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“Guiding you over and around the bumps of your payroll journey”


Provided by Syl Luhring – Payroll Supervisor, State Accounting (471-1460)


May 13, 2014


Recap of BUG Meeting – May 8, 2014

Thanks - to all of you who were able to attend the BUG meeting held last Thursday.  For those unable to attend the meeting, I am attaching the PowerPoint and other attachments from my portion of the meeting.  


Changes - To those who did attend the meeting or printed off the presentation, please note the following changes to the slides.  Curtis had already loaded and sent the full presentation to the website before I was able to get the changes to him.  Changes were made to the slide labeled “Open Enrollment & Payroll” which was the first slide in my presentation and to the last slide labeled “Direct Payments from Employees”.  For those who did print the presentation, please replace these two pages of your copy.  

W4 Test - As I stated in the meeting, we have developed a W4 Calculation sheet and the directions on how to use the form.  They are both attached for use and are also available on the Accounting web site at the bottom of the middle row under “W4 Test”.  This label will be changed to W4 Calc.  This form is to be used with each new hire to assure compliance with LB1004 which requires that all employees withhold 1.5% of their taxable wages for State Taxes.  Please let me know if you have any questions about this.

Interims & Monthly New Hires – For those who are on the monthly pay cycle, there is a new process for handling the newly hired employee.  We discussed ways to reduce the number of interims being processed.  Again, please follow the directions on the slide in the PowerPoint labeled “Monthly New Hires”.  We have to wait until the day before you process the payroll in case Workday sends information down through the extract which will change the date entered and thus skip the employee from payment.
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Business User Group










































Address Book

Went Live -  

AB records maintained by agency personnel

ACH

Forms

??

























Archive Project

Status update data:

Implemented?

Tested?

Completed?























Pre-audit

Submit claims within 60 days of when expense was incurred


Include Start and Stop times for travel events on Expense Reimbursement Request



Detailed not summary credit card receipts



























Replacement Warrants

LB 77-2215 revised



Duplicate replace by ‘Replacement’



Reissued warrants will no longer be marked as duplicate or replacement























E1 – Grant dates

Options:

Planned and Actual Start & End dates

??

























Uniform Guidance
Grant Super Circular

Current rules applicable for awards received before December 26th, 2014


New rules affective for all awards received or extended after 12/26/14.























Grants Data Act

Senate passed April 10th

House passed

Effective

Consolidated Reporting to be directed by OMB and Treasury























State Budget Process	

Presented by Gerry Oligmueller

DAS – Budget responsibilities?

Agency responsibilities?

Unicameral impact – direction for next two years.?























E1 Upgrade update

Presented by Kay Mencl, Lacey Pentland























Expense Reimbursement update

Presented by Julie Perez:



Implementation date:  September 2, 2014























Fiscal Year End topics

Presented by Amy Wilson, Bruce Snyder



	Fixed Assets

	Purchase Order clean up

	Year end Memo (Treasury)

	Payroll encumbrances























Payroll





Presented by:



Syl Luhring

























Open Enrollment & Payroll

With the advent of Open Enrollment come changes to coverage and rates.  The rates will be set into place as of July 1st.  In an attempt to assure the rates are correct for both the B-13 and B-14 payrolls (ending June 15th and 29th respectively) there will be modifications to the schedules for each.  Processing of payrolls for those periods will have changes in the schedules.  NO payroll will be allowed to certify or be locked down until we give the “All Clear” to process payroll.   More detail will be forthcoming.

























Monthly New Hires

For monthly agencies only to avoid creating the interim for new hires. 



Submit the Name, Address Book Number and the original hire dates to Payroll the day before payroll is processed.



State Accounting will make the internal changes.



Enter this payroll as any other payroll for the month.



State Accounting will make changes back to original status.























PAYROLL CERTIFICATION

Do Not 

Reset 

Payroll!!!



Once the payroll certification is submitted to State Accounting.  Contact us first to see where we are and if it is OK to reset the payroll.























Form W4

IRS.gov   ***

Employee Withholding Allowance Certificate.

Middle part to calculate exemptions.

Exempt Status updated every year

Use code 99 if the PFC – Employee Payroll Update



































W4 Exempt Status	

Code status as a 99.

Report available for agency processing to verify the status or to see which ones will need to be renewed for the upcoming year.    (Employee W4 information) ******(payroll – reports)



W4 ATTESTATION:  Last year I had a right to a refund of all federal income tax withheld because I had no tax liability and this year I expect a refund of all federal income tax withheld because I expect to have no tax liability.



Sign and date the form.

Renew every year by February 15th or adjust the form accordingly.  (by changing the number of exemptions).   Failure to submit a new form by February 15th to either continue the exemption or change to a different status will result in a withholding at the higher rate until a new or revised form is submitted. 























