
Sample updated W-4 form 

Required 
Step 1 

Required 
Step 5 

Lines 3, 4(a) and 4(b) are 
FULL-YEAR amounts.  
Line 4(c) is a PER-PAYROLL 
amount. 

Step 3 is NOT for claiming 
exemptions. Using this 
section will have a direct 
impact on your tax return and 
may drastically reduce your 
refund and/or cause you to 
owe the IRS. See detailed 
worksheet for instructions.

Note: If you use this box, 
each spouse should check 
the box on their Form W-4. 
But ONLY one spouse 
should complete lines 3 
through 4(b). 

Steps 2, 3 and 4 are 
OPTIONAL. Use Step 2 
if there are multiple jobs 
or both spouses work. 
Use steps 3 and/or 4 if 
you want to adjust 
withholding so that it 
closely matches your 
actual tax liability. 

Line 4(b) should report 
deductions OVER the 
standard deduction amount. 
See the instructions. 
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