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What consequences could the bounced checks have for Steven?

= | L=
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What should he do?

= | L=

Writing “bad checks” can have serious legal consequences!

Sometimes checking accounts can be tempting, particularly if you don’t have your spending
habits under control.

Consider the following:

Amy opened a checking account one month ago and has always kept track of her spending and
deposits. Today, Amy sees a really nice dress on sale for $39.99, the only one left in her size.
When Amy checks her check register, she discovers that she only has $21.00 in her account and
she won’t get paid for another 4 days. She debates whether or not to get the dress anyway,
thinking that she could probably get $18.99 somehow and deposit it before the check clears
What do you think? What would you do in Amy’s situation?

= [ ==
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Can you think of any difficulties you might have with managing a checking account? If so,
describe them below.

= | | ==

89



Independent Living Skill Module |

Can you think of strategies which would help you to handle a checking account responsibly?
List them below.

A , .
My Strategies Are:

" P
Remember, if you think that you’re not ready for a checking account, you can always pay your
bills with money orders. (For more information, refer to the “Money Orders” section in this

module.)

ACTIVITY
If appropriate, open a checking account at a bank of your choice.

90



Independent Living Skill Module 1

AUTOMATED TELLER MACHINES (ATMs)

Although ATMs are very popular, convenient, and easy-to-use to both deposit and withdraw
money in either checking or saving accounts, they also bear certain risks for those of you who
might have difficulty managing money. Because ATM machines allow you access to your
money at all times, there may be a greater temptation to spend money in a way you hadn’t
planned.

Some ATM machines, if they are not affiliated with you bank, will not provide you with your
account balance. This makes it difficult to keep track of your money, especially if you forget to
record the ATM transaction in your checkbook register. Similarly, many grocery stores now
offer customers the opportunity to pay for purchases with their ATM cards, again without giving
a balance.

With this in mind, evaluate the advantages and disadvantages an ATM card would have for you.

Advantages Disadvantages

Would you get an ATM card? Explain your decision.

= | L=
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If you have decided that you will use Automated Teller Machines, here are a few helpful hints
you should keep in mind.

e Choose your secret password very carefully. Don’t use your name, initials, phone number, or
birth date.

e Never write your password on your ATM card. If you lose the card, anyone who finds it
would be able to withdraw your money.

e Don’t announce your password to others. Remember, once you tell a secret to someone, it’s
not a secret anymore.

e Remember to take your receipt after each transaction, even when you’re in a hurry. You’ll
need the receipt to help you balance your monthly statement and, if you have any questions
about your transaction, you’ll need the receipt to speak to the bank personnel.

e Be sure to enter all your transactions (deposits or withdrawals) in you checkbook/savings
register so that you’ll always know what your balance is.

e Don’t forget your ATM card at the machine after you’ve finished your transaction!

MONEY ORDERS

Money orders can be purchased for a fee ranging from $.75 to $2.00 at any bank or post office
and in many convenient stores. Money orders can be used to pay bills (rent, utilities, etc.) in the
same manner as a personal check. The amount of the bill is paid in cash to the teller or
salesperson, who then issues the money order in the same amount. The order needs to be signed
and dated, and information about the agency you are paying needs to be filled out in the
appropriate spaces. After completing your money order, make sure to detach your receipt at the
bottom and keep it in a safe place. This is your proof of purchase. If the person/company you
were paying states that they never received it, you will have the receipt with its identification
number to offer as proof of payment.

SAMPLE:

MONEY ORDER 789-0154-6249

First Federal Bank Boston, MA
VOID IF OVER $1000

Forty Three dollars and Twenty Five cents $ 0043.25
Pay To:

Company Name / Address
Signature: Date

KEEP THE YELLOW COPY FOR YOUR RECORDS
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UNDERSTANDING CREDIT AND CHARGE CARDS

Credit and charge cards are different from checking accounts. Checking accounts use only your
money (i.e., you must have enough money in your account to cover any incoming checks), while
credit and charge cards are a form of a loan from the credit company to you. While this type of
loan seems to make shopping more convenient, keep in mind that it also bears certain risks (like
overspending.) In addition, many credit institutions have a yearly membership fee. Some credit
and charge card accounts also include an additional “service charge” or interest fee for certain
kinds of transactions. It is important to understand how and when these additional fees are

included.
A

( M CREDIT CO ).

