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When you start a new job - or change your name or marital status - you'll probably have to fill out a new W-4 tax form. Your full form is used to determine how much of your income your employer should withhold for federal taxes, so it's important to take time to fill it out carefully and thoroughly to avoid a massive bill every April. Do you know how to fill out a W-4 form? If you need a complete summary, continue reading for a simple
step-by-step collapse. Here's what this complete guide to filling out a W-4 Form will cover: The Basics: What Is a W-4 Form? The W-4 form —which is an employee-retained Grant Certificate—is a document designed to let your employer know how much of your income to retain for federal taxes. You must fill in a new W-4 when you have started a new job, if your personal situation changes, or if you want to adjust the retained value.
In fact, the IRS recommends filling out a new W-4 form each year. The form includes the following fields: Name Social Title Address Civil Security Status Any additional amount you wish to be withheld for each paycheck If you are claiming exemption from retaining your employer's name and address Your first employment date Your employer ID number Check Out: Only 18% of Americans believe that your tax dollars are being spent in
the right way to help you determine what to claim on a W-4 and the amount to withsage from your salary, the IRS provides two worksheets: Multiple Jobs Worksheet – Step 2(b) on page 3 Deductions Worksheet – Step 4(b) on page 3 These worksheets help guide you to the best answer to the question: What should be claimed in a W-4? Note that the IRS has designed a new form for fiscal year 2020. You can download a copy of
form W-4 2020 (with all spreadsheets included) from the IRS website. The best way to fill out a W-4 is to start with the worksheets on page 3, which will guide you through the sign-up form. If you already have a W-4 in the file for your existing work, you don't need to change anything yet. However, if you've recently started a new job, plan to make any personal life status adjustments, or you want to increase or decrease your retained
amount, you'll need to fill out the new W-4 form. It's always a good idea to review your retentions, so contact your HR representative if you have questions. Learn more: How to read your payment receipt [Back to top] Steps to fill out a W-4 form Your W-4 form will display several distinct sections for you to fill out. Be sure to fill only sections relevant to your work and life in the previous year. Follow the steps below to fill out your W-4
form with confidence. Step 1: Fill in multiple worksheet (if applicable) If you have more one job at a time or is married filing together and have a working spouse, you must complete the multiple worksheet. Since your multiple employers do not withhold taxes based on your total salary, the easiest thing to do is is at a higher rate, said Audrey Goetz, certified public accountant, certified valuation analyst and manager of accounting firm
Rudler, PSC. That makes sense if you have, say, two jobs of $25,000 a year. Both employers will retain based on individual incomes of $25,000. However, this does not take into account that you have two jobs that produce $50,000 of income, and you may end up underwith maintained at the end of the year. To fill out this worksheet, you may need to refer to the tables on page 4. Continue reading for step-by-step instructions on how
to populate the multiple worksheet. [Back to top] 1. Line 1 must be filled if you have two jobs, or you are married filing together and both employees. Use the highest paid Work row and the Lowest Paid Work column on page 4 of your W-4 to find the value at the intersection of your two salaries. Enter this number here. See: Where is my refund and other ways to check the irs refund status [Back to top] 2. If you and/or your spouse have
three jobs at the same time, you will fill lines 2a, 2b and 2c. For 2a, use the table on page 4. Use the highest-paid labor salaries on your list for the highest-paid Work row, and the annual salaries for the next highest-paid job in the Lower Pay Job column. Find the crossing of these two salaries and enter the number below 2a. For 2b, add the value for the two jobs that have the highest annual salaries. Use this total when reviewing the
highest-paid Work line. Use the lowest-paying job in the Lower Pay Job column to find the appropriate table value on page 4. Add 2a and 2b together for a total value in 2c. If this is not relevant to you, skip to line 3. [Back to top] Take a look: 2020 IRS Tax Ranges: How much will you pay in 2020 on what you earned in 2019 3. Using the highest-paid job, enter the number of annual compensation periods. For jobs that pay weekly,
between 52; for jobs that pay every two weeks, 26 enter; and for jobs that pay monthly, between 12. Put the number on line 3. [Back to top] 4. Divide the annual amount on line 1 or line 2c by the number of payment periods from line 3 and enter the amount here. Re-enter it in Step 4(c) for the highest-paid job, and include any additional amount you want to be retained. Please note: When will you receive your tax refund? Here's when
to expect the check [Back to top] Step 2: Fill in the deduction worksheet (if applicable) Complete the deduction worksheet only if you plan to itemize your deductions or claim certain credits on your income tax return. You won't need to do this if you plan to claim a standard deduction in your statement income tax. If you complete this worksheet, follow these steps: 1. Place the estimated value of your itemized deductions for 2020 on
line 1. This number may include: Medical and dental expenses that are more than 10% of your adjusted gross income —or the amount you earn before taxes are withdrawn state and local income taxes up to $10,000 Deductible Deductible House Interest Interest Investment interest up to the net income of the investment Charitable contributions Losses of losses and thefts attributable to a disaster declared by the federal government
that are more than $ 100 and 10% of your adjusted gross income Discover: The most popular things to do with your tax refund [Back to top] 2. Then the amount you type in line 2 will depend on your filing status: Enter $24,800 if you are married filing together or a qualified widow(er). Enter $18,650 if you're the head of the family. Enter $12,400 if you're single or married filing separately. Read next: How to prevent your tax refund from
being stolen [Back to top] 3. Subtract line 2 from line 1, and place this number on line 3. If the number is zero or less, just put 0. [Back to top] 4. Use line 4 to record an estimate of student loan interest, individual retirement deductible contributions, and other Calendar 1 income adjustments. The following qualify as profit adjustments: Net business losses if you are a single homeowner Supplemental capital losses loss of real estate
