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This program has been developed to build the confidence of young adults who want a job but do
not have much, if any, experience in applying for a job.
This program is free to any group of five or more participants and will be made available at their
location for their convenience. Participants should be at least 14 years of age.
This program is intended to address the concerns of the following types of young adults:
Those from upper income families,
Those from lower income families,
Those participating in gang prevention programs,
Those with physical or mental disabilities,
Those with prison records or about to be released,
Members of athletic teams or youth groups,
Members of church or community groups.
The topics that will be presented in this program include:
How to prepare for the interview,
How to dress appropriately for the interview,
What to bring to the interview,
How to fill out the job application and other common employment forms,
What kinds of questions will be asked and how to respond to them,
What is a “winning” attitude,
What to expect of an interview and questions the applicant should ask.
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ZZZGLVFRYHUDUNDQVDVJRY

,QWURGXFWLRQWR)DFLOLWDWRU
While this program has areas, which are common to all groups of young adults, there are specialized
areas as well, depending upon the type of group who is attending this program. These areas will be
identified and highlighted in each section.
This program is divided into three sessions.
Each session takes about 45 minutes.
Session 1:
Purpose:

Building self-esteem and the confidence to fill out a job application.
Discussing the importance of honesty on the job application, and how to
be prepared for the job interview and the job.

Schedule:

Introduction, How to Fill Out the Job Application and Other Important
Forms, Questions, and Evaluation Forms.

Session 2:
Purpose:

Building self-esteem, identifying one’s strong points, and determining
career options.

Schedule:

Review of Session 1, How to Write a Resume, Questions, and Evaluation
Forms.

Session 3:
Purpose:

Building self-esteem through the understanding of what kind of jobs
they are interested in, how to interview for them, and getting experience
through practice.

Schedule:

How to Dress for the Interview, Interview Questions and How to Answer
Them, Mock Interviews, Available Resources, Questions, and Evaluation
Forms.
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ZZZGLVFRYHUDUNDQVDVJRY

,QWURGXFWLRQWR)DFLOLWDWRU
The sessions in this manual are presented as if you are speaking to the participants. For the most
effective presentation, you should become familiar with the material, but talk in your own words
rather than as if you are reading from a script. This presentation has been divided into three sessions.
The three sessions are set up so the participants can get actual practice in showing up on time, get
all of the information they need, and gain the feeling of accomplishment when they have completed
the program. It is therefore important that this schedule not be changed.
It is important in the introduction to explain to young adults the difference between job satisfaction
and getting a paycheck. Sometimes a paycheck is the most important thing in a job, but in life, it is
better to look around, see what jobs are available, understand what you enjoy doing and look for a
job that is fulfilling – a job that provides satisfaction and builds self-esteem.
They need to understand that there are a wide variety of jobs they have the skills to do depending
on their interests, time schedules, and education. If they are interested in interacting with other
people, there are jobs in sales, in health care, in taking care of children or older adults, etc... If they
are interested in working outside, there are jobs in gardening, landscaping or yard work, building
highways, construction, etc... If they like working on engines, they can work fixing cars, appliances,
heavy equipment, etc... If they like driving, they can become bus drivers, truck drivers, taxi drivers,
etc... If they like computers, there are many jobs in the computing world available to them from using
computer programs to building them.
It also is important to make the point to these young adults that one very important part of every job
is showing up every day (no matter what their schedule is) and actually doing the job. A dependable
employee really impresses employers, and he/she is a real asset.
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ZZZGLVFRYHUDUNDQVDVJRY

6HVVLRQ²)DFLOLWDWRU·V1RWH
The purpose of this session is to build the self-esteem of the participants through their ability
to describe themselves on the application. This session focuses on being able to fill out the job
application and other important forms, and to make the participants comfortable with this part of
the “applying for work” process.
Young adults will be interested in deciding what activities or jobs they have participated in or done
which will help them in terms of job experience (for example babysitting or yard work).
Those participating in gang prevention programs also will be interested in the above issues and in
issues about their past juvenile records.
Those with physical or mental disabilities will be interested in what they need to put on the
application about their disabilities and how they will fill out the form (they may need help). They
need to take their time and not rush through the application. If they don’t understand a question,
they need to ask for help. It is important to get these people to talk about their feelings and discuss
how they can best present themselves to employers.
Those with prison records or who are about to be released from prison will be interested in what
they need to say on their application about their records and how they should present themselves
in the interview. Conviction records should only be discussed if it is relevant to the job. You also
need to make them aware of the Federal Bonding Program, which is available to them through the
Department of Workforce Services which provides a form of “insurance” to the employer who hires
employees with criminal records. It is important to get these people to talk about their feelings and
discuss how they can best present themselves to employers.
Members of athletic teams or youth groups will be interested in how they can transfer skills from
participating in youth groups and athletic teams to work teams. They will also be interested in
what other activities or jobs they have done that can be used to show their experience on the job
application.
All will be interested in what a job application, I-9, W-4, W-2, W-5, and direct deposit forms look
like, as well as, what they mean and how to fill them out. A pocket resume to help them fill out
applications rapidly also is included for their use. All of these forms are included in this section, and
you may copy and distribute them to your class.
All sessions end with an evaluation form.
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ZZZGLVFRYHUDUNDQVDVJRY