0098-0047-45967-9

JOHN Q. PUBLIC
EXP. 9708

.

In order to get a credit or charge card from a bank, service, or store, you must fill out an
application form. Approval will be based upon a number of considerations, including your
present income, length of employment, the balance and activity in you checking or savings
account, and your credit history (Have you ever had credit/charge cards before? Did you pay
your bills on time? Have you bounced checks?). Approval is not automatic. If you have just
begun full-time employment or do not have a credit history, you application might not be
approved. You can always re-apply, however, at a later date.

A credit card allows you to borrow only up to a certain amount, called your “credit limit.” When
you purchase something with a credit card, the credit card company is actually paying for you.
At the end of the month, the credit card sends you a statement telling you how much money you
owe them. If you have a charge card from a particular store, similar loaning and billing
procedures are followed.
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This is an example of a credit card statement:

Return top portion with your check or money order.
%%MM CREDIT CO PP Y !
P.O. Box 008

Boston, MA 02116

Due Date: 6/30/05

Your Name Amount Enclosed:

Street Address
City, State Zip

Account Number Exp. Date Credit Line Available Credit
382-792-730-6 9/08 $500 $377.67

Total Account Balance: | $122.33 Total Minimum Payment: $40.00

DETAILED TRANSACTION SUMMARY FOR PERIOD OF 5/01/95 to 5/31/95

Date Ammount Merchant 1D# Bank
05/11/05 $46.12 LA Boutique 458875344
05/21/05 $76.21 Al Cleaners 842196002

Monthly Percentage Rate 1.5%

The total balance is the amount of money you owe the credit card company for charging things
during a specific period. The total minimum payment is the part of the total balance that must
be paid by the payment date. The available credit lets you know how much more you can
borrow before reaching your credit line. “Credit line” means the same thing as “credit limit,”
and you can’t charge more than your limit. If you do, the credit card company may cancel your
card. Transaction date, amount, and merchant ID# show when and where you used your card,
and how much you charged.

You have two ways to pay off your credit card charges:
1. You can pay the total balance ($122.33) all at once and be finished with it.

2. 'You can pay anywhere between the total minimum payment ($40.00) and the total balance
($122.33), and pay the rest over several months.

Option 1 is good, but you may not have that much money available. You may only be able to
pay a little bit at a time, which is your second option. When you use Option 2, however, the
credit card company charges interest. They charge you for the privilege of putting off payment
until later. In the end, you’re paying for your loan ( the things you charged) and the interest on
the loan, which means that your total payment will exceed the amount of the original loan.
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Which option should you use? Option 1 means you end up paying back only the money you
borrowed. Option 2 means paying only a small amount of money at any given time but paying
back extra money on interest.

Try to pay off your loans from the credit card company as soon as possible. If you wait, you can
end up paying a lot of excess interest.

ACTIVITY
Go to a department store and a bank to research additional information about credit and charge
cards.

As stated in the beginning of this section, although there are advantages to credit and charge
cards, they also bear risks.

Consider the following:

Susan has been working full-time as a nurse’s aid for the past twelve months. She is on a fairly
tight budget and, after paying for rent, utilities, food, and transportation, Susan has
approximately $100 a month for miscellaneous expenses. A few months ago, Susan was
approved for a credit card with a $500 credit line. As soon as she got the card, Susan went
shopping and charged $200 for clothes. Two days later, Susan bought a new TV for $280.
When Susan got her statement in the mail three and a half weeks later, she was a little surprised.
She had not anticipated that she had to pay for all these items and interest as well. Actually, it
almost felt as if the items she charged were free, since charging did not have an influence on her
cash flow.

