EMPLOYEE DATA SHEET

COMPANY NAME

EMPLOYEE NAME:

LAST FIRST

ADDRESS

CITY STATE ZIP

SSN:

HIRE DATE EMPLOYEE # (if applicable)

DIVISION LOCATION DEPARTMENT

PAY FREQUENCY (CIRCLE ONE): WeEKLY BIWEEKLY SEMIMONTHLY MONTHLY QUARTERLY

SALARY PER PAY PERIOD (IF APPLICABLE) _$
HOURLY RATE (IF APPLICABLE) $ per hour
If CONTRACT EMPLOYEE (1099) CHECK HERE (DO NOT FILL IN TAX SECTION)

TAX DEDUCTIONS:

FEDERAL TAX (CHECK ONLY ONE)
SINGLE
MARRIED
HEAD OF HOUSEHOLD
NUMBER OF EXEMPTIONS
ADDITIONAL DOLLAR AMOUNT TO WITHHOLD IF ANY §

STATE TAX (CHECK ONLY ONE)
SINGLE
MARRIED
HEAD OF HOUSEHOLD
NUMBER OF EXEMPTIONS
NUMBER OF DEPENDENTS
ADDITIONAL DOLLAR AMOUNT TO WITHHOLD IF ANY $




Soaty mediine fo gl ook

DIRECT DEPOSIT
Employee Authorization
Company Name:
Employee Last Name: First Name: MI:

#* Credit unions and pay card clients may have a delay of available funds.

Financial Checking/savings | Amount/ | Account Number | Routing Number
Institution - Percentage

PLEASE ATTACH A VOIDED CHECK FOR THE DIRECT DEPOSIT BANK
ACCOUNT AS VERIFICATION FOR EACH REQUEST

I authorize you and the financial institutions(s) listed below to deposit my pay
automatically to the indicated account(s) and to make adjusting entries as may be
required. It is my responsibility to verify deposits on a per pay period basis before
writing checks against these funds. 1 understand that neither my employer nor Payroll
RX, LLC are responsible for bank errors or fees. I may cancel my Direct Deposit(s) at
any time.

Employee Signature

3445 N. Gauseway Boulavard, Suite 804 + Metaire, Loulsiana 70002 - {504) 520-6368 - Fax (504) 835-8458 - www payrofe.oom
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Form W-4 (2009)

Purpose, Complete Form W-4 so that your
employer can withhold the correct federal income
tax from your pay. Consider completing a new
Form W-4 each year and when your personal or
financlal situation changes.

Exemption from withholding. If you are
exempt, complete only lines 1, 2,3, 4, and 7
and sign the form to validate . Your exemption
for 200€ expires February 16, 2010. See

Pub. 505, Tax Withholding and Estimated Tax.
Note, You cannot claim exemption from
withholding if (8) your income exceeds $950
and inciudes more than $300 of uneamed
income (for example, Interest and dividends)
and (b) ancther person can claim you as a
dependertt on their tax retum.

Basic instructions. If you are not exempt,
complete the Personal Allowances Worksheet
below. The workshests on page 2 further adjust
your withholding allowances based on itemized
deductions, certain credits, adjustments to
income, or two-eamer/multiple job situations.

Complete all worksheets that apply. However, you
may claim fewer (or zero) allowances. For regular
wages, withholding must be based on allowances
you claimad and may not be a flat amount or
percentage of wages.

Head of household. Generally, you may claim
head of household filing status on your tax
retum only if you are unmarried and pay more
than 50% of the costs of keeping up e home
for yourself and your dependent(s) or other
qualifying individuals. See Pub. 501,
Exemptions, Standard Deduction, and Filing
Information, for information.

Tax credits. You can take projected tax
credits into account In figuring your aflowable
number of withholding allowances. Credits for
child or dependent care expenses and the
child {ax credit may be claimed using the
Personal Allowances Worksheet below. Ses
Pub. 918, How Do | Adjust My Tax
Withholding, for information on converting
your other credits into withholding allowances.

Nonwage income. If you have a largs amount
of nonwage income, such as interest or

dividends, consider making estimated tax
payments using Form 1040-ES, Estimated Tax
for individuals. Ctherwise, you may owe
additional tax. [f you have pension or annuity
income, see Pub. 919 to find out if you should
adjust your withholding on Form W-4 or W-4P.

Two earners or multiple jobs. If you have a
working spouse or more thar ons job, figure
the total number of allowances you are entitled
to claim on all jobs using worksheets from only
one Form W-4. Your withholding usually will

be most accurate when all allowances are
claimed on the Form W-4 for the highest
paying job and zero allowances are claimed on
the others. See Pub. 919 for details.

Nonresident alien. If you are a nonresident
alien, see the Instructions for Form 8233
before completing thie Form W-4.

Check your withholding. After your Form W-4
takes affect, use Pub. 918 to ses how the
amount you ars having withheld compares to
your projected total tax for 2008, See Pub.
919, especially if your sarnings exceed
$130,000 (Single) or $180,000 (Marrsd).

Personal Allowances Worksheet (Keep for your records.)

A Enter “1” for yourself if no one else can claim you as a dependent. . . .
© You are single and have only one job; or

B Enter “1"if:

® You are married, have only one job, and your spouse does not work; or

w

® Your wagss from a second job or your spouse’s wages {or the total of both) are $1,500 or lsss.