:KDWLVD-RE$SSOLFDWLRQ"
When you apply for a job, you will be asked to fill out an application form. All of these forms require
the same type of information on them: your name; address; Social Security number; where, when,
and how long you attended school; your job history; your references – names and addresses of
people who know you (and are not your family) and who can speak of your good qualities; and what
job you want.
This form is used by the company to decide whether or not you will be interviewed for the job. Most
job application forms are used to screen people out, so it is very important how you fill out the form.
By the time you get the application, you should have a pretty good idea how you are going to fill it
out. In addition, you should always be prepared by carrying a pen and any information that you can’t
carry in your head (a list of references for example). Since the form will in most cases decide whether
or not you will be interviewed for the job, be sure to fill it out neatly, completely, and accurately.
CARDINAL RULE: Always indicate the type of job that you want. If you don’t, the company will
think you do not know what you want to do and therefore, probably won’t interview or hire
you.
Just because you have completed an application form and left it does not mean that you are finished
with that company. You should follow-up regularly so the employer does not forget you. There is
always the possibility that you will get an interview and a job because the employer needs someone
immediately.
The first requirement to building your self-esteem and confidence in seeking a job interview is to
identify the unique job skills you have. You must look at yourself to decide what you want to do and
how your schooling and/or experience will benefit you in getting a job interview.
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ZZZGLVFRYHUDUNDQVDVJRY

*RRG4XHVWLRQVWR$VN<RXUVHOI

Why should this person hire me?
What do I have to offer this company?
How will I be an asset to this company?
Once you have decided what your strong points are, you need to decide what kind of jobs these skills
qualify you for.
In determining what job to seek, you must be realistic about the amount of time you have to devote
to it. You will not be successful in either your job or school work if you think you can attend school
for six hours, do homework, and then work from 6 p.m. until midnight.
Before you begin the job hunt, you should prepare yourself by knowing not only what job you
want but also something about the company. You certainly wouldn’t want to ask for a job flipping
hamburgers in a vegetarian restaurant. Do your homework about a company before you apply.
There is nothing as important in a job as the performance of it. Therefore, you must show
prospective employers you are dependable. You should plan your travel so that you can be on time
for job interviews.
CARDINAL RULE: Be on time and be neat and clean. Know something about the company
before you ask for an interview.
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ZZZGLVFRYHUDUNDQVDVJRY

&RPSOHWLQJ$SSOLFDWLRQV
Even if a company does not have any job openings at the moment, you need to fill out an application
form. Many companies fill their entry-level jobs with people whose applications are on file. You will
have a chance only if you fill out the application.
Here are some basic rules in filling out an application:
READ the application once (beginning to end) before you write anything on it.
BRING a pen, not a pencil. Don’t be in the embarrassing position of having to borrow from the
person who wants to hire you.
EVEN if you’re just dropping by to fill out an application, dress as if you were coming to work.
You may meet the person doing the hiring and be asked to interview for the job right away.
REMEMBER, FIRST IMPRESSIONS ARE IMPORTANT AND THEY COUNT THE MOST.
FILL out all items on the application. If a question does not apply to you, write “N/A”
(not applicable) so the employers know you read and understood the question.
PRINT! It’s much easier to read.
BE NEAT!! If you make a mistake, ask for another application. In fact, it’s a good idea to ask
for two applications to start with. Another good idea would be to use one of the erasable
ballpoint pens.
NEVER LIE ON AN APPLICATION. If you get caught, you will not get the job, or if the boss
finds out later, you most certainly will get fired. You should have a list of references with
you. Teachers, counselors, family friends, coaches, and ministers are the types of people
most commonly used. You should have their names, addresses, and telephone numbers.
Employers may contact these individuals to find out more about you before deciding whether
to offer you a job. Be sure you tell your references you have used their names so they can
expect the call.
Young adults who have been fired or arrested: An application can uncover some events in your past
that you’re not proud of. For example, you may have been fired from one or more jobs; or perhaps,
you have an arrest record. Most application forms have a question such as “Reason for leaving
previous job?” or “Have you been convicted of a crime?”
While there is no easy answer to the first question about the reason for leaving a previous job if
you were fired, you may respond that you were“let go” or the “job was unsuitable.” Either of these
responses will allow you to explain in more detail what happened during the interview. On the other
hand, if you have been fired from several jobs, you may have a specific problem either in attitude,
skills, or are applying for the wrong kinds of jobs.
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ZZZGLVFRYHUDUNDQVDVJRY