LB 1004

1.5% minimum withholding for State tax

Lower % allowable if legitimate number of exemptions or are claiming exempt status

New form to calculate %

Use of form ****

























Interim (emergency) Warrant Processing



From State Accounting manual under Interim Payrolls.  “State Accounting recognizes that emergency situations do occur which require an interim payroll payment.  Because of the substantial manual effort involved for both the agency and the State Accounting Office, agencies are asked to request interim payments only, in those situations when payments absolutely CANNOT be made in a normal pay cycle.  E1 is designed to allow maximum flexibility for adjusting employee income and deductions in the normal pay cycle.”



Volume went down for while now rising again.  























Interim (emergency) Warrant Processing (Continued)

When making a request for an interim payment, two Worksheets must be submitted to State Accounting:



The current Pay Calculation Worksheet should be completed prior to completing the Interim Payroll Worksheet.  This worksheet will help agencies in determining the amount to withhold for the employee.  These amounts are then entered on the Interim Payroll Worksheet. 



The Interim Payroll Worksheet should be completed to provide a detailed explanation for the need for the Interim Payment.  In the field for Detailed Reason for Interim, please provide enough information so that the person processing the Interim for you understands what is happening.  The lack of a thorough explanation could delay the process.  In addition, the request must have the proper authorization or processing could be delayed.  

























Interim Processing

If it can be processed through payroll – DO IT!

Change the W4 exemptions on last pay to adjust the taxes if the employee requests it, otherwise pay as normal.

Include vacation and sick leave payouts in payroll after the change.  Do not create interims for these.



Use appropriate DBA codes when submitting form (not just the name of the account where you want it to go)  Example:  Retirement should show as 1110 or 1110 Retirement not just Retirement.





























Direct Payments from Employee

List the account numbers to which payments should be returned. Use the  code to which the amount should be applied as well as the.01/-.01 method

Enter DBA codes for amounts, not just the name.

If the employee is refunding money for an overpayment, Gross up the amount on the worksheet to cover FIT, SIT, FICA, Medicare and Retirement paid and enter amounts as a negative (-).

If employee is paying for insurances while off, enter the amounts as positive (+).  Only the code 2000 should be negative (-) at that point.  






























Form W-4 (2014)
Purpose. Complete Form W-4 so that your employer 
can withhold the correct federal income tax from your 
pay. Consider completing a new Form W-4 each year 
and when your personal or financial situation changes.
Exemption from withholding. If you are exempt, 
complete only lines 1, 2, 3, 4, and 7 and sign the form 
to validate it. Your exemption for 2014 expires 
February 17, 2015. See Pub. 505, Tax Withholding 
and Estimated Tax.
Note. If another person can claim you as a dependent 
on his or her tax return, you cannot claim exemption 
from withholding if your income exceeds $1,000 and 
includes more than $350 of unearned income (for 
example, interest and dividends).


Exceptions. An employee may be able to claim 
exemption from withholding even if the employee is a 
dependent, if the employee:
• Is age 65 or older,


• Is blind, or


• Will claim adjustments to income; tax credits; or 
itemized deductions, on his or her tax return.


The exceptions do not apply to supplemental wages 
greater than $1,000,000.
Basic instructions. If you are not exempt, complete 
the Personal Allowances Worksheet below. The 
worksheets on page 2 further adjust your 
withholding allowances based on itemized 
deductions, certain credits, adjustments to income, 
or two-earners/multiple jobs situations. 
Complete all worksheets that apply. However, you 
may claim fewer (or zero) allowances. For regular 
wages, withholding must be based on allowances 
you claimed and may not be a flat amount or 
percentage of wages.
Head of household. Generally, you can claim head 
of household filing status on your tax return only if 
you are unmarried and pay more than 50% of the 
costs of keeping up a home for yourself and your 
dependent(s) or other qualifying individuals. See 
Pub. 501, Exemptions, Standard Deduction, and 
Filing Information, for information.
Tax credits. You can take projected tax credits into account 
in figuring your allowable number of withholding allowances. 
Credits for child or dependent care expenses and the child 
tax credit may be claimed using the Personal Allowances 
Worksheet below. See Pub. 505 for information on 
converting your other credits into withholding allowances.


