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An instruction booklet is enclosed to assist both newly hired employees and employees wishing to
change their state and federal tax withholdings using the W-4 form. This booklet has been updated

to reflect any policy or procedural changes effective in 2014.

It is not necessary to provide a copy to every employee as it will only be used when completing a

new W-4. The same instruction booklet and necessary W4 forms may be printed from our website.

htt://com 7trofler.mar landtaxes.com/Government Services/State Pa roll Services/

The "exemption" for military spouses may require some employees to change their W-4 status. The
"Military Spouses Residency Relief Act" amended the 'Service Members Civil Relief Act" so that

exemption for Maryland state income taxes may be allowed. A full explanation is available on page
4 of the enclosed booklet.
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INSTRUCTIONS R. WORKSHEET FOR.
COMPLETING WITHHOLDING FORMS

FOR MARYLAND STATE EMPLOYEES

qhe law requires that you complete an Employee's Withholding Allowance Certificate so that your employer, the state

of Maryland, can withhold federal and state income tax from your pay. Your current certificate remains in effect until

you change it.

Ifyou have previously filed as "EXEMPT"from federal or state withholding, you must file a new certificate annually

by February 15 of each year.

Complete the Employee's Withholding Allowance Certificate as follows:

Section 1 —Employee Information

—Please check type of Payroll —Regular (RG), Contract (CT), or University of Maryland (UM)
—Name of Employing Agency —Enter name of agency
—Agency Number —Provided by Agency Payroll Office
—Employee Social Security Number
—Employee Name — Complete first name, middle initial, last name
—Home Address —Street name and number or R.D. number
—Address Continued —Apartment number or P. O. Box number. Pennsylvania residents enter township or

borough in which they reside
—City, State, Zip code —Abbreviate state; enter complete five-digit zip code
—County of Residence —Enter Baltimore City or Maryland County in which you presently reside

Pennsylvania residents must enter Maryland County (or Baltimore City) where you are employed

Section 2 - Federal Withholding Form W-4

To complete section 2 see federal worksheet online at:

http: //www.irs.gov/pub/irs-pdf/fw4.pdf

Section 3 —State Withholding Form (Choose Appropriate Form)

- Maryland (Form MW 507) —To complete section 3 see Maryland worksheet page 2 online at:

http: //forms.marylandtaxes.corn/current forms/mw507.pdf

—District of Columbia (Form D-4) —To complete section 3 see District of Columbia worksheet
online at:

http: //otr.cfo.dc.gov/sites/default/files/dc/sites/otr/publication/attachments/2013 D-4

—West Virginia (WV/IT-104) —To complete section 3 see West Virginia withholding information online at:

http: //www. state.wv us/taxrev/uplo ads/it100-1-a. pdf



INSTRUCTIONS — PAGE 1
EMPLOYEE S FEDERAL WITHHOLDING ALLOWANCE

Form W-4 (2014) Tax credits. You can take projected tax credits into account
in figuring your allowable number of withholding allowances.

Purpose. Complete Form W-4 so that your employer can
Credits for child or dependent care expenses and the child

withhold the correct federal income tax from your pay. tax credit may be claimed using the Personal Allowances
Consider completing a new Form W-4 each year and when

Worksheet below. See Pub. 505 for information on converting
your personal or financial situation changes.

your other credits into withholding a'uowances.

Exemption from withholding. Ifyou are exempt, complete Nonwage income. Ifyou have a large amount of nonwage
only lines 1,2,3,4 and 7 and sign the form to validate it. Your income, such as interest or dividends, consider making
exemption for 2014 expires February 17r 2015. See Pub. 505s estimated tax payments using Form 1040-ES, Estimated Tax
Tax Withholding and Estimated Tax. for Individuals. Otherwise, you may owe additional tax. Ifyou

Note: ffanatherpersan can e/aim you as a depena'cut on his or her have Pension or annuity income, see Pub. 505 to find out if

tax return yau cannot e/aim exemptianfram vsithha/din if aur you should adjust your withholding on form W-4 or W-4P.

income exceeds st/ 000 and includes more than j)350 ofunearned Two earners ormultiplejobs. Ifyou have a working spouse or

income /far example, interest and dividends). more than one job, figure the total number of allowances you

are entitled to claim on all jobs using worksheets from only
Basic instructions. Ifyou are not exempt, complete the
Person Mowances Worksheet below. &c worksheets on

when ~ gjowances are claimed on the Form W-4 for the
Page 2 further adjust your withholding dlowances based on

highest paying job and zero ~owances are clued on the others
itemized deductions, certain credits, adjustments to income, or S p b 505 fee u . or eta'.
two-earners/multiple jobs situations. Complete all worksheets

Nonresident alien. Ifyou are a nonresident alien, sec Notice
t at app y. owever,you may c aim ewer (or zero a owances.