&RPSOHWLQJ$SSOLFDWLRQV
If you have been convicted of a crime, federal law prohibits application or interview questions about
prior convictions unless a clean record is a written requirement for the job. The law does not require
you to list the following kinds of convictions:
TRAFFIC TICKETS - Unless the job you’re applying for requires a clean driving record.
JUVENILE COURT CONVICTIONS - If you’re under 18 years of age and were tried and convicted
as a juvenile, your record is not available to the public, and if you stay out of trouble, your
record can be wiped clean.
Adults with a criminal record will have a much tougher time convincing employers they want a
chance to prove themselves. There are a lot of rules in the workplace which may seem unimportant
but which are real. You must be on time. You must look neat and clean. You must sit up straight and
speak clearly. Say “yes” not “yeah.” Look the interviewer in the eye but do not stare or make them
nervous.
There is a Federal Bonding Program, which provides individual fidelity bonds to employers, a form
of insurance, for job applicants who, due to a criminal record, poor credit history, or many other
situations, would not otherwise be hired.
FACILITATOR’S NOTE
At this point if you have not already handed out the sample applications, hand them out and go
through each area on the application so that the participants will understand what each question
means. You need to point out to the participants that some jobs require drug testing (safety sensitive
jobs such as driving, etc.). Some companies may do it routinely.
You also need to hand out samples of the Immigration and Naturalization Form (I-9), the Wage
Reporting Form (W4), and a direct deposit form. Go through these forms and make sure the
participants understand them.
Now practice filling out and reading the forms. Note that no matter how complicated the application
looks – the same information is being requested.
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'HSDUWPHQWRI+RPHODQG6HFXULW\
86&LWL]HQVKLSDQG,PPLJUDWLRQ6HUYLFHV

20%1R([SLUHV

USCIS

Employment Eligibility Verification

(PSOR\PHQW(OLJLELOLW\9HULILFDWLRQ
Form I-9

Department of Homeland Security

OMB No. 1615-0047

U.S. Citizenship and Immigration Services
3OHDVHUHDGLQVWUXFWLRQVFDUHIXOO\EHIRUHFRPSOHWLQJWKLVIRUP7KHLQVWUXFWLRQVPXVWEHDYDLODEOHGXULQJFRPSOHWLRQ
Expires 08/31/2019
RIWKLVIRUP$17,',6&5,0,1$7,21127,&(,WLVLOOHJDOWRGLVFULPLQDWHDJDLQVWZRUNHOLJLEOHLQGLYLGXDOV(PSOR\HUV
&$1127VSHFLI\ZKLFKGRFXPHQW V WKH\ZLOODFFHSWIURPDQHPSOR\HH7KHUHIXVDOWRKLUHDQLQGLYLGXDOEHFDXVHRI
DIXWXUHH[SLUDWLRQGDWHPD\DOVRFRQVWLWXWHLOOHJDOGLVFULPLQDWLRQ
►START
HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

6HFWLRQ(PSOR\HH,QIRUPDWLRQDQG9HULILFDWLRQ7REHFRPSOHWHGDQGVLJQHGE\HPSOR\HHDWWKHWLPHHPSOR\PHQWEHJLQV
ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
3ULQW1DPH/DVW
)LUVW
0LGGOH,QLWLDO
0DLGHQ1DPH
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the documentation presented has a future expiration date
may also constitute illegal discrimination.
$SW
'DWHRI%LUWK PRQWKGD\\HDU

$GGUHVV 6WUHHW1DPHDQG1XPEHU

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later
6WDWH accepting a job offer.)
than&LW\
the first day of employment, but not before

Last Name (Family Name)

=LS&RGH

6RFLDO6HFXULW\

Middle Initial

First Name (Given Name)

Other Last Names Used (if any)

,DWWHVWXQGHUSHQDOW\RISHUMXU\WKDW,DP FKHFNRQHRIWKHIROORZLQJ 
,DPDZDUHWKDWIHGHUDOODZSURYLGHVIRU
$FLWL]HQRUQDWLRQDORIWKH8QLWHG6WDWHV
LPSULVRQPHQWDQGRUILQHVIRUIDOVHVWDWHPHQWVRU
$/DZIXO3HUPDQHQW5HVLGHQW
$OLHQ $ State
XVHRIIDOVHGRFXPHQWVLQFRQQHFWLRQZLWKWKH
ZIP Code
Apt. Number
City
or Town
Address
(Street Number and Name)


$QDOLHQDXWKRUL]HGWRZRUNXQWLO
FRPSOHWLRQRIWKLVIRUP
$OLHQRU$GPLVVLRQ

Date(PSOR\HH
of Birth (mm/dd/yyyy)
V6LJQDWXUH

U.S. Social Security Number

Employee's Telephone Number
'DWH PRQWKGD\\HDU

Employee's E-mail Address

-

-

3UHSDUHUDQGRU7UDQVODWRU&HUWLILFDWLRQ

7REHFRPSOHWHGDQGVLJQHGLI6HFWLRQLVSUHSDUHGE\DSHUVRQ
RWKHUWKDQWKHHPSOR\HH ,DWWHVWXQGHUSHQDOW\RISHUMXU\WKDW,KDYHDVVLVWHGLQWKHFRPSOHWLRQRIWKLVIRUPDQGWKDWWRWKH
EHVWRIP\NQRZOHGJHWKHLQIRUPDWLRQLVWUXHDQGFRUUHFW
that federal law provides for imprisonment and/or fines for false statements or use of false documents

I am aware
3UHSDUHU
V6LJQDWXUH
connection with
theV7UDQVODWRU
completion
of this form.