Nonwage income. If you have a large amount of 
nonwage income, such as interest or dividends, 
consider making estimated tax payments using Form 
1040-ES, Estimated Tax for Individuals. Otherwise, you 
may owe additional tax. If you have pension or annuity 
iincome, see Pub. 505 to find out if you should adjust 
your withholding on Form W-4 or W-4P.
Two earners or multiple jobs. If you have a 
working spouse or more than one job, figure the 
total number of allowances you are entitled to claim 
on all jobs using worksheets from only one Form 
W-4. Your withholding usually will be most accurate 
when all allowances are claimed on the Form W-4 
for the highest paying job and zero allowances are 
claimed on the others. See Pub. 505 for details.
Nonresident alien. If you are a nonresident alien, 
see Notice 1392, Supplemental Form W-4 
Instructions for Nonresident Aliens, before 
completing this form.
Check your withholding. After your Form W-4 takes 
effect, use Pub. 505 to see how the amount you are 
having withheld compares to your projected total tax 
for 2014. See Pub. 505, especially if your earnings 
exceed $130,000 (Single) or $180,000 (Married).
Future developments. Information about any future 
developments affecting Form W-4 (such as legislation 
enacted after we release it) will be posted at www.irs.gov/w4.


Personal Allowances Worksheet (Keep for your records.)
A Enter “1” for yourself if no one else can claim you as a dependent . . . . . . . . . . . . . . . . . . A


B Enter “1” if: { • You are single and have only one job; or
• You are married, have only one job, and your spouse does not work; or                                   . . .
• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.


} B


C Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more 
than one job. (Entering “-0-” may help you avoid having too little tax withheld.) . . . . . . . . . . . . . . C


D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . . . . . . . . D
E Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above) . . E
F Enter “1” if you have at least $2,000 of child or dependent care expenses for which you plan to claim a credit . . . F


(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.) 
G Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.


• If your total income will be less than $65,000 ($95,000 if married), enter “2” for each eligible child; then less “1” if you                      
have three to six eligible children or less “2” if you have seven or more eligible children. 
• If your total income will be between $65,000 and $84,000 ($95,000 and $119,000 if married), enter “1” for each eligible child . . . G


H Add lines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return.)  ▶ H


For accuracy, 
complete all 
worksheets 
that apply. {


• If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions 
    and Adjustments Worksheet on page 2.  
• If you are single and have more than one job or are married and you and your spouse both work and the combined 
earnings from all jobs exceed $50,000 ($20,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 to 
avoid having too little tax withheld.
• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.


Separate here and give Form W-4 to your employer. Keep the top part for your records.


Form   W-4
Department of the Treasury  
Internal Revenue Service 


Employee's Withholding Allowance Certificate
▶  Whether you are entitled to claim a certain number of allowances or exemption from withholding is 


subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. 


OMB No. 1545-0074


2014
1        Your first name and middle initial Last name


Home address (number and street or rural route)


City or town, state, and ZIP code


2     Your social security number


3 Single Married Married, but withhold at higher Single rate.


Note.  If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.


4 If your last name differs from that shown on your social security card, 


check here. You must call 1-800-772-1213 for a replacement card.  ▶


5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5
6 Additional amount, if any, you want withheld from each paycheck . . . . . . . . . . . . . . 6 $


7 I claim exemption from withholding for 2014, and I certify that I meet both of the following conditions for exemption.
• Last year I had a right to a refund of all federal income tax withheld because I had no tax liability, and
• This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.
If you meet both conditions, write “Exempt” here . . . . . . . . . . . . . . .   ▶ 7


Under penalties of perjury, I declare that I have examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete.


Employee’s signature  
(This form is not valid unless you sign it.)  ▶ Date ▶


8        Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.) 9  Office code (optional) 10     Employer identification number (EIN)


For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 10220Q Form W-4 (2014) 







Form W-4 (2014) Page 2 
Deductions and Adjustments Worksheet


Note. Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.
1 Enter an estimate of your 2014 itemized deductions. These include qualifying home mortgage interest, charitable contributions, state 


and local taxes, medical expenses in excess of 10% (7.5% if either you or your spouse was born before January 2, 1950) of your 
income, and miscellaneous deductions. For 2014, you may have to reduce your itemized deductions if your income is over $305,050 
and you are married filing jointly or are a qualifying widow(er); $279,650 if you are head of household; $254,200 if you are single and not 
head of household or a qualifying widow(er); or $152,525 if you are married filing separately. See Pub. 505 for details . . . . 1 $


2 Enter: { $12,400 if married filing jointly or qualifying widow(er)
$9,100 if head of household                                               . . . . . . . . . . .
$6,200 if single or married filing separately


} 2 $


3 Subtract line 2 from line 1. If zero or less, enter “-0-” . . . . . . . . . . . . . . . . 3 $
4 Enter an estimate of your 2014 adjustments to income and any additional standard deduction (see Pub. 505) 4 $
5 Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to 


Withholding Allowances for 2014 Form W-4 worksheet in Pub. 505.) . . . . . . . . . . . . 5 $
6 Enter an estimate of your 2014 nonwage income (such as dividends or interest) . . . . . . . . 6 $
7 Subtract line 6 from line 5. If zero or less, enter “-0-” . . . . . . . . . . . . . . . . 7 $
8 Divide the amount on line 7 by $3,950 and enter the result here. Drop any fraction . . . . . . . 8
9 Enter the number from the Personal Allowances Worksheet, line H, page 1 . . . . . . . . . 9


10 Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet, 
also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 10


Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)
Note. Use this worksheet only if the instructions under line H on page 1 direct you here.
1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 1
2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if 


you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more 
than “3” . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2


3 If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter 
“-0-”) and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . . . . . . . 3


Note. If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4 through 9 below to     
figure the additional withholding amount necessary to avoid a year-end tax bill.