How do you think Susan will pay the money back?

How long do you think it will taker her to pay off her credit card balance?

Do you think Susan would have bought the items if she had not had a charge card?
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Many people get themselves into dangerous “credit holes,” meaning they buy much more than
they can afford because it seems so simple to use the credit card now and pay later. Most of
these people can never pay off the debt they owe, and the high interest rate on credit cards makes
things worse. Some people spend years paying off debts that they have created through careless
charging.

While credit and charge cards can be helpful in establishing a good credit history, necessary to
apply for larger bank loans or to finance a car for example, they can negatively impact your
ability to get credit if they are misused. You should be aware of the long range effects of bad
credit.

Consider the following:

Susan struggled for quite some time to pay off the charges for her purchases. She was late with
her payments several times and actually missed one or two. Now, three years later, Susan (who
has gotten a promotion and a raise at work) is shopping for a used car. After looking around she
finds a car she likes and can afford, with reasonable monthly payments. She then applies at the
car dealership for financing. The salesperson checks Susan’s credit history through one of the
computerized credit rating companies and informs her that her loan has been disapproved.

What do you think has happened?

After evaluating all the information, do you feel that credit and charge cards are a good option
for you now or in the future? Explain your choice.

= | L=

— —

If you think that credit cards are a good option for you, remember to be very cautious when using
them and never charge more than you can afford!
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UNDERSTANDING YOUR PAYCHECK

Most employers pay their employees by check and, for many people, receiving that check is a
very satisfying experience! Some people, however, are confused about why their check is less
than they expected.

To avoid unwelcome surprises, you should know that there are a number of deductions that are
taken from your paycheck. Your check stub (attached to your check) will identify your gross
pay, which is the total amount of money that you earned, and your “take-home pay” or net
income, the amount that is left for you after all the deductions are taken.
The standard payroll deductions are:

e Federal income tax

e State income tax

e Social Security/Retirement

Other possible deductions:
e Health and hospital insurance
e Life insurance

e Union dues

Keep your check stubs!!! They are an important record of your earnings and deductions.

PAYROLL
CHECK CARSON”S DEPARTMENT STORE

123 EIm Street
Anytown, MA 01234

Pay to the
Order of JESSE SMITH

$ 145.62

BOSTON NATIONAL BANK
Boston, Massachusetts

, _ _ Popfspr 2. Xapoov
0:075341 2090 : 231112 : 1 Robert W. Carson. President

97



Independent Living Skill Module |

Below is a sample payroll check stub. Often, a paycheck stub will also include year-to-date
totals on all earnings and deductions, a breakdown of the hourly wage(s), and other necessary
information.

CARSON’S DEPARTMENT STORE Date of Issue: 10 July 2005
NAME: JESSE SMITH Pay Period: 7/1/05 - 7/8/05
EMP. #: 504 Check #: 324
SS#:001-01-0011

Regular Hours: 30 GROSS EARNINGS: $202.25

Overtime Hours: 0 Current
Deductions
Hourly Rate: $6.75 Federal Tax 34.38

Overtime Rate: $8.00 State Tax 8.10
FICA 14.15

NET EARNINGS $145.62

Jesse’s net pay, his take home pay, is $145.62. Although he earned $202.25 for the week of July
first through eighth, his employer is required to deduct $34.38 for Federal tax, $8.10 for State
tax, and $14.15 for F.1.C.A. (Social Security). This leaves Jesse with $145.62 for himself.

ACTIVITY
Take a look at your paycheck and answer the following questions

What is your gross income?

How much do you pay in Federal taxes?

How much do you pay in State taxes?

How much do you pay to F.I1.C.A.?

Do you have any other deductions? If so, describe.