in

3ULQW1DPH

I attest, under
penalty
of perjury, that I am (check one of the following boxes):
$GGUHVV
6WUHHW1DPHDQG1XPEHU&LW\6WDWH=LS&RGH

'DWH PRQWKGD\\HDU

1. A citizen of the United States

6HFWLRQ(PSOR\HU5HYLHZDQG9HULILFDWLRQ7REHFRPSOHWHGDQGVLJQHGE\HPSOR\HU([DPLQHRQHGRFXPHQWIURP/LVW$25

H[DPLQHRQHGRFXPHQWIURP/LVW%DQGRQHIURP/LVW&DVOLVWHGRQWKHUHYHUVHRIWKLVIRUPDQGUHFRUGWKHWLWOHQXPEHUDQG
2. A noncitizen national of the United States (See instructions)
H[SLUDWLRQGDWHLIDQ\RIWKHGRFXPHQW V 

3. A lawful permanent resident

(Alien Registration Number/USCIS Number):

4.
An alien authorized to work
'RFXPHQWWLWOH

until (expiration date, if applicable, mm/dd/yyyy):

/LVW$

/LVW%

25

/LVW&

$1'

Some aliens may write "N/A" in the expiration date field. (See instructions)

,VVXLQJDXWKRULW\

QR Code - Section 1
Do Not Write In This Space

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9:
An 'RFXPHQW
Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.




2. Form([SLUDWLRQ'DWH
I-94 AdmissionLIDQ\
Number:







LIDQ\ 
1. Alien([SLUDWLRQ'DWH
Registration Number/USCIS
Number:
'RFXPHQW







OR
OR

&(57,),&$7,21,DWWHVWXQGHUSHQDOW\RISHUMXU\WKDW,KDYHH[DPLQHGWKHGRFXPHQW V SUHVHQWHGE\WKHDERYHQDPHG
3.HPSOR\HHWKDWWKHDERYHOLVWHGGRFXPHQW
Foreign Passport Number:
V DSSHDUWREHJHQXLQHDQGWRUHODWHWRWKHHPSOR\HHQDPHGWKDWWKH
DQGWKDWWRWKHEHVWRIP\NQRZOHGJHWKHHPSOR\HH


PRQWKGD\\HDU
HPSOR\HHEHJDQHPSOR\PHQWRQ
Country of Issuance:
LVHOLJLEOHWRZRUNLQWKH8QLWHG6WDWHV 6WDWHHPSOR\PHQWDJHQFLHVPD\RPLWWKHGDWHWKHHPSOR\HHEHJDQ
HPSOR\PHQW
3ULQW1DPH
7LWOH(mm/dd/yyyy)
Signature
of Employee
Today's Date
6LJQDWXUHRI(PSOR\HURU$XWKRUL]HG5HSUHVHQWDWLYH
%XVLQHVVRU2UJDQL]DWLRQ1DPH

$GGUHVV 6WUHHW1DPHDQG1XPEHU&LW\6WDWH=LS&RGH

'DWH PRQWKGD\\HDU

Preparer and/or Translator Certification (check one):

I6HFWLRQ8SGDWLQJDQG5HYHULILFDWLRQ
did not use a preparer or translator.
A 7REHFRPSOHWHGDQGVLJQHGE\HPSOR\HU
preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)
$1HZ1DPH LIDSSOLFDEOH

%'DWHRIUHKLUH PRQWKGD\\HDU  LIDSSOLFDEOH

I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correct.
&,IHPSOR\HH VSUHYLRXVJUDQWRIZRUNDXWKRUL]DWLRQKDVH[SLUHGSURYLGHWKHLQIRUPDWLRQEHORZIRUWKHGRFXPHQWWKDWHVWDEOLVKHVFXUUHQWHPSOR\PHQW

Today's Date (mm/dd/yyyy)

Signature
of Preparer or Translator
HOLJLELOLW\
'RFXPHQW7LWOH

'RFXPHQW

([SLUDWLRQ'DWH LIDQ\ 





LastODWWHVWXQGHUSHQDOW\RISHUMXU\WKDWWRWKHEHVWRIP\NQRZOHGJHWKLVHPSOR\HHLVHOLJLEOHWRZRUNLQWKH8QLWHG6WDWHVDQGLIWKH
Name (Family Name)
First Name (Given Name)
HPSOR\HHSUHVHQWHGGRFXPHQW V WKHGRFXPHQW V OKDYHH[DPLQHGDSSHDUWREHJHQXLQHDQGWRUHODWHWRWKHLQGLYLGXDO
'DWH PRQWKGD\\HDU
6LJQDWXUHRI(PSOR\HURU$XWKRUL]HG5HSUHVHQWDWLYH

Address (Street Number and Name)

City or Town

127(7KLVLVWKHHGLWLRQRIWKH)RUP,WKDWKDVEHHQUHEUDQGHGZLWKD
FXUUHQWSULQWLQJGDWHWRUHIOHFWWKHUHFHQWWUDQVLWLRQIURPWKH,16WR'+6DQGLWV
FRPSRQHQWV

