INSTRUCTIONS FOR FILLING OUT THE W-4 FORM
1. Download the form from our website.  You can type directly into this form.

2. In the bottom section, fill in your name, address, and Social Security number.  Check whether you are married or single. 

3. Figure out how many exemptions you should claim and enter this number on line 5. To figure this out, use the Personal Allowances Worksheet in the middle of the page.  If you itemize your deductions or you have a job other than your Senior Tax Work-Off position or your spouse has a job, use the worksheets on Page 2. 

4. On line 6, put any additional amount you want withheld.

5. Determine if you are exempt from withholding according to the instructions at line 7.  If you are, write “exempt” on line 7. 

6. Sign and date the form and send it to: Merna Morse, 25 Birchwood Lane, Lincoln, MA 01773.  

You do not need to fill out the “Employer’s Name and Address” at the bottom of Page 1.

You do not need to fill out Page 2 unless you itemize your deductions or you have a job other than your Senior Tax Work-Off position or your spouse has a job.

If you need help filling out the form, please call Merna at 781-259-1105 or email her at jm8807@comcast.net.
