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Form W-4 Federal and IA W-4

A copy of the W-4 form is required to be submitted to payroll only if the employee has claimed exempt from withholding on
either the federal or state form W-4. It is no longer necessary to send Centralized Payroll copies of the W-4 form for any
other reason.

IRS Publication 15 — Circular E, Employer’s Tax Guide provides guidance on the Federal W-4 requirement. It requires that by
February 15th of each year, the employer must request a new Form W-4 from any employee that claims exempt from
federal taxes. On February 16", any employee that claimed exempt on the previous year’s W-4 loses that exemption unless
a new W-4 form has been filed. Anyone that fails to file a new W-4 form must be changed to withhold as if the employee is
single with zero withholding allowance in the pay period that Feb 15 falls.

To change an employee’s Federal or State withholding status or exemptions/allowances, key P1 #239-Tax Status Change.
Note: The maximum number of allowable Federal and State exemptions (aka allowances) to be entered on P1 = 98. Code
99 is reserved to allow for ‘Flat Tax’ withholding calculations. For more info, see section below called ‘Request Flat Income
Tax Withholding Adjustment’.

State of lowa Administrative Code 701 — Chapter 46.1(1)c states that employees claiming exemption for withholding of
lowa taxes must fill out an new lowa W-4 form claiming exempt for the calendar year by February 15" of each year. lowa
Administrative Code 701-46.3(2) states that if the employee fails to furnish a W-4 certificate the employee shall be
considered as claiming no withholding allowances.

If an employee is claiming exempt or claiming state withholdings in excess of 22, a copy of the lowa W-4 should be sent to
the lowa Department of Revenue-Compliance Services (address is in the W-4 instructions). Please be sure to write ‘State of
lowa-Centralized Payroll’ in the Employer information box on the lower right corner of the form (see highlighted section of
W-4 form below).

lowa Department of Revenue
https //tax iowa gov 2016 1A W-4

Employee Withholding Allowance Certificate
‘o be completed by the employee

Marital Status: Single (if married but legally separated, check Single) 1 Married T
Print your full name:, Social Security Number;
Home Address:, City: State: ZIP:

EXEMPTION FROM WITHHOLDING

If you do not expect to owe any lowa income tax this year, and expect to have a right to a full refund of ALL income tax withheld, enter
“EXEMPT" here:, and the year effective here Nonresidents may not claim this exemption

Check this box if you are claiming an exemption from lowa tax based on the Military Spouses Residency Refiel Act of 2009 ..............coccoee...
If claiming the military Spouse exemption, enter your state of domicile here:
IF YOU ARE NOT EXEMPT, COMPLETE THE FOLLOWING.

1. Personal allowances. 1
Allowances for dependents 2
Allowances for itemized deductions 3.
Allowances for adjustments to INcome .......... PP 3

5.
g
7.

Allowances for child and dependent care credit
Total allowances. Add lines 1 through 5. _—
Additional amount, if any, you want deducted each pay period -

Nom s wN

Employee: | certify that | am enttied to the number of withnolding Employers: Detach this part and Keep in your records. However. if the
allowances claimed on this certificate, or if claiming an exemption from empioyos is claiming more than 22 Wihhalding allowances or an exemption
withhoiding, that | am entitied to claim the exempt status. from withholding when wages are expected to exceed 3200

compists the section below and send it to the lowa Department of R
Employee Signature: See Employer Withholding Requirements on the back of this form.

Date: Empioyer Name:,

Employer Address:

FEIN:

43-018a (07/24/15)

- - S - — - S e e S

Emplnver “ ithholding Requlrements The emplm er must maintain 1ec01ds of the W 45 It the emplovee is chmnug more than 2" w nhholdmg '1110\\ ances
or is claiming exemption from withholding when wages are expected to exceed $200 per week. the employer must send a copy of the W-4 under separate
cover within 90 days to the Compliance Services. Iowa Department of Revenue, P.O. Box 10456, Des Moines, ITowa 50306-0456.

