W-4’s 
 (How to check for accuracy and additional helps)
DEPARTMENTS:  Please check that the W-4 has been completed accurately before you submit it to HR/Payroll!
These areas on the W-4 need to be watched carefully! (See Sample W-4 below)
1. First and Last name as well as mailing address
2. Social Security number
3. Must have one of the 3 boxes checked
4. If your last name has changed and is different than your social security card, mark box
5. Allowances (0 or greater- a number MUST be in here UNLESS you are claiming EXEMPT)
a. Line H if you used the worksheet
6. Optional (if they want to withhold an additional dollar amount for Federal)
7. ONLY PUT EXEMPT here if box 5 is blank 
and
	*Last year you had a right to a full refund of ALL federal tax income 
*This year you expect a full refund of ALL federal income tax
(If this is your first year filing then you cannot claim exempt if your income exceeds $950 and includes more than $300 of unearned income).
· NOTE:  If you claim EXEMPT you must complete a new W-4 annually before February or your withholding will default to the highest rate.  
	   [image: ]

Also, be sure that the form is signed and dated.



Common errors that will make a W-4 invalid: 
(An incomplete or inaccurate W-4 will be returned to be corrected)

Watch for these common errors:
· A number in box 5 and “Exempt” in Box 7
· Can only have one or the other
· Area 3 does not have a box marked
· Missing or incorrect Social Security number
· Not signed

Can you assist helping a new employee/student complete their W-4?
Please be aware that the UNC Payroll and HR department cannot give tax advice on how an Employee should complete their W-4.  Hiring Departments should also not be giving any advice to the new employee. Only advisers who are qualified to represent someone before the IRS should be giving tax advice.
If an Employee needs help they can go to: 
1. IRS CALCULATOR     www.irs.gov    then click on “Withholding Calculator” to help complete W-4.
1. Call their tax accountant
1. Parents
Please do not tell a student or an employee how many allowances to claim or if they should claim exempt on their W-4!!!
1. The top of the W-4 has a wealth of information that can assist in completing the W-4 as well as the worksheet located in the middle of the page.  (If you plan to itemize – you may use the worksheet on the back as well).
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Cut here and give Form W-4 to your employer. Keep the top part for your records.

Employee’s Withholding Allowance Certlficate OME No. 15450074
)
> Whather you are entted o cisim 2 certin number o allawances or exemption from withholding s 0
S| e g e s | 2010
“Type o pintyour st name and middle . | Last name Your social security number
TNAME LASTNAME X |xXx i XXXX
Singe ] Marmed 1| Maried, ut withhod a igher Sngeras.
i, bt gty prsts o spoues s 8 et i,k " o
1 your tast name difers from that shown on your social secuy card,
heck hera. You must call1-800-772-1213fo a replacement card. » [ ]
5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5

‘Additional amount, if any, you want withheld from each paycheck .
7 I claim exemption from withholding for 2010, and I certty that | meet both of the following conditions for exemption.
@ Last year | had a right to a refund of all federal income tax withheld bcause | had no tax liability and
© This year | expect a refund of all federal income tax withheld because | expect to have no tax liabilty.

f you meet both conditions, write “Exempt” here . . >
Under penaltis of pery,  decire tha | have examined this certfcate and to s bast of my Knowladge and bere, s e, comrct, and Compite.

°

Employee’s signature
Date >
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