C Enter "1” for your spouse. But, you may chooss to enter “-0-" if you are married and have sither a working spouse or
more than one job. (Entering “-0-" may help you avoid having too litfle tax withheid.)

mom g

Enter “1”

Enter number of dependents (other than your spouse or yourself} you will claim on your tax returmn
Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above)
if you have at least $1,800 of child or dependent care expenses for which you plan o claim a credit .

Mmoo

{Note. Do not include child support payments. See Pub. 508, Child and Dependent Care Expenses,. for details.)
G Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.
® [f your {olal income will be less than $61,000 ($90,000 If married), enter “2” for each eligible child; ther less “1” if you have three or mors eligible children.

@ If your total income will be betwesn $61,000 and $84,000 ($90,000 and $119,000 if married), enter “1” for each eligible
child plus *1” additional if you have six or more eligible children.

H Add lines A through G and enter total here. (Note. This may be different from the number of exemnptions you claim on your tax return) & H

For accuracy,
complete all
worksheets
that apply.

¢ If you plan fo itemize or claim adjustments o income and want to reduce your withholding, see the Deductions
and Adjustments Worksheet on page 2.

@ Ifyou have more than one job or are married and you and your spouse both workand the combined earnings from all jobs excesd
$40,000 ($25,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 to avoid having too little tax withheld.

© [f neither of the above situations applies, stop here and enter the numbsr from fine H on line 5 of Form W-4 below.

Form W"4

Department of the Treasury
Internal Revenue Service ’

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

Employee’s Withholding Allowance Certificate

» Whether you are entitled to claim s certain number of allowances or exemption from withholding is
subject to review by the IRS. Your empiover may. be required to send a copy of this form to the IRS..

OMB No. 1545-0074

2009

1 Type or print your first name and middle initial.

Last name

2 Ycour social security number

i i
1 ¢
H '

Home address (number and strest or rural route)

3 [:] Single D Married D Married, but withhold at higher Single rate.
Note. If married, but legally separated, or spouse Is a nonresident alien, check the “Single” box.

City or town, state, and ZIP code

4 If your last name ditfers from that shown on your social security card,
check here, You must call 1-800-772-1213 for a replacement card. » D

5 Total number of allowances you are claiming {from line H above or from the applicable worksheet on page 2)
Additional amount, if any, you want withheld from each paycheck .
7 lclaim exemption from withholding for 2009, and | certify that | mest both of the fo!\owmg condmons for exemptlon
® Last year | had a right to a refund of all federal income tax withheld because | had no tax liability and
e This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.

2]

If you meet both conditions, write “Exempt” here . | . -

Under penalties of perury, | declare that | have examined this certificate and to ’the best of my knowiedge and belief, it is true, corect, and complete.

Employee’s signature
(Form is not valid unless you sign it.) P

Date »

8 Employer's name and address (Employer: Complete fines 8 and 10 only if serding to the IRS.)

8 Office code {optional)

10 Employer identification number (EIN}

'
P
!

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Cat. No. 10220Q

Form W-4 (2009}




R-1300 (4/01) State of Louisiana
Department of Revenue

Employee Withholding Exemption Certificate
(L-4)

Purpose: Complete form L-4 so that your employer can withhoid the correct amount of state income tax from your salary.

Basic instructions: Employees who are subject to state withholding should complete the personal allowances worksheet below. Do

- not claim more than your correct withholding personal exemptions and the correct number of withholding dependency credits. Do not
claim additional withholding exemptions if you qualify as head-of-household. In such cases, only the withholding personal exemption
applicable to single individuals is allowable. You must file a new certificate within 10 days if the number of your exemptions decreases,
except where the change cccurs as the result of death of a spouse or a dependent. You may file a new certificate at any time the
number of your exemptions increases. Penalties are imposed for willfully supplying false information or willful failure to supply
information that would reduce the withholding exemption. This form must be filed with your employer. Otherwise, he must withhold
Louisiana income tax from your wages without exemption.

Note to Employer: Keep this certificate with your records. If the employee is believed to have claimed too many exemptions or
dependency credits, the Secretary of Revenue should be so advised by forwarding a copy of the employee’s signed L-4 form to the
Department.

Personal Allowances Worksheet

A, InBlock A, enter “0” if you claim neither yourself nor your spouse, or

In Block A, enter “1” if you claim yourself, provided you do not claim this exemption in connection
with other employment or your spouse has not claimed your exemption, or A
In Block A, enter “2" if you claim yourself and your spouse. You may choose to enter “0” if you are
married, and have either a working spouse, or more than one job. (This may help you avoid having
too little tax withheld.)

B. In Block B, enter the number of dependents (cther than your spouse or yourself) whom you will
claim on your tax return. If no credits are claimed, enter “0”. B.

~— —- Cut here and give the bottom portion of certificate fo your empioyer. Keep the top portion for your records. — —

Form | =4

Employee’s Withholding Allowance

Louisiana 2 gx

Department of v Certificate

Revernue

1. Type or print first name and middle initial Last name

2. Social Security Number 3. No exemptions or dependents claimed @ Single @ Married

4. Home address (number and street or rural route)

5. City, State, ZIP

6. Total number of exemptions you are claiming (from Block A above) 6.
7. Total number of dependents you are claiming (from Block B above) 7.
8. Additional amount, if any, you want withheid each pay period 8.

I'declare under the penalfies imposed for filing false reports that the number of exemplions and dependency credits claimed on this
certificate do not exceed the number to which | am entitled.

Employee’s signature ] Date

The following is to be completed by employer.

9. Employer’'s name and address 10. Employer’s state withholding account number