State

ZIP Code

)RUP, 5HY <3DJH

Employer Completes Next Page
Page 1 of 3

Form I-9 07/17/17 N
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ZZZGLVFRYHUDUNDQVDVJRY

/,6762)$&&(37$%/('2&80(176
$OOGRFXPHQWVPXVWEH81(;3,5('
(PSOR\HHVPD\SUHVHQWRQHVHOHFWLRQIURP/LVW$
/,6762)$&&(37$%/('2&80(176
RUDFRPELQDWLRQRIRQHVHOHFWLRQIURP/LVW%DQGRQHVHOHFWLRQIURP/LVW&
/,67$

'RFXPHQWVWKDW(VWDEOLVK%RWK
'RFXPHQWVWKDW(VWDEOLVK
,GHQWLW\DQG(PSOR\PHQW
%RWK,GHQWLW\DQG
(OLJLELOLW\
(PSOR\PHQW$XWKRUL]DWLRQ

/,67%

25

863DVVSRUW XQH[SLUHGRU
H[SLUHG
 863DVVSRUWRU863DVVSRUW&DUG

25

 3HUPDQHQW5HVLGHQW&DUGRU$OLHQ
&HUWLILFDWHRI86&LWL]HQVKLS
5HJLVWUDWLRQ5HFHLSW&DUG
)RUP,
)RUP1RU1

 )RUHLJQSDVVSRUWWKDWFRQWDLQVD
WHPSRUDU\,VWDPSRUWHPSRUDU\
&HUWLILFDWHRI1DWXUDOL]DWLRQ
,SULQWHGQRWDWLRQRQDPDFKLQH
)RUP1RU1
UHDGDEOHLPPLJUDQWYLVD
8QH[SLUHGIRUHLJQSDVVSRUW
 (PSOR\PHQW$XWKRUL]DWLRQ'RFXPHQW
ZLWK , VWDPSRUDWWDFKHG
WKDWFRQWDLQVDSKRWRJUDSK
)RUP
,  )RUP,LQGLFDWLQJXQH[SLUHG
HPSOR\PHQWDXWKRUL]DWLRQ

 )RUDQRQLPPLJUDQWDOLHQDXWKRUL]HG
WRZRUNIRUDVSHFLILFHPSOR\HU
 3HUPDQHQW5HVLGHQW&DUGRU
EHFDXVHRIKLVRUKHUVWDWXV
$OLHQ5HJLVWUDWLRQ5HFHLSW&DUG

D)RUHLJQSDVVSRUWDQG
ZLWKSKRWRJUDSK )RUP

,RU,
E)RUP,RU)RUP,$WKDWKDV
WKHIROORZLQJ
8QH[SLUHG7HPSRUDU\5HVLGHQW

 7KHVDPHQDPHDVWKHSDVVSRUW
&DUG )RUP,
DQG

$QHQGRUVHPHQWRIWKHDOLHQ V
 8QH[SLUHG(PSOR\PHQW
QRQLPPLJUDQWVWDWXVDVORQJDV
$XWKRUL]DWLRQ&DUG )RUP
WKDWSHULRGRIHQGRUVHPHQWKDV
,$
QRW\HWH[SLUHGDQGWKH
SURSRVHGHPSOR\PHQWLVQRWLQ
8QH[SLUHG5HHQWU\3HUPLW
FRQIOLFWZLWKDQ\UHVWULFWLRQVRU
)RUP,
OLPLWDWLRQVLGHQWLILHGRQWKHIRUP
 3DVVSRUWIURPWKH)HGHUDWHG6WDWHVRI
 8QH[SLUHG5HIXJHH7UDYHO
0LFURQHVLD
)60 )RUP,
RUWKH5HSXEOLFRI
'RFXPHQW
WKH0DUVKDOO,VODQGV 50, ZLWK)RUP
8QH[SLUHG(PSOR\PHQW
,RU)RUP,$LQGLFDWLQJ
$XWKRUL]DWLRQ'RFXPHQWLVVXHGE\
QRQLPPLJUDQWDGPLVVLRQXQGHUWKH
'+6WKDWFRQWDLQVDSKRWRJUDSK
&RPSDFWRI)UHH$VVRFLDWLRQ%HWZHHQ
)RUP,%
WKH8QLWHG6WDWHVDQGWKH)60RU50,

/,67&

/,67%

/,67$

'RFXPHQWVWKDW(VWDEOLVK
'RFXPHQWVWKDW(VWDEOLVK
,GHQWLW\
,GHQWLW\

/,67&

$1'

'RFXPHQWVWKDW(VWDEOLVK
'RFXPHQWVWKDW(VWDEOLVK
(PSOR\PHQW(OLJLELOLW\
(PSOR\PHQW$XWKRUL]DWLRQ

$1'