For regular wages withholding rn'ust be based on allowances 1392 Supplements Form W-4 Instructions for Nonresident

Aliens before corn letin this Form.
you claimed and may not be a flat amount or percentage of Ah i P g

wages. Check your withholding. After your Form W-4 takes effect,

use Pub. 505 to see how the amount you are having withheld
Head of household. Generally, you may claim head of

compares to your projected total tax for 2014.See Pub. 505, especially
household filing status on your tax return only if you are

unmarried and pay more than 50 percent of the costs of
keeping up a home for yourself and your dependent(s) or other Future developments. Information about any future

quahfying individuals. See pub. 501, Fxemptions, Standard developments affecting Form W-4 (such as legislation enacted

Deduction, and Filing Information, for infomation after we release it) will be posted at v/viv/./rs.gavAo4.

Personal Allowances Workshsst Keep for our records.
A Enter "I"for yourself if no one else can claim you as a dependent..................A
8 Enter "1"if: ~ You are married, have only one job, snd your spouse does not work'or

~ You are single and have only one job; or

B
~ Your wages from e second job or your spouse's wages (or the total of both) are $1,500 ar less. I

0 Enter "I"for your spouse. But, yau may choose to enter "-0-" if you are married end have either e working spouse or more
than one job. (Entenng "-0-"may help you avoid having too kttle tax withheld.)..............C

D Enter number of dependents (other than your spouse or yourself) you will claim on your tex 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 "I" if you have at least $2,000 of child or dependent care expenses for which you plan ta claim a credit ...F

(Note. Do not include child support payments. See Pub. 503, Child end Dependent Care Expenses, for details.)
G Child Tex Credit (including additional child tax credit). See Pub. 972, Child Tex 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 ta six ekgible children ar less "2" if you have seven or more eligible children.
~ If ycur total income ush be between $65 000 and $84 DDD ($95 DCD and $119000 if menied), 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 yau claim on your tax return.) W H

It you plan to itemize or claim adjustments to income snd want to reduce your withholding, see the Deductions
For accuracy, end Adjustments Worksheet oii page 2.
comglete eii If you are single snd have more than one job or are married snd you end your spouse both work snd the combined
worksheets earnings from sk jobs exceed $50,000 ($20,000 if merned), see the Twa-Earners/Multiple Jobs Worksheet on page 2 to
that apply. avoid having too little tex withheld.

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



Form W-4 (2014)

Deductions and Ad ustments 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'Yc (7.5Nc if edher 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(erj; or $152,525 if you are married fiTing separately. See Fub. 505 for details.... 1 $

2 Enter: $9,100 if head of household!
$12,400 if married filing jointly or qualifying widow(er)

$
$6,200 if single or married filing separately

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 hnes 3 and 4 and enter the total. (Include any amount for credits from the Converfmg Credits to

Withholding Aiiowances for 2074 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/Multi le JobsWorksheet See Twoearnersormu/0 le 'obson a e1.

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

1 Enter the number fram hne 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 fihng jointly and wages from the highest paying Iob 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 .

Note. If Bne 1 is less than line 2, enter "-0-"on Form W-4, kne 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 tine 5 from line 4.........................6
7 Find the amount in Table 2 below that applies to the HIGHEST paying iob 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 Table 2
Married Filing Jointly AB Others Married Filing Jointly AB Others

If wages from LOWEST Enter ch If wages from LOWEST Enter ch If wagcc from HIGHEST Enter Pn If wages from HIGHEST Enter ch
paying jch are- tine 2 above paying ich are- line 2 above paying jch arc- line 7 above paying jch are- tine 7 above

$0 - $6.000 D $0 - $6.00D 0 $0 - $74,000 $590 $0 - $37.000 $590
6,001 - 13,000 I 6,001 - 16,0DO I 74,001 - 130,000 990 37.001 - 80,00D 990

13,001 - 24,000 2 16,001 - 25,000 2 130,001 - 200,000 1,110 80.001 - 175,000 1,110
24,001 - 26.000 3 25,001 - 34,DOO 3 200,001 - 355,000 1,300 175,001 - 385,000 1,300
26,001 - 33,000 4 34,001 - 43,000 4 355,0DI - 400,000 1,380 385,001 cnd over 1,560
33,001 - 43,000 5 43,DDI - 70,DOO 5 4M,ODI ahd over 1,560
43,001 - 49,000 6 70,001 . 85,DOO 6
49,001 - 60,0DD 7 85,001 . 110,0DO 7
60,DDI - 75,DDO 8 110,001 - 125,000 8
75,001 - 80,00D 9 125,001 - 140,0DO g