What are your net earnings?
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THE W-4 FORM

When you start a job, you are asked to complete a W-4 Form so your employer can withhold the
correct amount of Federal income tax. Read the instructions and fill in the sample on this and
the following pages. Complete State Form M-4 (see page 92) only if you claim a different
number of exemptions for Massachusetts and United States income taxes. If you have gquestions
call, your local Internal Revenue Service Office, or call 1-800-424-3676 (toll free).
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Form W-4 (2005)

Purpose. Complete Fom Wed 80 that your
employer can withhold the correct Tedkeml noome
tar from your pay. Becauss your tax stuation meay
change, you may went to reflgure your withholkdng
each year,

Exempton from withholding. f you are exempt,
compdets only lines 1, 2, 3, 4, and 7 and sgn the
foam to valldate 1. Your examption for 2005 expires
Felnuary 15, 2006, S Pul. 505, Tad Withhalding
and Estimated Taw.

Mote. You cannot clalm exsmption from withhoiding
It {&) wour Income exceeds 3200 and Includes more
than $250 of unaarmed Income for example, Interest
and dividends) and b another parsen can clam you
&2 a dependant on thelr tax retum.

Basle Instructions. IT you are not exsmpt, complets
the Personal Allowances Workshest bslow. Tha
wiorkshests on page 2 adjust your withholding
alowances bassd on Remized deductons, certain
cradits, adjustments to Incame, or tyo-

samertas-joly stuations. Complete all workshaets
that apply. However, you rmay daim Tevar jor Zer)
Alkaances,

Head of househokd, Ganerally, you may dalm heed
of househokd Tling status on your tee rsturm only
If you are unmartksd and pay more than 50% of
the coate of kesping up & home for yourssi end
your dependentis) of other qualifying ndidduaks,
Sea line E below.

Tax credits. You can take projected tax credts into
accourt i figuring your alkwable numbsr of with-
hokling allowancse, Cradits Tor chikd of depandent
care apenses and the child tex credit may b=
clamed usirg the Personal Allowances Work-
sheet below. B2 Pub. 219, How Do | Adust My
Tem WHhhodding 7 for Information on corverting your
other cradita Inte withhokding allowancas.
Nonwage Income. i you have a lerge amount of
norwade Income, such as Intersst or dividends, con-
akder making estirmated ta payments using Form
1040-E, Estimated Tex for Indriduals. Ctherades,
youl ey Owe addifonal tae

Teo eamersftwo |obs. I you have a working
spouse or more than one job, Tigure the total rumber
of allvwencss you are entiled to claim on &l jobs
uzing workshests from only one Fomm W-d4, Your
withhokding usually will be most accurats when all
alowances are dalmed on the Fomm W-d far the
highest paying Job and zero alowances ars claimead
on the othera

Monresident allen. if you are a nonresklent sllen,
202 the Inetructiona for Form 8233 bafore complet-
Ireg thiz Form W-4.

Chackyourwithhakding. After your Form W-4 takes
effact, uze Pub. 219 to s2e how the dollar amournt
you are having withhekd compares to your projectad
total tax for 2005, Bae Pub, 819, espdally I your
earnings excesd 3125000 (@ingky or $175,000
{Marne).

Recent name change? it your name on ine 1
ditfers from that shown on your soclal sscurty
card, call 1-B00-772-1213 to Inllate aname chargs
and oitein & social sscurlty card shoaing your cor-
rect name.

Personal Allowances Workshest [Kesp for your reconds)