'ULYHU VOLFHQVHRU,'FDUG
86VRFLDOVHFXULW\FDUGLVVXHG
LVVXHGE\DVWDWHRURXWO\LQJ
E\WKH6RFLDO6HFXULW\
 'ULYHU
VOLFHQVHRU,'FDUGLVVXHGE\D $GPLQLVWUDWLRQ
 $6RFLDO6HFXULW\$FFRXQW1XPEHU
SRVVHVVLRQRIWKH8QLWHG6WDWHV
RWKHUWKDQDFDUG
6WDWHRURXWO\LQJSRVVHVVLRQRIWKH
FDUGXQOHVVWKHFDUGLQFOXGHVRQHRI
SURYLGHGLWFRQWDLQVD
VWDWLQJLWLVQRWYDOLGIRU
SKRWRJUDSKRULQIRUPDWLRQVXFKDV
HPSOR\PHQW
WKHIROORZLQJUHVWULFWLRQV
8QLWHG6WDWHVSURYLGHGLWFRQWDLQVD
QDPHGDWHRIELUWKJHQGHUKHLJKW
SKRWRJUDSKRULQIRUPDWLRQVXFKDV
 1279$/,')25(03/2<0(17
H\HFRORUDQGDGGUHVV

QDPHGDWHRIELUWKJHQGHUKHLJKWH\H
 9$/,')25:25.21/<:,7+
FRORUDQGDGGUHVV
&HUWLILFDWLRQRI%LUWK$EURDG
,16$87+25,=$7,21
,'FDUGLVVXHGE\IHGHUDOVWDWH
LVVXHGE\WKH'HSDUWPHQWRI6WDWH
 ,'FDUGLVVXHGE\IHGHUDOVWDWHRUORFDO
RUORFDOJRYHUQPHQWDJHQFLHVRU
)RUP)6RU)RUP'6
 9$/,')25:25.21/<:,7+
HQWLWLHVSURYLGHGLWFRQWDLQVD
JRYHUQPHQWDJHQFLHVRUHQWLWLHV
'+6$87+25,=$7,21
SKRWRJUDSKRULQIRUPDWLRQVXFKDV
SURYLGHGLWFRQWDLQVDSKRWRJUDSKRU
QDPHGDWHRIELUWKJHQGHUKHLJKW
 &HUWLILFDWLRQRIUHSRUWRIELUWKLVVXHG
LQIRUPDWLRQVXFKDVQDPHGDWHRIELUWK
H\HFRORUDQGDGGUHVV
E\WKH'HSDUWPHQWRI6WDWH )RUPV
JHQGHUKHLJKWH\HFRORUDQGDGGUHVV
 2ULJLQDORUFHUWLILHGFRS\RID
'6)6)6 
ELUWKFHUWLILFDWHLVVXHGE\DVWDWH
6FKRRO,'FDUGZLWKD
6FKRRO,'FDUGZLWKDSKRWRJUDSK
FRXQW\PXQLFLSDODXWKRULW\RU
2ULJLQDORUFHUWLILHGFRS\RIELUWK
SKRWRJUDSK
RXWO\LQJSRVVHVVLRQRIWKH8QLWHG
FHUWLILFDWHLVVXHGE\D6WDWH
9RWHU VUHJLVWUDWLRQFDUG
6WDWHVEHDULQJDQRIILFLDOVHDO
FRXQW\PXQLFLSDODXWKRULW\RU
9RWHU VUHJLVWUDWLRQFDUG
860LOLWDU\FDUGRUGUDIWUHFRUG
WHUULWRU\RIWKH8QLWHG6WDWHV
860LOLWDU\FDUGRUGUDIWUHFRUG
EHDULQJDQRIILFLDOVHDO
 0LOLWDU\GHSHQGHQW V,'FDUG
0LOLWDU\GHSHQGHQW V,'FDUG
1DWLYH$PHULFDQWULEDOGRFXPHQW
1DWLYH$PHULFDQWULEDOGRFXPHQW
 86&RDVW*XDUG0HUFKDQW0DULQHU
&DUG
86&LWL]HQ,'&DUG )RUP,
86&RDVW*XDUG0HUFKDQW
0DULQHU&DUG
1DWLYH$PHULFDQWULEDOGRFXPHQW

 86&LWL]HQ,'&DUG
)RUP
 ,GHQWLILFDWLRQ&DUGIRU8VHRI
,
5HVLGHQW&LWL]HQLQWKH8QLWHG
1DWLYH$PHULFDQWULEDOGRFXPHQW
'ULYHU VOLFHQVHLVVXHGE\D&DQDGLDQ

JRYHUQPHQWDXWKRULW\

6WDWHV )RUP,

'ULYHU VOLFHQVHLVVXHGE\D
&DQDGLDQJRYHUQPHQWDXWKRULW\
 (PSOR\PHQWDXWKRUL]DWLRQ
)RUSHUVRQVXQGHUDJHZKRDUH ,'&DUGIRUXVHRI5HVLGHQW

XQDEOHWRSUHVHQWDGRFXPHQW

)RUSHUVRQVXQGHUDJHZKR
OLVWHGDERYH
DUHXQDEOHWRSUHVHQWD
GRFXPHQWOLVWHGDERYH

 6FKRROUHFRUGRUUHSRUWFDUG
&OLQLFGRFWRURUKRVSLWDOUHFRUG
6FKRROUHFRUGRUUHSRUWFDUG
 'D\FDUHRUQXUVHU\VFKRROUHFRUG
&OLQLFGRFWRURUKRVSLWDOUHFRUG