4 Enter the number from line 2 of this worksheet . . . . . . . . . . 4
5 Enter the number from line 1 of this worksheet . . . . . . . . . . 5
6 Subtract line 5 from line 4 . . . . . . . . . . . . . . . . . . . . . . . . . 6
7 Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here . . . . 7 $
8 Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed . . 8 $
9 Divide line 8 by the number of pay periods remaining in 2014. For example, divide by 25 if you are paid every two 


weeks and you complete this form on a date in January when there are 25 pay periods remaining in 2014. Enter 
the result here and on Form W-4, line 6, page 1. This is the additional amount to be withheld from each paycheck 9 $


Table 1
Married Filing Jointly


If wages from LOWEST 
paying job are—


Enter on  
line 2 above


 $0  -    $6,000  0
6,001  -    13,000  1


13,001  -    24,000 2
24,001  -    26,000 3
26,001  -    33,000 4
33,001  -    43,000  5
43,001  -    49,000  6
49,001  -    60,000  7
60,001  -    75,000  8
75,001  -    80,000  9
80,001  -  100,000  10


100,001  -  115,000  11
115,001  -  130,000  12
130,001  -  140,000  13
140,001  -  150,000  14
150,001 and over 15


All Others


If wages from LOWEST 
paying job are—


Enter on  
line 2 above


 $0  -    $6,000 0
6,001  -    16,000  1


16,001  -    25,000  2
25,001  -    34,000  3
34,001  -    43,000 4
43,001  -    70,000  5
70,001  -    85,000  6
85,001  -  110,000  7


110,001  -  125,000  8
125,001  -  140,000  9
140,001 and over 10


Table 2
Married Filing Jointly


If wages from HIGHEST 
paying job are—


Enter on  
line 7 above


$0  -   $74,000 $590
74,001  -   130,000 990


130,001  -   200,000 1,110
200,001  -   355,000 1,300
355,001  -   400,000 1,380
400,001  and over 1,560


All Others


If wages from HIGHEST 
paying job are—


Enter on  
line 7 above


$0  -   $37,000 $590
37,001  -     80,000 990
80,001  -   175,000 1,110


175,001  -   385,000 1,300
385,001 and over 1,560


Privacy Act and Paperwork Reduction Act Notice. We ask for the information on this 
form to carry out the Internal Revenue laws of the United States. Internal Revenue Code 
sections 3402(f)(2) and 6109 and their regulations require you to provide this information; your 
employer uses it to determine your federal income tax withholding. Failure to provide a 
properly completed form will result in your being treated as a single person who claims no 
withholding allowances; providing fraudulent information may subject you to penalties. Routine 
uses of this information include giving it to the Department of Justice for civil and criminal 
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and possessions 
for use in administering their tax laws; and to the Department of Health and Human Services 
for use in the National Directory of New Hires. We may also disclose this information to other 
countries under a tax treaty, to federal and state agencies to enforce federal nontax criminal 
laws, or to federal law enforcement and intelligence agencies to combat terrorism.


You are not required to provide the information requested on a form that is subject to the 
Paperwork Reduction Act unless the form displays a valid OMB control number. Books or 
records relating to a form or its instructions must be retained as long as their contents may 
become material in the administration of any Internal Revenue law. Generally, tax returns and 
return information are confidential, as required by Code section 6103. 


The average time and expenses required to complete and file this form will vary depending 
on individual circumstances. For estimated averages, see the instructions for your income tax 
return.


If you have suggestions for making this form simpler, we would be happy to hear from you. 
See the instructions for your income tax return.
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Employee's Withholding Allowance Certificate

Form W-4 (2014)

Form W-4. 2014. Catalog Number 10220Q. Employee's Withholding Allowance Certificate. Department of the Treasury. Internal Revenue Service. Whether you are entitled to claim a certain number of allowances or exemption from withholding issubject to review by the I R S. Your employer may be required to send a copy of this form to the I R S. O M B number 1545-0074. For Privacy Act and Paperwork Reduction Act Notice, see page 2. 

Purpose. Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay. Consider completing a new Form W-4 each year and when your personal or financial situation changes.