A Enter "1" for yourself if no one else can claim you as a dependent A
# YYou are single and have anly one joby; or
B Enter "1" if: #* You are marmied, have only one job, and your spouss doas not work; or .o B
® our wagee from a escond job or your spouss’s wagsa (or the total of both) are 1,000 or kaa,
C  Enter *17 for your spouse. But, you may choose to enter *-0-" if you are married and have sither a working spouse or
mars than one job. (Entering “-0-" may help you avoid having too little tex withheld.) c
O Enter number of dependemnta {other than your spouse or yourssl) you will claim on your tax retum o
E Enter "1" if you will filz as head of household on your tax return (s=e conditions under Head of housahaold Ebﬂ\"e:l E
F Enter "1" if you have at least $1,500 of child or dependent care sxpenses for which you plan to claim a credit F
(Mote. Do not include child support peyrmenta. Ses Pub., 506, Child and Dependent Cars Expenses, for detaila.)
G Child Tae Gredit (including additional child tax credit:
# |f your total income will be leas than $54,000 ($79,000 i mamied), enter "2" for each digible child.
#® |f your total income will be betwsan $54,000 and $:54,000 (72,000 and $119,000 i mariedi, enter *17 for sach sligibke
child plus "1" additicnal if you have four or more eligible children. G
H  Add ines A through G and enter total here. (Note. This mey be different from the nurmbsar of exernptions you dlaim on your teax retum.) = H

For accuracy,
camplets all
wiarkehesta
that apphy.

# |f you plan to itemize or claim adjustments to income and want to reduce yourwithholding, sse the Deductions
and Adjustments Worksheet on page 2.
® |f you have more than one job or are marred and you and your spousse both work and the combined sarnings from all joba
emosad 35,000 (325,000 if marisd) ssa the Two-Eamser/Two-Job Workshest on page 2 to avoid having too littke teax withheld.

# |f neither of the above situatiors applies, stoep here and enter the number from line H on line & of Form W-4 below.

Form W'4

Dapariment ol the Treazury
Imernal Rsvsinie 2ardos

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

Employee’s Withholding Allowance Certificate

F Whether you are entitied to clalm a certaln number of allowances of sxemption from withholding Is
subject to review by the IRS. Your employer may e required to send a copy of his form to the IAS.

OME Ho. 15450010

ey
F L

1 Typ= ar print your first name and midde Intial

Last name

2 Your social sacunty numbsar
] ]
i i
1 1

Home addrass (numcer and strest or rural routs)

32 [ singe [T mamed T married, but witnnold at nigher Single rats.
Mote, I maied, bl lagly separeted, or 3pouse 15 & nonr=skdan alen, check the "Sng” ba.

City or tram, staks, and ZIF coda

4 It your last name differs from that shown on your soclal securlty
card, check hare. You must call 1-800-772-1213 Tor a new card. =

O

L= ]

Total number of allowancssa you are claiming (from line H abowve or from the applicable worksheet on page 2) ]
Additional amourit, i ary, you wart withheld from each paycheck .
T | claim exemption from withholding for 2003, and | certify that | mest both of tha fcullm\'lng -:Dndmnna for ampunn
# Last year | had a right to a refund of all federal income tax withheld b=cauas | had no tax liability and
# Thia year | expact a refund of all federal income tee withheld becauss | ewpect to have no tax liability.

If you mest both conditions, write "Exempt” hers .

6%

» 7]

Under panafiies of perjury, | daclars that | have swamined this cerricats and ot ne»s.tmrn;.- kn:fmedga ard balief, it }s frue, cormact, and complets.

Employes's signaturs
{Formn ig ot valid

unkees you sign ity = Date
&  Employer's name and address [Employer Compkte lines & and 10 only 1 sanding o the RS 9 Ofica code |10 Employer Kenbcation numbar (EIN)
[opticnal .
For Privacy Act and Paperwork Reduction Act Notice, ses page 2. Cat Mo 102200 Fomn W-4 o0s
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Form W-4 [2005)

Page 2

Deductions and Adjustments Worksheet

Hote, Uas thia workaheet only if you plan to itemize dedustions, claim certain credite, or claim adjustmeants to incoms on your 2005 e retum.
1 Enter an eatimate of your 2005 itemized deductions. Theas include qualifying home mortgage interest,
charitable contributions, state and lozal taxes, medical ewpenzes in ewceas of 7.5% of your incoms, and
migcallansous deductions. (For 2005, you may have to reduce your itemized deductions f your incoms
ig over $145,850 (372,975 if mamied filing separatehy. Ses Workshest 3 in Pub. 918 for detaila) . . . 1 %

