity
Income, see Pub. 505 to find out EWou should adjust
your withholding on Form W-4 or W-4P,

Two eamers or multipto jobs. If you have a
working spouse or more than one job, figure the
total number of allowances you are entitlied to claim
on all jobs uslngoworksheets from only cne Form
W-4. Your withholding usually wilt be most accurate
when all aliowances are claimed on the Form W-4
for the highest paying job and zero allowances are
claimed on the others. See Pub. 505 for detalls.

Nonresident alien. if you are a nonresident alien,
gea Notice 1382, Supplemental Form W-4
Instructions for Nonresident Aliens, before
complating this form.
Chaock your withholding. After your Form W-4 takes
effect, use Pub, 505 to see how the amount you are
having withheid com to your total tax
for 2015, See Pub. 505, espodanyoogour eamings
axceed $130,000 (Single) or $180,000 (Married).
uture developments. &bout any future

F Information
developments affacting Form W-4 (such as legistation
mmuwmmmwmm%mmwm.

~Personal Allowances Worksheet (Keep for your records.)

A  Enter “1" for yourself if no one else can claim you as a dependent . A
* You are single and have only one job; or
B  Enter“1”if: l * You are married, have only one job, and your spouse does not work; or } 8
* Your wages from a second job or your spouse's wages (or the total of both) are $1,500 or less.
C  Enter “1” for your spouse. But, you may choose to enter “-0-" if you are married and have either a working spouse or more
than one job. (Entering “-0-" may help you avoid having too little tax withheld.) . . c
D  Enter number of dependents (other than your spouse or yourself) you will claimonyourtaxretum. . . . . . . . D
E  Enter “1” if you will file as head of household on your tax retum (see conditions under Head of householdabove) . . E
F  Enter “1" if you have at least $2,000 of child or dependent care expenses for which you plan to claim a credit F
(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.)
G  Child Tax Credit (including additicnal child tax credit). See Pub. 972, Child Tax Credit, for more information.
* if your total income will be less than $65,000 ($100,000 if married), enter “2" for each eligible child; then less “1" if you
have two to four eligible children or less “2" if you have five or more eligible children.
* If your total income will be between $65,000 and $84,600 ($100,000 and $119,600 if married), enter “1” for each eligiblechild. . . @G

H  Addlines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return.) » H

¢ If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions

For accuracy,
complete all
worksheets
that apply.

and Adjustments Worksheet on page 2.

¢ |If you are single and have more than one job or are married and you and your
eamings from all jobs exceed $50,000 ($20,000 if marmied), see the Two-Eamers/Multiple Jobs Worksheet on page 2 to

avoid having too little tax withheld.

use both work and the combined

¢ If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Form w-4

Department of the Treasury
intemal Rovenuo Servico

Separate here and give Form W-4 to your employer. Keap the top part for your records.

Employee's Withholding Allowance Certificate

» Whether you are cntitled to claim a certain number of allowances or exemption from withhotding is
subject to raviow by the IRS. Your employer may be required to send a copy of this form to the IRS.

OMB No. 1545-0074

2015

1 Your first name and middle initial

Last name

2 Your social securlty number

Home address (number and street or rural route)

3 [ singe [J Manted [ Married, but withhold at higher Single rate.
Note. If maried, but legally separated, or spouse is a nonresident aiien, check the *Singie” box.

City or town, state, and ZIP code

4 H your last name differs from that shown on your social security card,
check here. You must call 1-800-772-1213 for a replacement card. » [[]

[- 4]

Total number of allowances you are claiming {from line H above or from the applicable worksheet on page 2) 65| XXX XXX
Additional amount, if any, you want withheld from each paycheck . . . . .
7 |claim exemption from withholding for 2015, and | certify that | meet both of the f
o Last year | had a right to a refund of all federal income tax withheld because | had no tax liability, and
* This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.
If you meet both conditions, write “Exempt” here. . . . .

618 XXX XXX

ollowing conditions for exemption.

.7

Under penalties of perjury, | declare that | have examined this certificate an

Employee’s signature
(This form is not valid unless you sign it.) »

d, to the best of my knowledge and belief, it is true, correct, and complete.

Date »

8 Employer's name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.)

9 Office code (optional) | 10  Employer Identification number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Cat. No. 10220Q

Form W=-4 (2015)