Questions about Towa taxes: Call 515-281-3114 or 1-800-367-3388 from Iowa, Rock Island, Moline, Omaha, or e-mail idr@iowa.gov
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https://tax.iowa.gov/sites/files/idr/forms1/CentralizedEmployeeRegistryReportingFormIAW4%20%2844019%292016-0114_0.pdf

DAS-SAE
CENTRALIZED PAYROLL
FEDERAL & STATE W-4, FLAT TAX, W2 & WARRANT DUPLICATE REQUEST

Centralized Payroll only needs copies of the W-4 when the employee initially claims an exempt status. In subsequent years,
we do not need a copy of the new W-4 and a P1 does not need to be entered since the status is not changing. Original W-4
forms should be maintained in the employees personnel file.

Note — The IA W-4 form also states an employer doing business in lowa who hires or rehires an employee must complete
this section (below) and submit online at www.lowachildsupport.com or mail to Centralized Employee Registry. Centralized

Payroll automatically submits this information to IWD each pay period via an electronic file

Centralized Employee Registry Reporting Form Submit this information online at

TO BE COMPLETED BY THE EMPLOYER www_iowachildsupport.gov

within 15 days of hire. Please Print or Type ...or mail this portion of the page to Centralized Employee
Registry, PO Box 10322, Des Moines |A 50306-0322; or fax

EMPLOYER INFORMATION 10 1-800-759-5881.

‘ FEIN Required

FEIN plus last 3-digit suffix used when filing lowa withholding tax.

| | ‘ | Telephone Number: |(

Name
Address:

City State: | zw:‘ ‘ ‘ ‘ ‘ ‘,‘ ‘ ‘ ‘ ‘

Questions: For A through D below, please see instructions on back for definitions and clarification.

A. Is dependent health care coverage available? Yes |— or No |—

B. Approximate date this employee qualifies for coverage:

MM DD YYYY
C. Employee start date:

MM DD YYYY
D. Address where income withholding and garnishment orders should be sent, if different than above address.
Address

City: State: ZIF':| | ‘ ‘ ‘—‘ | | ‘ |

W-4 Tips

For federal income tax purposes, all Forms W-4 that are superseded by a revised Form W-4 must be retained for a period
of no less than four years from the date taxes were due or paid based on the Form W-4. A Form W-4 that is not superseded
must be retained by the employer for up to four years following the employee’s termination.

The IRS does not restrict the number of Forms W-4 an employee may file in a year. However, employers are given ample
time to process Form W-4 changes, which could have the same result as limiting the number of Forms W-4 processed
annually for an employee. Specifically, IRS regulations stipulate that a revised Form W-4 must be put in effect no later than
the start of the first payroll period ending on or after the 30th day from the date you received it. (IRC §3402(f)(3)(B)(i); IRS
Publication 15, Circular E, Employer’s Tax Guide, rev. 2015.)

Although IRS does not restrict the number of W-4 forms filed by an employee, it is reasonable to expect that an agency can
designate a discretionary ‘cutoff date’ each pay period, to allow for timely processing and completion of all payroll related
forms and HRIS transactions.

Employers should compare the name on the Form W-4 against the name appearing on the employee’s Social Security card.

If the name on the Form W-4 differs from the employee’s Social Security card, make sure that Form W-4, box 4 is checked.
If box 4 is not checked in this case, employers should treat the Form W-4 as invalid.
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IRS Lock in Letters
Since 2005, the IRS uses information reported on the Form W-2 to identify instances where there is significant under

withholding of federal income tax. The IRS may send the employer a lock-in letter that specifies the marital status and
maximum number of allowances an employee may claim for federal income tax withholding.

DAS/Central Payroll will handle all processing on IRS Lock in letters received. Notification letter will be mailed to employee,
P1 type 239-Tax Status change will be keyed with remarks stating IRS lock in letter date and filing status being mandated,
and an email notification will be sent to HRA to advise accordingly.