310,000 if rmarried filing jointly or qualifying widow{er)

]

Enter: & 7,500 if head of household

& 5,000 if gingle or married filing ssparatsly

Subtract line 8 from line 5. Enter the result, but not less than ©

o 9 D~ S ;= ow

-

Subtract line 2 from line 1. If line 2 i greater than line 1, entsr “-0-" A

Enter an eetimate of wour 2005 adustments to income, including alimorny, daductile IAA wmb-.rhona and Btudemloamnter\ee‘t
Add limee 3 and 4 and enter the total. {Includs any amount for cradits from Workshest 7in Pub. 818§
Entar an eatimate of your 2005 nomvage income (such as dividends or intereat)

Divide the amount on line 7 by £3,200 and enter the result hers. Drop any frsu::tlnn
Entar the number from the Personal Allowances Worksheet, line H, pags 1 | .
Add linse 8 and 8 and enter the total here, [fyou plan to use the Two-EarnenTwo-Job Wurkshe at. a]sao

[

5| e em |8 |5 5

o

oW~ S O A

enter this total on line 1 below. Ctherwise, stop here and enter this total on Form W4, line 5, page 1 . 10

Two-Earner/Two-Job Workshest (See Two eamers/two jobs on page 1.)

Mote. Ues this worksheet only i the instructions under line H on page 1 direct you hera.
1 Enter the numbsr from line H, page 1 (or from lins 10 akowvs if you ussd 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 | 2
3 If line 1 ia more than or aqual to line 2, subtract line 2 from line 1. Enter the result hars (if zero, enter
“-0-"y and on Form W-4, line 5, page 1. Do not uss the reat of this worksheet . . 3

Mote. If line 1 iz less than line 2, enter “-0-" on Form W-4, line 5, pags 1. Complete lines 4—9 b-alcw.\ to -:a]culata the additioral

withhaolding amount recessary to avoid a year-emd tax bill.
4 Enter the number from line 2 of this workshest
5  Enter the number from line 1 of this workshest
& Subtract line 5 from line 4
T
a8
a

Find the amount in Table 2 below that appliss to the HIGHEST paying job and enter it hers
Multiply line 7 by line & and enter the reeult hers. This ie the additional annual withholding needed .

4
5
L
7 §
s &

Divide line 8 by the number of pay percds remaining in 2005, For exampls, divide by 26 i you are paid
every two weeks and you complsts this form in December 2004, Enter the result hers and on Form W-4,
line 6, page 1. This & the additional amount to be withhel from each paycheck . . . . . . | . a %

Table 1: Two-Earner/Two-Job Worksheet

Married Filing Jointy All Gthers
I wages from HIGHEST | AMD, wades from LOWEST | Enter on Hwages Tom HIGHEST | AMD, wages ¥om LOWEST | Ener on 1T wages from LOWEST | Enibar on
paying job are— paying job ars— ling & abowe | paying Job ars— perying |ob ara— ire 2 sbowe | paying fob are— ires 2 abova
$01 - 340,000 30 - §4,000 [ §40,001 and ovar 0,001 - 36,000 8 0 - 6,000 ]
4001 - E000 1 R0 - 45,000 7 2,000 - 12,000 1
BO0T - 18,000 2 45,001 - 50,000 g 12,001 - 18,000 2
16,001 8nd over 2 50,001 - 0,000 g 18,001 - 24,000 a
60,001 - 85,000 10 24,001 - 31,000 El
340,001 and over 30 - §4,000 o 65,001 - 75,000 11 1,001 - 45,000 1
4001 - B000 1 75,001 - 20,000 12 45,001 - 80,000 <]
8001 - 18,000 2 20,001 - 100,000 13 60,001 - 75,000 7
18,001 - 22,000 3 100,001 - 115,000 14 75,000 - 80,000 a
22001 - 2E,000 4 115,001 and ower 15 80,000 - 100,000 a
25001 - 30,000 [ 100,001 and ower 10
Table 2: Two-Earner/Two-Job Worksheeat
Married Filing Jointhy Al Others
H wages from HIGHEST Erbar an It wiages from HIGHEST Ertter on
paying job ara— Ing 7 abova paying job are— lirg 7 abowe
S0 - 260,000 £450 0 - 320,000 400
B0,001 - 110,00 acd 3000 - 70000 =]
110,001 - 120,000 am TOO01 - 140,000 =i li]
160,001 - 280,000 1,060 140,001 - 320,000 1,080
250,001 and aver 1,120 320,001 ard ovar 1,120

