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Disclaimer
This eBook is intended for educational purposes only and should not be considered legal
or tax advice.

Tax situations vary by individual. Consult a qualified tax professional if you need
personalized assistance.



Introduction

One of the most common questions employees ask is:
"How do I fill out my W-4?"

The IRS Form W-4 determines how much federal income tax your employer withholds from
your paycheck.

Completing it correctly can help you avoid a large tax bill or a surprise refund when filing your
tax return.

This guide breaks down each section of the W-4 in simple language so you can complete it
with confidence.



What Is Form W-4?

Form W-4, Employee's Withholding Certificate, tells your employer how much federal income
tax to withhold from your paycheck.

Your W-4 affects:

e Your take-home pay
e Your tax refund
e Your tax balance due

The more taxes withheld, the smaller your paycheck but the larger your potential refund.

The fewer taxes withheld, the larger your paycheck but the greater the risk of owing taxes
at year-end.

When Should You Complete a New W-4?

You should update your W-4 when:

Starting a new job

Getting married

Getting divorced

Having a child

Taking on a second job

Losing a dependent

Experiencing major income changes

Step 1: Enter Personal Information

Complete the following:

Name

Enter your legal name exactly as shown on your Social Security card.
Address

Enter your current mailing address.

Social Security Number

Enter your SSN accurately.

Filing Status



Choose one:

Single or Married Filing Separately

Generally used by unmarried taxpayers.

Married Filing Jointly

Typically used if you are married and filing one tax return together.
Head of Household

Generally available if you are unmarried and support a qualifying dependent.

Step 2: Multiple Jobs or Working Spouse
Complete this section if:

e You have more than one job, or
e Your spouse works

Options include:

Option A

Use the IRS Tax Withholding Estimator.

Option B

Use the Multiple Jobs Worksheet included with the W-4 instructions.
Option C

Check the box if there are only two jobs with similar earnings.

If you have only one job and your spouse does not work, leave this section blank.

Step 3: Claim Dependents

If your income qualifies, claim eligible dependents.
Children Under Age 17

Multiply the number of qualifying children by $2,000.



Example:
2 children x $2,000 = $4,000

Other Dependents
Multiply the number of qualifying dependents by $500.

Example:
1 dependent x $500 = $500

Add the totals together and enter the amount on Line 3.

Step 4: Other Adjustments (Optional)

This section allows you to customize your withholding.
4(a) Other Income
Include income not subject to withholding such as:

e Interestincome
e Dividends
[
[ ]

Rental income
Side income

4(b) Deductions
Complete if you expect deductions larger than the standard deduction.
Examples include:

e Mortgage interest
e Charitable contributions
e Certain business deductions

4(c) Extra Withholding
Want a larger refund?
Enter an additional amount to be withheld from every paycheck.

Example:



If you want an extra $50 withheld per pay period, enter $50 on Line 4(c).

Step 5: Sign and Date

This step is required.
Without your signature, the W-4 is not valid.
Review all information carefully and then:

e Sign

e Date
e Return the form to your employer

Do not send Form W-4 to the IRS.

Common Mistakes to Avoid

Y Selecting the wrong filing status

X Forgetting to account for a second job

X Claiming dependents incorrectly

> Not updating the W-4 after major life changes
> Forgetting to sign the form

Example 1
Single Employee

e Onejob
e No dependents
e No additionalincome

Result:
e Complete Step 1
e Skip Steps 2, 3,and 4
e Sign Step 5

Example 2

Married Couple With Two Children



e Married filing jointly
e Two children under age 17

Result:

Complete Step 1
Complete Step 3
Enter $4,000 on Line 3
Sign Step 5

Example 3
Employee With Two Jobs

e Full-time job
e Part-time evening job

Result:

Complete Step 1

Complete Step 2

Use IRS estimator or multiple jobs worksheet
Sign Step 5

Frequently Asked Questions

Will claiming dependents increase my paycheck?

Usually yes. Less tax is withheld from each paycheck.

Can | change my W-4 anytime?

Yes. You may submit a new W-4 to your employer whenever your tax situation changes.
What if | want a bigger refund?

Consider adding additional withholding on Line 4(c).

What if | owe taxes every year?

Review your withholding and consider increasing the amount withheld.

About For You Tax Consultants LLC

For You Tax Consultants LLC provides professional tax preparation, tax planning, business
support services, and financial education.



Need help completing your W-4 or reviewing your withholding?

Contact For You Tax Consultants LLC for a consultation.

Phone: 319-403-3606Scan to book an appointment.

Final Thoughts

Completing your W-4 correctly is one of the easiest ways to stay on track with your taxes
throughout the year. Taking a few minutes to review and update your withholding can help
prevent unexpected tax bills and keep more control over your finances.

Stay informed. Stay prepared. Stay tax ready.

Thank You for Reading!

We hope this guide has helped you better understand how to complete Form W-4 and make
informed tax decisions.

Continue Your Financial Education

Visit our website for additional eBooks, tax resources, templates, guides, and financial
education products designed to help you succeed.

. 319-403-3606

& www.foryoutaxconsultants.com

For You Tax Consultants LLC

Educate. Empower. Elevate.
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