Exemption from withholding. If you are exempt, complete only lines 1, 2, 3, 4, and 7 and sign the form to validate it. Your exemption for 2014 expires February 17, 2015. See Pub. 505, Tax Withholding and Estimated Tax.

Note. If another person can claim you as a dependent on his or her tax return, you cannot claim exemption from withholding if your income exceeds $1,000 and includes more than $350 of unearned income (for example, interest and dividends).

Exceptions. An employee may be able to claim exemption from withholding even if the employee is a dependent, if the employee:

• Is age 65 or older,

• Is blind, or

• Will claim adjustments to income; tax credits; or itemized deductions, on his or her tax return.

The exceptions do not apply to supplemental wages greater than $1,000,000.

Basic instructions. If you are not exempt, complete the Personal Allowances Worksheet below. The worksheets on page 2 further adjust your withholding allowances based on itemized deductions, certain credits, adjustments to income, or two-earners/multiple jobs situations. 

Complete all worksheets that apply. However, you may claim fewer (or zero) allowances. For regular wages, withholding must be based on allowances you claimed and may not be a flat amount or percentage of wages.

Head of household. Generally, you can claim head of household filing status on your tax return only if you are unmarried and pay more than 50% of the costs of keeping up a home for yourself and your dependent(s) or other qualifying individuals. See Pub. 501, Exemptions, Standard Deduction, and Filing Information, for information.

Tax credits. You can take projected tax credits into account in figuring your allowable number of withholding allowances. Credits for child or dependent care expenses and the child tax credit may be claimed using the Personal Allowances Worksheet below. See Pub. 505 for information on converting your other credits into withholding allowances.

Nonwage income. If you have a large amount of nonwage income, such as interest or dividends, consider making estimated tax payments using Form 1040-ES, Estimated Tax for Individuals. Otherwise, you may owe additional tax. If you have pension or annuity iincome, see Pub. 505 to find out if you should adjust your withholding on Form W-4 or W-4P.

Two earners or multiple jobs. If you have a working spouse or more than one job, figure the total number of allowances you are entitled to claim on all jobs using worksheets from only one Form W-4. Your withholding usually will be most accurate when all allowances are claimed on the Form W-4 for the highest paying job and zero allowances are claimed on the others. See Pub. 505 for details.

Nonresident alien. If you are a nonresident alien, see Notice 1392, Supplemental Form W-4 Instructions for Nonresident Aliens, before completing this form.

Check your withholding. After your Form W-4 takes effect, use Pub. 505 to see how the amount you are having withheld compares to your projected total tax for 2014. See Pub. 505, especially if your earnings exceed $130,000 (Single) or $180,000 (Married).

Future developments. Information about any future developments affecting Form W-4 (such as legislation enacted after we release it) will be posted at www.irs.gov/w4.

Personal Allowances Worksheet (Keep for your records.)

A

Enter “1” for yourself if no one else can claim you as a dependent         

A

B

Enter “1” if:

{

• You are single and have only one job; or

• You are married, have only one job, and your spouse does not work; or                                            

• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.

}

B

C

Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more than one job. (Entering “-0-” may help you avoid having too little tax withheld.)          

C

D

Enter number of dependents (other than your spouse or yourself) you will claim on your tax return          

D

E

Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above)          

E

F

Enter “1” if you have at least $2,000 of child or dependent care expenses for which you plan to claim a credit          

F

(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.) 

G

Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.

• If your total income will be less than $65,000 ($95,000 if married), enter “2” for each eligible child; then less “1” if you                      have three to six eligible children or less “2” if you have seven or more eligible children. 

• If your total income will be between $65,000 and $84,000 ($95,000 and $119,000 if married), enter “1” for each eligible child         

G

H

Add lines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return.)  ▶

H

For accuracy, complete all worksheets that apply.

{

• If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions

    and Adjustments Worksheet on page 2.  

• If you are single and have more than one job or are married and you and your spouse both work and the combined earnings from all jobs exceed $50,000 ($20,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 to avoid having too little tax withheld.

• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Separate here and give Form W-4 to your employer. Keep the top part for your records.

Form   W-4

Department of the Treasury  Internal Revenue Service 

Employee's Withholding Allowance Certificate

▶  Whether you are entitled to claim a certain number of allowances or exemption from withholding is

subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. 

OMB No. 1545-0074

2014

3

Note.  If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.

4

If your last name differs from that shown on your social security card, check here. You must call 1-800-772-1213 for a replacement card.  ▶

5

Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2)

5

6

Additional amount, if any, you want withheld from each paycheck          

6

7

I claim exemption from withholding for 2014, and I certify that I meet both of the following conditions for exemption.

• Last year I had a right to a refund of all federal income tax withheld because I had no tax liability, and

• This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.

