Form W4 Calculations for 2014

This form is to be used when setting up a new hire in Workday or receiving a new Form W4 from a current employee.  The intent is to have all employees comply with the requirements of LB1004 which require all employees to “withhold at least 1.5% of the gross wages minus tax qualified deductions unless the employee provides satisfactory evidence that a lesser amount of withholding is justified in the employee’s particular circumstances”.
Each Form W4 should be validated against this worksheet when submitted at the time of hire or afterward as an employee wishes to change the number of exemptions being claimed or changes the marital status.  Currently, the number of exemptions claimed should be the same for Federal and State usage although different dollar amounts can be allocated as additional Federal or State taxes to be withheld.  
Employees claiming the EXEMPT status may do so but must renew the election on an annual basis on or before February 15th of the following year.  Each form MUST be signed and dated by the employee submitting it.  

To complete the form:

· Enter the employee’s name and address book number at the top.

On the left side in the light blue cells:

· Enter the number of exemptions claimed in line 5 of the form into the cell next to the word Exemptions.

· Choose the pay frequency for the employee – B for bi-weekly or M for monthly.

· Now enter either the hourly rate or the total gross pay for the pay period. 
· Enter the number of hours if using the rate of pay per hour or a 1 if using the total gross pay.

· If the employee participates in the Deferred Compensation Program (DCP), enter the amount for each pay period on the DCP $ Withheld line.
· Enter the information requested for each of the six excludable deductions listed at the bottom.

The spreadsheet will calculate the expected withholding.  If the form returns a YES, accept the form W4 and place it into the employee’s file.  If the form returns a NO, inform the employee of the decision.  This may be the result of a large number of exemptions claimed and justified.  In which case, you may accept the form.  Or, it may not.  In this case ask the employee to reconsider their entry.  Any employee intentionally claiming a high number of exemptions to evade the Nebraska Income Tax by claiming an excessive number of allowances or in any other manner overstating the amount of  withholding can be found guilty of a Class II misdemeanor.  
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