GRFXPHQWLVVXHGE\WKH
&LWL]HQLQWKH8QLWHG6WDWHV
)RUP,
'HSDUWPHQWRI+RPHODQG6HFXULW\

 8QH[SLUHGHPSOR\PHQW
DXWKRUL]DWLRQGRFXPHQWLVVXHGE\
'+6 RWKHUWKDQWKRVHOLVWHGXQGHU
/LVW$

'D\FDUHRUQXUVHU\VFKRRO
UHFRUG

([DPSOHVRIPDQ\RIWKHVHGRFXPHQWVDSSHDULQ3DUWRIWKH+DQGERRNIRU(PSOR\HUV
0 
,OOXVWUDWLRQVRIPDQ\RIWKHVHGRFXPHQWVDSSHDULQ3DUWRIWKH+DQGERRNIRU(PSOR\HUV 0
)RUP, 5HY <3DJH

5HIHUWRWKHLQVWUXFWLRQVIRUPRUHLQIRUPDWLRQDERXWDFFHSWDEOHUHFHLSWV

7KH)XWXUH$ZDLWV
)RUP,1
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Form W-4 (2017)
Form W-4 (2011)

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
or financial
Purpose.
Complete
Formpersonal
W-4 so that
your
situation
changes.
employer
can withhold the correct federal
income
tax
from
your
pay.
Consider
completing
a
Exemption from withholding. If you are exempt,
new only
Formlines
W-41,each
and7when
yourthe
complete
2, 3,year
4, and
and sign
form to
validateorit.financial
Your exemption
2017 expires
personal
situation for
changes.
February
15, 2018.
Seewithholding.
Pub. 505, TaxIf Withholding
Exemption
from
you are exempt,
and Estimated Tax.
complete only lines 1, 2, 3, 4, and 7 and sign
Note:the
If another
can
you as a dependent
form toperson
validate
it. claim
Your exemption
for 2011
on hisexpires
or her tax
return, 16,
you2012.
can’t See
claimPub.
exemption
February
505, Tax
from withholding
yourEstimated
total income
Withholdingifand
Tax.exceeds $1,050
and includes more than $350 of unearned income (for
Note.
If another
person can claim you as a
example,
interest
and dividends).
dependent on his or her tax return, you cannot
Exceptions. An employee may be able to claim
claim
exemption
from withholding
if your income
exemption from withholding
even if the employee
is
exceedsif$950
and includes more than $300 of
a dependent,
the employee:
unearned income (for example, interest and
• Is age
65 or older,
dividends).
• Is blind,
orinstructions. If you are not exempt,
Basic
the Personal
Allowances
Worksheet
• Will complete
claim adjustments
to income;
tax credits;
or
below.
The worksheets
page
further adjust
itemized
deductions,
on his oronher
tax 2return.
your withholding allowances based on itemized
deductions, certain credits, adjustments
to
Personal
income, or two-earners/multiple jobs situations.

A

The exceptions don’t apply to supplemental wages
greater than $1,000,000.
Basic instructions. If you aren’t exempt, complete
Complete
allAllowances
worksheets Worksheet
that apply. However,
the
Personal
below. The
you may claim
fewer
(or zero)adjust
allowances.
worksheets
on page
2 further
your For
regular wages,
withholding
be based on
withholding
allowances
basedmust
on itemized
deductions,
credits,and
adjustments
allowancescertain
you claimed
may not betoaincome,
flat
oramount
two-earners/multiple
situations.
or percentagejobs
of wages.
Complete
all worksheets
that apply.
However,
Head
of household.
Generally,
you may
claim you
may
claim
fewer (or zero)
Fortax
regular
head
of household
filingallowances.
status on your
return
wages,
must beand
based
allowances
only if withholding
you are unmarried
pay on
more
than
you
claimed
may
be a up
flataamount
or
50%
of theand
costs
of not
keeping
home for
percentage
of wages.
yourself and
your dependent(s) or other
Head
of household.
Generally,
can
claim head
qualifying
individuals.
See Pub.you
501,
Exemptions,
ofStandard
household
filing status
onFiling
your Information,
tax return only
Deduction,
and
for if
you
are unmarried and pay more than 50% of the
information.
costs of keeping up a home for yourself and your
Tax credits.orYou
canqualifying
take projected
tax credits
dependent(s)
other
individuals.
See
into501,
account
in figuring
your allowable
number
Pub.
Exemptions,
Standard
Deduction,
and of
withholding
allowances.
Credits
for
child
or
Filing Information, for information.
dependent
carecan
expenses
and thetax
child
tax into
Tax
credits. You
take projected
credits
credit may
be claimed
using thenumber
Personal
account
in figuring
your allowable
of
Allowances
Worksheet
below.
919,
withholding
allowances.
Credits
forSee
childPub.
or dependent
How
Do I Adjust
forbe claimed
care
expenses
and My
the Tax
childWithholding,
tax credit may
information
on converting
yourWorksheet
other credits
into
using
the Personal
Allowances
below.
withholding
allowances.
See
Pub. 505 for
information on converting your other
credits
into withholding
Nonwage
income. If allowances.
you have a large amount of
nonwage income,
such as interest
or dividends,
Allowances
Worksheet
(Keep
for your
consider making estimated tax payments using