If you meet both conditions, write “Exempt” here            ▶

7

Under penalties of perjury, I declare that I have examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete.

Employee’s signature 

(This form is not valid unless you sign it.)  ▶

Date ▶

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Cat. No. 10220Q

Form W-4 (2014) 

Form W-4 (2014)

Page 2 

Deductions and Adjustments Worksheet

Note. Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.

1

Enter an estimate of your 2014 itemized deductions. These include qualifying home mortgage interest, charitable contributions, state and local taxes, medical expenses in excess of 10% (7.5% if either you or your spouse was born before January 2, 1950) of your income, and miscellaneous deductions. For 2014, you may have to reduce your itemized deductions if your income is over $305,050 and you are married filing jointly or are a qualifying widow(er); $279,650 if you are head of household; $254,200 if you are single and not head of household or a qualifying widow(er); or $152,525 if you are married filing separately. See Pub. 505 for details          

1

2

Enter:

{

$12,400 if married filing jointly or qualifying widow(er)

$9,100 if head of household                                                        

$6,200 if single or married filing separately

}

2

3

Subtract line 2 from line 1. If zero or less, enter “-0-”          

3

4

Enter an estimate of your 2014 adjustments to income and any additional standard deduction (see Pub. 505)         

4

5

Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to Withholding Allowances for 2014 Form W-4 worksheet in Pub. 505.)          

5

6

Enter an estimate of your 2014 nonwage income (such as dividends or interest)         

6

7

Subtract line 6 from line 5. If zero or less, enter “-0-”          

7

8

Divide the amount on line 7 by $3,950 and enter the result here. Drop any fraction          

8

9

Enter the number from the Personal Allowances Worksheet, line H, page 1          

9

10

Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet, also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1

10

Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)

Note. Use this worksheet only if the instructions under line H on page 1 direct you here.

1

Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet)

1

2

Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more than “3”          

2

3

If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter “-0-”) and on Form W-4, line 5, page 1. Do not use the rest of this worksheet          

3

Note. If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4 through 9 below to                                         figure the additional withholding amount necessary to avoid a year-end tax bill.

4

Enter the number from line 2 of this worksheet          

4

5

Enter the number from line 1 of this worksheet          

5

6

Subtract line 5 from line 4          

6

7

Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here          

7

8

Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed          

8

9

Divide line 8 by the number of pay periods remaining in 2014. For example, divide by 25 if you are paid every two weeks and you complete this form on a date in January when there are 25 pay periods remaining in 2014. Enter the result here and on Form W-4, line 6, page 1. This is the additional amount to be withheld from each paycheck 

9

Table 1

Married Filing Jointly

If wages from LOWEST paying job are—

Table 1. Married Filing Jointly. If wages from LOWEST paying job are.

Enter on 

line 2 above

Table 1. Married Filing Jointly. Enter on line 2 above.

 $0  -    $6,000  

0

6,001  -    13,000  

1

13,001  -    24,000

2

24,001  -    26,000 

3

26,001  -    33,000 

4

33,001  -    43,000  

5

43,001  -    49,000  

6

49,001  -    60,000  

7

60,001  -    75,000  

8

75,001  -    80,000  

9

80,001  -  100,000  

10

100,001  -  115,000  

11

115,001  -  130,000  

12

130,001  -  140,000  

13

140,001  -  150,000  

14

150,001 and over

15

All Others

If wages from LOWEST paying job are—

Table 1. All Others. If wages from LOWEST paying job are.

Enter on 

line 2 above

Table 1. All Others. Enter on line 2 above. 

 $0  -    $6,000 

0

6,001  -    16,000  

1

16,001  -    25,000  

2

25,001  -    34,000  

3

34,001  -    43,000 

4

43,001  -    70,000  

5

70,001  -    85,000  

6

85,001  -  110,000  

7

110,001  -  125,000  

8

125,001  -  140,000  

9

140,001 and over

10

Table 2

Married Filing Jointly

If wages from HIGHEST paying job are—

Table 2. Married Filing Jointly. If wages from HIGHEST paying job are. 

Enter on 
line 7 above

Table 2. Married Filing Jointly. Enter on line 7 above. 

$0  -   $74,000

$590

74,001  -   130,000

990

130,001  -   200,000

1,110

200,001  -   355,000

1,300

355,001  -   400,000

1,380

400,001  and over

1,560

All Others

If wages from HIGHEST paying job are—

Table 2. All Others. If wages from HIGHEST paying job are. 

Enter on 
line 7 above

Table 2. All Others. Enter on line 7 above.