Privacy Act and Paperaork Reduction fct Motice. We ask for the infornation on this
form ta carry out the Infernal Ravenue laws of the Unilsd Stabes. The Internal Ravenus
Coda requires this information under sections 240070 [2)(4) ard 8100 and thei
ragulbttions. Faidurs 1o provids & pmmcompmd form will result in your being tromed
nu a ungnp-unmnhochlrm Wl ding allowances; providing fraudulant

alwo subject youto penalisn Routing usss of this nformation includse
gﬂ l1o|hn mant of Justica for civil and criminal litigation, 1oc|1n-;. izhatea, and

igtrict of Columbia for use in udmnmmn%:mnn larws, and wzing itin the

Maticnal Directery of Hew Hires 'We may aleo disclesa this information to ather countnies
undsr a bxe treaty, to federal and skake iz o enforos Federal nonkae criminal lass,
or to fadenal law enforcement and imeligence agencies 1o combat tarmorism.

Wou are not required to provide the indormation requested on @ formithat is subject 1o

the Papersork Acduction Aot urlezs tha formn displiys o valid CME control number. Books
or recorde rakiting to a form or its instructions must be relained as kong as thei coments
may becoms matedal in the administration of ary Internal Revenus lav. Gensnally, 1o
relurne and reburn information are confidential, =s required by Code saction 8102

The fims re=d=d 1o complets this fom wil vary depsnding on individual
orcuratnces. The sstimated amugehmu in: Facord| i3, 45 min.; Leaming about
b |aw or the form, 12 min.; Preapaning the form, 58 min. If hane comments
oonceming the accumoy of thess fime stimales or sugg=stions for making this farm
simpler, we weould bs happy to bear frem you, You canwrits e Intsrmal nue
Sarvios, Toe Products Coordinating Commitize, SEMCCARMPTT:SP, 1111
Cenatibition dwe. NV, IR-0408, ‘Washinglon, DC 20224, Do not send Farm 'W-4 1o this
mddresz. Instead, give it o your smployer.

@ Frinfad on recyoled paper
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FORM MASSACHUSETTS EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE
M-4
Print full name ..... Social Security No.
Print home address Lo State
EMPLOYEE: HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS
File this: form or Form W-4 . Your personal exemption. Write the figure *1". If you are age 65 or over or will be before next year, write “2°.

with your employer. Other.
wise, Massachusetts In-
come Taxes will be withhek!
from your wages without
axemptions.

EMPLOYER:

. IF MARRIED and if exemption for spouse is allowed, write the figure "4 If your spouse is age 65 or over or will

be before next year and Hf otherwise qualified, write "5”. See Instrucion C......... ..o ivniveivicniaenisananeas

. Write the number of your qualified dependents. See Instruction D ......ovvvvrinsrrrinsns P AN
. Add the number of exemptions which you have claimed above and write the total........ceeveereee
. Additional withholding per pay period under agreement with

P $
a4 [ checklt you will file as head of household on your tax retum.

[

B. [J CheckH you are biind.

C. [0 Check it spouse is blind and not subject to withhalding.

p. O checkit you are a full-ime student engaged in seasonal, part-time or temporary employment whose
estimated annual income will no! exceed $8,000.