rental income, royalties, partnerships, S corporations, properties, trusts, mortgage real estate investment conduits, etc. Losses from agriculture Ordinary losses from the sale of commercial assets Net operating losses Certain commercial expenses of reserts, artists and government officials based on rates Health savings accounts or deduction of medical savings account Certain mobile expenses for the active right deduction of the
Armed Forces Deduction for self-employment tax Deduction for contributions to a simplified pension plan of self-employed workers and qualification Savings Incentive Plan for Employees Deduction plans Autonomous Health Insurance Penalty on early withdrawal of IRA savings interest deduction student loan Payment of the right of the jury given to your employer Reforestation amortization and deductible expenses related to income
from the rental of personal property for profit Reimbursement of certain supplementary unemployment benefits Contributions to pension plans Contributions of certain chaplains to attorneys' fees and legal costs for certain claims of illegal discrimination Attorneys' fees and legal costs for certain Whistleblower premiumsS Estimated tax decrease attributable to average income for farmers and fishermen Educators expenses View :
Common IRS tax forms explained [Back to top] 5. Add lines 3 and 4, and enter the total in line 5. Again, always remember to check your math by summing up amounts on your W-4. Step 3: Complete the Employee Tax Withholding Certificate (All Contributors) Once you have completed any applicable worksheets, you can start filling out the W-4 form with your tax withholding options that you will give to your employer. (Note: You
cannot fill out a W-4 online because you must send it to your employer.) Fill in the Step 1 fields with your personal information. Complete steps 2-4 if they apply to you. Step 2 is if you have multiple jobs or your spouse works, Step 3 3 to claim dependents and step 4 is for other optional settings. If you fill out Step 2, check box C if you have a job, and your spouse has a job. If there are more than two jobs, use the multiple worksheet on
page 3 or the estimator to ensure that you are retaining enough. If you complete Step 3, multiply the number of children under the age of 17 by $2,000 and put the value into play. For all other dependents, multiply the number by $500 and place it on the second line. Add both values and place the total on line 3. Step 4 is optional. Fill it out only if there is another taxable income (not jobs), if you have other deductions, or if you want to
claim extra tax withheld on withholding each payment period. For step 5, sign your name and provide today's date. Give the form to your employer to fill out the Employers Only field. Check out: Outrageous ways for people to spend their tax refunds [Back to top] W-4 Example: Employee Retention Allowance Certificate Your completed W-4 form should be similar to the W-4 example above. Learn more: 10 tax loopholes that can save
you thousands [Back to top] Need to know: Form W-4 FAQs You may still need clarification on topics other than how to complete a W-4. Here are answers to some frequently asked questions: 1. What is the difference between a W-4 and a W-2? A W-4 is the IRS tax form that you fill out on the job, so your employer will retain your desired amount of federal income tax from your paycheck. A W-2 is the IRS tax form that you receive
from your employer at the end of the tax year. It includes information about how much money you earned, how much money was withheld for federal and state taxes, and other contributions made to Social Security and your employer-sponsored 401(k) account. You will use Form W-2 when submitting your taxes. [Back to top] 2. What should you do if you earn money from two jobs? When you have income from two jobs, you just need
to fill out a W-4 form. More about refunds: No. 1 Thing Americans do with their tax refund [Back to top] 3. How do you know if an employer is withholding too much of a salary? Once your W-4 form takes effect, you can use the IRS retention calculator in IRS.gov or reference pub. 505 to see if the withholding amount is comparable to the projected total tax for the year. [Back to top] 4. Will the amount of money obtained from
investments and dividends affect The W-4? The Irs classifies investments and dividends as non-annual income. When you are earning a significant amount of non-paying income, you can make estimated tax payments using the Form to avoid the additional tax due when the tax season rolls over. [Back to top] 5. How many subsidies can be claimed on a W-4 form? Since the IRS has made changes and redesigned the W-4 form,
personal allowances no longer need to be included for 2020 and forward. [Back to top] 6. How does the W-4 form affect the net salary? Your employer deducts your tax withholdings based on your W-4 form. [Back to top] 7. It is better to have more income retained to be on the safe side? The best thing to do is to be careful to fill out the W-4 worksheets and forms to ensure the proper retention value. If you prefer to have more net
salary now and deal with the possibility of having to pay higher taxes when filing your tax return, you can do that, said Bill Weekes-Ruesch, MBA, CPA. Or, you may choose to have more taxes withheld as you go, resulting in a higher tax refund or lower tax liability when submitting your return. [Back to top] 8. What are the disadvantages of having more withholding taxes and getting a higher refund at the end of the year? It may seem
good to get a large tax refund in the mail when you apply for withholding exemption on your W-4 tax form, but you'll want to have access to these funds sooner if you need them for an emergency or any unforeseen expense. It is better to have the money that is rightly yours in a savings account or other fund than with the IRS, so that you can access that money on your own terms. [Back to top] Fill out your W-4 form correctly to avoid a
massive tax bill Do you feel more confident in filling out the new W-4 2020 after reading these steps? I hope this guide and toolkit will help you in the process of filling out the W-4 form. Whether this is the first time you fill out a W-4 or if you've filled several throughout your career, it's always good to have an update to understand what's going on with your earned salary at every step. Remember to take your time, read everything and
gather any documentation you may need to make sure you fill out everything correctly for your tax paperwork. Click to read more about the average amount of irs tax refund. [Back to top] More from GOBankingRates GOBankingRates
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