60,001 - 100,000 10 140,001 ahd over 10
IDD,OOI - 115,000 11
115,001 . 130,DOO 12
130,001 - 140,000 13
140,001 - 150,000 14
150 001 xhd over 15

Privacy Aci cwd Pcpcrw rk Reducdcn Act Npsce. We ack for the Ihfcchcdch ch this Ycv cre hei required Ic provide the ihicrmxiich requested cc a lech Ihai ix subject Ic the

formic carry cvi the Infernal Revenue laws ci the United States Infernal Revenue Code Papcrwcrk Reduction Aci vhiexc the form dhcpiayc 4 valid 0MB control number Books cr
sections 3402022) ahd 6109 ccd their rvgvlaiichx require ycv Ic prcvidc this icfcrmxicrc your records relating Ic 4 form cr iic instructions must be retained as long as their contents mxy

employer uses it Ic deiermice your federal income Ixx withholding. Failure Ic prcvlde 4 become material ih the xdmihixirairch at any Ihiemxi Revenue law. Generally, Ixx reivmc xhd

properly completed form will rccvli in your being treated as 4 cmgle person whc clams hc rerum ihicrmchch are confidential, ac required by Code section 6103.
withholding allowances; providing fraudulent ihfcrmxiicc mxy xvbicci ycv Ic pehxhicx. Rcvxhe The average xmc ahd expenses required Ic complete chd file this form wil vary depending
vxcx pi Ihtx ihfcrmximh include giwhg it Ic Ihe Department ci Justice Icr ciwi xhd criminal ch mdhvidval qrcvmxiahcex For estimated averages, xcc the ihxrmchcm for your income Icx
hhgchch; Ic csex, slates, the Dixjhcj cf Columbia, xhd U S, commonwealths chd possessions
for vxc rh administering their Icx laws; andre the Dcpmtmehi cf Health acd Human Scrwcm
for vce m the Nahchcl Directory ci New Hires We mcy also drcclcxe ihrx information ic ciher If ycv have xvggexhccx for making Ihw term simpler, we would be happy Ic hear from ycv.

ccvhihex under 4 Ixx treaty, Ic federal end state agencies Ic xhicrce federal nontax chmihc I
Scc Ihc instructions Icr your income ixx return.

Icwx, cr Ic federal Ixw enforcement xhd intelligence agchmcx Ic cornbat Ierrcricm



2014
INSTRUCTION S
EMPLOYEE'S STATE OF MARYLAND WITHOLDING ALLOWANCE

Line 1 b. this year you do not expect to owc any Mzryland Duties and responsibilities of employer. Retain

Eniployce Withholding Allowance income tax and expect to have the nght to a full refund of this certific ite with your records. You arc rcquned to
Certificat ag income tax withheld Ifyou are eligible to charm this submit a copy of this ccrnficztc and accumpanying
s. Number of personal exemptions (total cxcmption, your employer will not withhold Maryland attachments to the Complmnce Division, Compli-
exemptions on lines A, C and D of the income tax from your wages ance Programs Section, 301 West Preston Street,
federal W-4 or W-4A worksheet a Baltimore, MD 21201,when received if:
b. Number of adCktional exemptions for Students and seasonal employees —whose annual

dcpcndents over 65 years of agc b. income will be belohv the mmimum filing rcquhrcments 1. You have any reason ro believe this certificat is

c Number of additional cxcmpthons for (annual income less thzn $10,000 for 2014) should claim incorrect;
certain items, including estimated exemption from withholding. 'Ibis provides more income 2. The employee claims more than 10 exempnons;
itemized deductions, alimony payments, throughout the year and avoids the necessity of filing a 3 qhc employee claims sn exemption from with-
allowable childcare expenses, qualified Maryland income tzx return. holding bemhuse be/sbe had no mx liability for
r«tirement contributions, business the preceding tax year, cxpccts to incur no tax
losses and employee business Line 4 hability this year and the wages are expected to
expenses for the year. c. Certification of nonresidence in the State ofMaryland. exceed $200 a week;
d. Number of additional exemptions Complete linc 4 qhis line hs to be completed by residents 4. The employee claims an exemption From with-
For taxpayer and/or spouse at least of Virginia who are employed in Maryland and do not holding on the basis of nonresidence, or
65 years oF age and/or blind d maintain a place of abode in Maryland for 183 days or 5. qhc employee claims an exemption from with

e Total —add lines s through d and more. holChng under the Military Spouses Residency
enter here an on line 1 (Form MW507) e. Relief Act
f. Divide the amount on line e by $3,200. Drop any Rcsidencs of Pennsylvania who are employed in Maryland
fraction Do not round up, qhis is the maximum 'nd who do not maintain a place of abode in MaryLand Upon receipt of any exemption certificate
number of exemptions you may claim for withholCkng for 183 days or more, should complete line 5 to exempt (form t3WW507), the Compliance Division will

tax purposes. themselves from the state portion of the withholding tax. make a determination znd notify you if a change hs