EMPLOYER: DO NOT withhold If Box D is checked.

| cartify that the number of withholding exemptions claimed on this cerificate does not exceed the number to which | am entitied.

{Date) (Signed)

THIS FORM MAY BE REPRODUCED

THE COMMONWEALTH OF MASSACHUSETTS « DEPARTMENT OF REVENUE

A. NUMBER —If you claim MORE than the correct number of exemp-
tions, civil and criminal penalties may be imposed. You may claim a smaller
number of exemptions. If you do not file a certificate, your employer must
withhold on the basis of no exemptions.

If you expect 1o owe mare income tax than will be withheld, you may ei-
ther claim a smaller number of examptions or enter into an agreement
with your employer to have additional amounts withheld.

You should ciaim the lotal number of axemptions to which you are enti-
tled to prevent excessive overwithholding — unless you have a significant
amount of other incomea.

IF YOU WORK FOR MORE THAN ONE EMPLOYER AT THE SAME
TIME, YOU MUSTNOT CLAIM ANY EXEMPTIONS WITH EMPLOYERS
OTHER THAN YOUR PRINCIPAL EMPLOYER.

If you are married and if your spouse is subject to withholding, each
may claim a personal exemption.

B. CHANGES — You ma: ; file a new certificate at any time i the number
ofmrnpiiomlﬂCH YouMUSTﬁlaaneweerlmmmmdays
# the nur imed by you DECREASES. For
mrnpie, it durlng the ynr your dnpenden.! son's income indicates that

you will not provide over halt of his support for the year, you must file a
new certificate.

C. SPOUSE —f your spouse is not working or if she or he is working but
not claiming the personal exemption or the age 65 or over exemption,
generally you may claim those exemptions in line 2. However, if you are
planning to file sep annual tax , you should not claim with-
holding exemptions for Iyour spouse or for any dependents that will not be
claimed on your annual tax retum.

If claiming a wife or husband, write "4" in line 2. Using “4" Is the
withholding system adjustment for the $4,400 exemption for a spouss.

D. DEPENDENT(S) — You may claim an exemption in line 3 for each
individual who qualifies as a dependent under the Federal Income Tax
Law. In addition, if one or more of your dependents will be under age 12 at

. year end, add “1” to your dependents total for line 3.

YOU ARE NOT ALLOWED TO CLAIM “FEDERAL WITHHOLDING
DEDUCTIONS AND ADJUSTMENTS™ UNDER THE MASSACHUSETTS
WITHHOLDING SYSTEM.

IF YOU HAVE INCOME NOT SUBJECT TO WITHHOLDING, YOU
ARE URGED TO HAVE ADDITIONAL AMOUNTS WITHHELD TO
COVER YOUR TAX UABILITY ON SUCH INCOME. SEE LINE 5.

IF YOU CLAIM THE SAME NUMBER OF EXEMPTIONS FOR MASSACHUSETTS AND U.S. INCOME TAXES, COMPLETE U.S. FORM W-4 ONLY.

150M 7/87 CRPO186
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FILING TAXES

Everybody who earns money (unless it is tax free) has to file for taxes. If you fail to do so, you
might be prosecuted by the IRS (Internal Revenue Service, an agency responsible for tax
collection). At the end of each year, your employer will send you a W-2 form, which lists the
amount of money you have earned and the deductions taken out of your paycheck during that
year.

To file your taxes, you will need to obtain the W-2 form and both a federal and a state income
tax form. These are usually available, along with an instructional brochure, at a post office or
bank and often mailed directly to your residence. You can either file your own taxes (utilizing
the information on your W-2 and by following the instructions provided in the instructional
brochure) or seek out professional help. In any event, be aware of the deadlines associated with
filling taxes! Depending on your status, you will either get a refund by mail or you may have to
pay out additional taxes that were not collected through your paychecks.

ACTIVITY
Obtain an instructional booklet and the appropriate forms and practice filing taxes with your
social worker, foster parent, or group care staff.
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