$0  -   $37,000

$590

37,001  -     80,000

990

80,001  -   175,000

1,110

175,001  -   385,000

1,300

385,001 and over

1,560

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on this form to carry out the Internal Revenue laws of the United States. Internal Revenue Code sections 3402(f)(2) and 6109 and their regulations require you to provide this information; your employer uses it to determine your federal income tax withholding. Failure to provide a properly completed form will result in your being treated as a single person who claims no withholding allowances; providing fraudulent information may subject you to penalties. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation; to cities, states, the District of Columbia, and U.S. commonwealths and possessions for use in administering their tax laws; and to the Department of Health and Human Services for use in the National Directory of New Hires. We may also disclose this information to other countries under a tax treaty, to federal and state agencies to enforce federal nontax criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is subject to the Paperwork Reduction Act unless the form displays a valid OMB control number. Books or records relating to a form or its instructions must be retained as long as their contents may become material in the administration of any Internal Revenue law. Generally, tax returns and return information are confidential, as required by Code section 6103. 

The average time and expenses required to complete and file this form will vary depending on individual circumstances. For estimated averages, see the instructions for your income tax return.

If you have suggestions for making this form simpler, we would be happy to hear from you. See the instructions for your income tax return.
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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.  

~~//~~


PAYCL2013a

		W-4 Calculation for 2014												YES												Tax		Tables				DOCUMENTATION

														NO												Federal		Annual		Single

		Employee Name																								0.00		0.00		0.000		CELL ADDRESS		EXPLANATION

		Address Book #														m										2,250.00		0.00		0.100

																0										11,325.00		907.50		0.150		A5 thru B15		Basic information is entered in column B as directed in 

		Exemptions		14												m										39,150.00		5,081.25		0.250				column A. This information is used to perform the needed

		Pay Cycle						Is State Tax Greater than requirement?				NO				1.0										91,600.00		18,193.75		0.280				computations.

		A Annual, B Bi-weekly, M Monthly		B												1		0.00		0.00		0.00		0.00		188,600.00		45,353.75		0.330

		Marital Status								* If YES, Form W4 is acceptile.						151.92		8,450.00		8,450.00		0.00		0.10		407,350.00		117,541.25		0.350		C7 thru F8		Retirement information is entered in columns D and F as 

		S Single or M Married		M						* If NO, the employee must validate the						$0.00		26,600.00		26,600.00		1,815.00		0.15		409,000.00		118,118.75		0.396				directed in columns C and E. This identifies the amount

		Gross Wages								  exemptions listed or resubmit a new form. 						y		82,250.00		82,250.00		10,162.50		0.25		9,999,999,999.00		9,999,999,999.00		1.000				of wages which is not subject to taxes.

		Rate		$1,500.000												$72.00		157,300.00		157,300.00		28,925.00		0.28		9,999,999,999.00		9,999,999,999.00		1.000

		Units		1.00														235,300.00		235,300.00		50,765.00		0.33								G4 thru G8		These cells compare entries for pay cycle and marital 

		Add FIT		$0.00												-755.66		413,550.00		413,550.00		109,587.50		0.35		Federal		Annual		Married		and		status to constants. Based on the comparisons, different 

		Add SIT		$0.00						Gross Wages		$1,500.00				26		466,050.00		466,050.00		127,962.50		0.40		0.00		0.00		0.000		G39 thru G45		values are placed in cell G8. This value is used as 

		Retirement								Retirement		$72.00				-19647.24		999,999,999.00		999,999,999.00		999,999,999.00		1.00		8,450.00		0.00		0.100				explained in the next group.

		Tax Sheltered								DCP		$0.00						999,999,999,999.00		999,999,999,999.00		99,999,999,999.00		1.00		26,600.00		1,815.00		0.150

		Y Yes or N No		Y						Tax Sheltered Deductions		$56.74						Minimum Wages Subject								82,250.00		10,162.50		0.250		H8 thru K16		These cells use the value in G8 to select the correct

		          % Withheld		4.80						Federal Taxable Wages		$1,371.26						Biweekly		$435.00		Revised 8/24/09				157,300.00		28,925.00		0.280		and		value from the four tables listed in L1 thru N37.

		DCP $ Withheld		$0.00														Monthly		$942.50		Revised 8/24/09				235,300.00		50,765.00		0.330		H40 thru k45

		Excludable Deductions								SIT - State Income Tax		$1.70														413,550.00		109,587.50		0.350		G9 and G44		This cell compares the pay cycle value to a standard to 

		Health (Sec 125)																Wage Range								466,050.00		127,962.50		0.396				determine the proper amount to allow for each exemption.

