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Completing the W-4 Tax Withholding Form 
 

The employee completes this form regarding their tax withholdings. 
 
* Social Security Number 
* Legal Name 
* Birthdate 
* Gender 
* Marital Status 
* Heritage Code – listed on Page 2 of W-4 
* Wisconsin County Employed – Winnebago 
 
* Exempt Status 
 the employee must check “YES” or “NO” for 
 both Federal and State Taxes 
 --If parents claim student on their income taxes, 
 (s)he is unable to claim Exempt Status. 
 --If student has any tax liability for previous year, 
 (s)he should not claim Exempt (ALL taxes  
 withheld returned—had 0 for the amount of taxes 
 owed for previous year. 
If claiming Exempt, W4 needs to be completed for each 
calendar year employee wishes to claim Exempt status. 
 
 * If the employee checks “YES” for Federal and/or 
   State Taxes – the “Number of Allowances” box(es)  
   should be left blank 
 
 * If the employee checks “NO” for Federal and/or State Taxes – there should be a number written in the “Number of Allowances” box(es) below 
  
* Non-Resident of Wisconsin  if a student checks any box in this section, they must also check “NO” in the “Exempt from Wisconsin State Tax” box 
above   
  - If the employee checks the box for “Minnesota” they must also complete the W-222 form  (This form will need to be completed for each calendar year 
the student wishes to claim this exemption.)  (http://www.uwosh.edu/hr/pdf/statementofminnesotaresidency.pdf) 
  - If the employee checks the box for “Indiana, Illinios, Michigan or Kentucky” they must also complete the W-220 form 
   (http://www.uwosh.edu/hr/pdf/nonresidentemployeeswithholdingreciprocity.pdf) 
  - If the employee checks any state box, they must also list an address for that same state on the W-4 form    Page 1 of 2 
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* Home Telephone 
* U.S. Address 
 address must be where they want W-2 sent 
 and correspond with state they are claiming to 
 be resident of 
* Foreign Address – leave blank 
* Date  
* Employee signature 
* Address Release 

this is a release for their address.  Because of 
FERPA or the Buckley Amendment, no 
student employment information is shared 
with anyone without express written consent 
of the student.  The student directory is 
compiled based on information provided by 
the Student Affairs Office. 

 
* International Visitors 
 Employees not a citizen or national of the 
 United States need to come to Human Resources to complete an additional tax packet. 
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