Exeniptions for dcpcndents —to qualiFy as required.
your dependent, you must be entitled to an These employees are still liable for withholding tax zt the
exemption for thc dependent on your federal rate in cfiect for the Maryland county in which they aic Once a certificate is revoked by the Comptroller, the
income tax return for the corresponding tax employed, unless they qualify for an exemption on either employer must send any new certific.ite from the
year. hne 6 or line 7. Pennsylvania residents of York and Adams employee to the Comptroller for approvzl before

counties may claim an exemption from the local with- irnplemcnting rhe new ccrtiFicate
Additional exemptions for dependents over holding tax by completing line 6 Pennsylvaniz residents
65 years of agc - An «dCktional exemption is living in other local jurisdictions which do not impose an If an employee claims exemption under 3 above, a
allowed for dependents who are 65 years of age earnings or income tax on Maryland residents may cLaim new exemption certificate must be file by February
or older. an exemptron by completing line 7. Employees qualifying 15th of the following year

For exemption 6 or 7, should also write "EXEMPT"on
Additional exemptions - You may claim additional linc 4. Duties and rcsponsibilitics ofemployee.
exemptions for certain items, incluCkng estimated If, on any day during the calendar year, the number
temized deductions, alimony payments, allowable Line 4 is NOT to be used by residents of other states who of withhnlding exemptions that thc employee is

chiidcar e p nses,q «1

fied�retirementconcribution,

arewo king inMaryland,because suchpersons areliable entitled to claim is less than the number of
bus ness losses and employee business expenses for the For Maryland income tax and withholding from tlheir exemptions claimed on the withholding cxcmp-
year. One additional w thholCing exemption is permit- wages is required. tion certificate in efFect, the employee must file a
ted for each $3,200 of estimated itemized deductions new withholding exemption ccrtificatc hvith the
or zdiustments to income that exceed thc standard Ifyou are domiciled in the District of Columbia, Penn- employer within 10 days after the cliange occurs
deduction ailowance. sylvania or Virginia and maintain a place of abode in
NOTE Standard deduction allowance is 1556 Maryland for 183 days or more, you become a statutory
of Maryland adjusted gross income with a resident of Maryland and you are required to file a resi-
m n mum of $1,500 and a maximum of()2,000 dent return with Maryland reporting your total income

For additional information please
for each taxpayer You must apply to your domicile state for any tax credit to call

which you may bc entitled under the rcmproczl provisions 410-260-7980 or toll freeAdditional exemptions for taxpayer and/or of the law. Ifyou are domimled in West Vhrg n a, you are
spouse - An additional $1,000 may be claimed if the not rcquircd to pay Maryland income tax on wage or sal- 1-800-638-2937
taxpayer znd/or spouse is at least 65 years of age and/ zry income, regardless of the length of time you may have Wb 't
or bind on the last day of the tm year. spent in Maryland

or visit our e site at
www.marylandtaxes. com

Line 2 Under the Serv cemembers Civil Relief Act, as amended
Additional witlhliolding per pay period by the Military Spouses Residency Relief Act you may
under agrccmcnt with employer —'(you are not be cxcmpt from Maryland income tax on your wabms if
ha ing enough tax withheld, you may ask your (I) your spouse is a member of the armed forces present
cmploycr to withhold more by entering zn in Maryland in compliance with military orders, (II) you
additional amount on Line 2. are pesent in Maryland solely to be with your spouse;

and (III) you maintain your domicile hn another state. If
Line 3 you claim exemption under the SCRA enter your state of
Exemption from withholding, You may be entitled to domicile (legal residence) on Line 8; enter "EXEMPT"
claim an exemption from the withholding of in the box to the right on line 8, and attach a copy of your
Maryland income tax hfi spousal military identification card to Form MW507.
a. last year you did not owe any Maryland income tax In addition,you must also complete and attach form
and had a nght to a full refund of any tax withheld; MW507M.
and