The information contained in the IRS lock-in letter will trump the employee’s Form W-4, if using the employee’s Form W-4
will result in less income tax withholding than required by the lock-in letter. Employers must withhold federal income tax
using the withholding allowances and marital status specified in the lock-in letter for any wages paid after the date
specified in the letter. If a Form W-4 is in effect before you receive a lock-in letter, you should continue withholding based
on that Form W-4 if the current Form W-4 does not claim exemption from withholding and claims a marital status,
withholding allowances and additional withholding that result in more withholding than would result from following the
instructions in the lock-in letter.

If the employee furnishes a new Form W-4 after the employer receives the original lock-in letter or modification notice, the
employer must withhold FITW on the basis of the new Form W-4 only if it does not claim exemption from FITW and only if
withholding according to the Form W-4 would result in more FITW than would result under the terms of the lock-in letter or
modification notice. The employer must disregard any new Form W-4 if the employee claims exempt from withholding or
the W-4 results in less withholding than would result under the terms of lock-in letter or modification notice.

If the employee wants to put a new Form W-4 into effect that results in less withholding than that required under the lock-
in letter or modification notice, the employee must contact the IRS. The employer must withhold on the basis of the lock-in
letter or modification notice unless the IRS subsequently notifies the employer to withhold based on the employee’s Form
W-4. (T.D. 9337; Treas. Reg. §31.3402(f)(2)-1; IRS Publication 15, Circular E, Employer’s Tax Guide, rev. 2015.)

Request Flat Income Tax Withholding Adjustment
If an employee is receiving a lump sum payment, such as move pay, termination or settlement, they may want to choose

the option of having the supplemental (or flat) tax withholding rate applied in lieu of using the biweekly tax tables. This
may result in the employee having less tax withheld from that pay warrant. The effect of claiming flat tax can be calculated
and compared using the Gross-to-Net payroll calculator. The code to use for this option if this is what the employee has
decided upon is “99” for the number of withholding allowances/exemptions. The W-4 form can be used to accomplish this,
or the employee can sign the form entitled “Request for Federal and State Income Tax Withholding Adjustment”.

Federal and State Withholding Adjustment Request (Flat Rate) forms can be found on DAS-State Accounting/Central Payroll
website, under ‘Payroll Forms and Publications’.
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https://das.iowa.gov/sites/default/files/acct_sae/cenpay/request_flat_wh_rates.pdf
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Duplicate Warrant Affidavit

If a payroll warrant is lost or destroyed, the employee may request a duplicate warrant be issued. Duplicates can be
reissued if the warrant is less than 6 months old. Once a warrant is older than six months, it will be out dated in the system
and will need to go thru the Appeal Board process for payment.

Request for a duplicate PAYROLL warrant should be sent to DAS-SAE/Centralized Payroll for processing. Request for a
duplicate DAILY PROCESSING warrant should be sent to DAS-SAE/Daily Processing.

Duplicate Warrant Affidavit forms can be found on DAS-State Accounting website, under ‘Manuals, Forms and Reference
Materials’.

Duplicate W-2 wage and tax statement

If an employee needs a duplicate form W-2, they must complete the required SAE Centralized Payroll form, sign and submit
it along with a payment of $5.00 for each year needed. SAE Centralized Payroll will complete the duplicate W-2 as soon as
possible. The completed duplicate W-2 form can be mailed to the employee’s home address, picked up at DAS-SAE window
(must show valid identification) or provided to them at their work location.

Duplicate W-2 request forms can be found on DAS-State Accounting/Central Payroll website, under ‘Payroll Forms and
Publications’.
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https://das.iowa.gov/sites/default/files/acct_sae/man_for_ref/forms/dup_affidavit.docx
https://das.iowa.gov/sites/default/files/acct_sae/man_for_ref/forms/dup_affidavit.docx
https://das.iowa.gov/sites/default/files/acct_sae/cenpay/payroll_forms/duplicate_w2_request_form.docx