		Dental (Sec 125)		$34.16										788.97				Biweekly		$580.00		Revised 8/24/09				999,999,999.00		999,999,999.00		1.000

		Vision (Sec 125)		$2.58														Monthly		$1,256.66		Revised 8/24/09				999,999,999,999.00		99,999,999,999.00		1.000		G10 and G45		This cell computes taxable wages by taking total gross 

		Dep Cr (Sec 125)		$20.00				Amount required by LB1004 at 1.5% of taxable wages.						$0.00																				less tax-sheltered retirement less the withholding amount 

		Med Rm (Sect 125)										$3.57		($435.00)		0																		times the number of exemptions.

		Parking (Sec 132)												-435

														0		$0.00																G11 thru G12		These cells determine if the retirement is tax sheltered

																																		and then determines the amount for use in cell G10 & G45.

		NOTES:												$0.00



		Special Withholding Procedures - An employee's state income tax withholding is calculated by the percentage method. If the calculated result is not at least 1.5% of the employee's taxable wage, the employer receives documentation from the employee substantiating the lower withholding.                                                                                

Documentation may include:
*  Verification of the number of children/dependents;
*  Marital status;
*  and/or the amount of itemized deductions.

Without documentation, the employee's withholding must be set at 1.5% or higher. The employer may be subject to a penalty of up to $1,000 for each employee under-withheld if the employee's low withholding is not substantiated. An employee that intentionally evades 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.                                                                                         												($942.50)		0																E11		Comutes total gross by multiplying the values enter in

														-942.5																				column B.

														0		$0.00

																																E14		Computes federal tax withholding by using the table 

																																		in cells H8 thru K16 and vlookup to identify the proper

																																		values to use in the formula.



																																E15		Computes state income tax withholding using cells H40 thru K45.

																m										State 		Annual		Single

																0.00		0.00		0.00		0.00		0.0000		0.00		0.00		0.000		E16		Computes social security using the standard percentage.

																m		7100.00		7100.00		0.00		0.0226		2,975.00		0.00		0.0226

																1.00		10300.00		10300.00		72.32		0.0322		5,325.00		53.11		0.0322		E17		Computes retirement by multiplying the gross by the 

																1.00		25650.00		25650.00		566.59		0.0491		17,275.00		437.90		0.0491				percentage entered and adding the fixed amount. 

																73.08		39900.00		39900.00		1266.27		0.0620		25,025.00		818.43		0.0620

																9,052.76		49500.00		49500.00		1861.47		0.0659		31,775.00		1,236.93		0.0659		G23 thru H31		Computes the proper amount to hold for garnishment.

												updated 20140314				348.18		65650.00		65650.00		2925.76		0.0695		59,675.00		3,075.54		0.0695				G23-H26 is for biweekly and G28-H31 is for monthly.

																26		9999999.00		9999999.00		9999999.00		1.0000		999,999.00		999,999.00		1.0000		G23 G28		Compares disposable income to protected amount for the

																9052.76		999999.00		999999.00		999999.00		1.0000		999,999.00		999,999.00		1.00				pay period to see if any can be held.

																										State		Annual		Married		G24 G29		Determines if 25% or amount exceeding protected amount 

																										0.00		0.00		0.000				should be held.

																										7,100.00		0.00		0.0226		H24 H29		Selects the lessor of the above two amounts. Non head of

																										10,300.00		72.32		0.0322				household amount.

																										25,650.00		566.59		0.0491		G25 G30		Determines if 15% or amount exceeding protected amount

														This data is set by "IFs" 								Calculation				39,900.00		1,266.27		0.0620				should be held.

																										49,500.00		1,861.47		0.0659		G26 G31		Determines if amount exceeding protected amount or 15%

														Pay Periods		Stanrd Ded		Personal Exemption								65,650.00		2,925.76		0.0695				should be held.

														26		12400		256				$3.57				9,999,999.00		9,999,999.00		1.0000		H26 H31		Select the lessor of the above two amounts and the G23/G28

																										999,999.00		999,999.00		1.00				amount. Head of household amount.

														This data should be reviewed for accuracy and possibly changed every year.																				The G25-G26/G30-G31 comparisons are necessary as the 

																																		Disposable Income approaches the break point, the 15%

														Pay Periods Per Year																				computaion will become lower than the difference which is

														Bi Weekly		26.00																		based on 25%.

														Monthly 		12.00

																																E33		Selects the proper 15% amount depending upon the pay cycle.

														Standard Tax Deduction

														Married		12,400.00																E35		Selects the proper 25% amount depending upon the pay cycle.

														Single		6,200.00

																																H9		Uses values from B7 to determine the proper federal withholding

														Personal Exemption																				 allowance amount obtained from cells N84 and N85.

														Per Person		128.00

																																H44		Uses values from B7 to determine the proper state withholding

																																		 allowance amount obtained from cells N87 and N88.

















																										Withholding		Allowance



																										Federal Annual		3950.00

																										Federal Monthly



																										State Annual		1900.00

																										State Monthly