Nonwage income. If you have a large amount of
nonwage income, such as interest or dividends,
consider making estimated tax payments using Form
1040-ES,
Estimated
Tax Tax
for Individuals.
Otherwise,
Form
1040-ES,
Estimated
for Individuals.
you may owe
additional
tax. If youtax.
haveIf pension
or
Otherwise,
you may
owe additional
you
annuity
income,
see
Pub.
505
to
find
out
youtoshould
have pension or annuity income, see Pub. if919
adjust
on your
Formwithholding
W-4 or W-4P.
find
out ifyour
youwithholding
should adjust
on
TwoW-4
earners
or multiple jobs. If you have a
Form
or W-4P.
working spouse or more than one job, figure the
Two
earners
jobs.
If you
have a to claim
total
numberorofmultiple
allowances
you
are entitled
working
spouse
or worksheets
more than one
job,
figure
on all jobs
using
from
only
onethe
Form
total
number
of
allowances
you
are
entitled
W-4. Your withholding usually will be mosttoaccurate
claim
onall
allallowances
jobs using worksheets
only
oneW-4
when
are claimed from
on the
Form
Form
W-4.
Your withholding
usually
be most are
for the
highest
paying job and
zerowill
allowances
accurate
allothers.
allowances
are claimed
the
claimedwhen
on the
See Pub.
505 for on
details.
Form
W-4
for
the
highest
paying
job
and
zeroalien, see
Nonresident alien. If you are a nonresident
allowances
are
claimed
on
the
others.
See
Pub.
Notice 1392, Supplemental Form W-4 Instructions for
919
for details.Aliens, before completing this form.
Nonresident
Nonresident
If you areAfter
a nonresident
Check youralien.
withholding.
your Formalien,
W-4 takes
see
Notice
1392,
Form
effect,
use
Pub.Supplemental
505 to see how
the W-4
amount you are
Instructions
for Nonresident
having withheld
comparesAliens,
to yourbefore
projected total tax
completing
this form.
for 2017. See
Pub. 505, especially if your earnings
exceed
$130,000
(Single)After
or $180,000
(Married).
Check
your
withholding.
your Form
W-4
Future
developments.
takes
effect,
use Pub. 919Information
to see how about
the any future
developments
affecting
Form
W-4
(such
amount you are having withheld compares as
to
legislation
enacted
after
release
it) will919,
be posted
your
projected
total tax
for we
2011.
See Pub.
at www.irs.gov/w4.
especially
if your earnings exceed $130,000
(Single) or $180,000 (Married).
records.)

Enter “1” for yourself if no one else can claim you as a dependent . . . . . . . . . . . . . . . . . .
A
Personal Allowances Worksheet (Keep for your records.)
• You’re single and have only one job; or
A
Enter “1” for yourself if no one else can claim you as a dependent . . . . . . . . . . . . . . . . . .
A
Enter “1” if:
. . .
B
• You’re married, have only one job, and your spouse doesn’t work; or
• You are single and have only one job; or
• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.
B
• You are married, have only one job, and your spouse does not work; or
. . .
B
Enter “1” if:
Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more
• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.
than one job. (Entering “-0-” may help you avoid having too little tax withheld.) . . . . . . . . . . . . . .
C
Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more
C
Enterthan
number
of dependents
thanyou
your
spouse
or too
yourself)
you
will claim. on. your
one job.
(Entering “-0-”(other
may help
avoid
having
little tax
withheld.)
. . tax. return
. . . . .. .. .. .. .. .. .C D
“1” if
you will
as head of
household
your tax
return (see
Head
of household
DEnter
Enter
number
of file
dependents
(other
than youron
spouse
or yourself)
you conditions
will claim onunder
your tax
return
. . . . above)
. . . .. .D E
Enter
“1”
if
you
have
at
least
$2,000
of
child
or
dependent
care
expenses
for
which
you
plan
to
claim
a
credit
E
Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above) .. .. .E F
Do“1”
notif include
support
payments.
Pub. 503,
Child
and Dependent
Expenses,
details.). . .
F(Note:
Enter
you havechild
at least
$1,900
of child orSee
dependent
care
expenses
for which Care
you plan
to claimfor
a credit
F
Child
Tax Credit
(including
additional
child tax credit).
See
Pub.
972,
Child
Tax Credit,
more information.
(Note.
Do not include
child
support payments.
See Pub.
503,
Child
and
Dependent
Care for
Expenses,
for details.)
will be less
than $70,000
($100,000
if married),
eachfor
eligible
then less “1” if you
G• If your
Childtotal
Tax income
Credit (including
additional
child tax
credit). See
Pub. 972,enter
Child“2”
Taxfor
Credit,
more child;
information.
have• two
tototal
fourincome
eligible
or $61,000
less “2”
if you ifhave
fiveenter
or more
children.
If your
willchildren
be less than
($90,000
married),
“2” foreligible
each eligible
child; then less “1” if you have three or more eligible children.
• If your
income
willbetween
be between
$61,000
$84,000
($90,000
and$119,000
$119,000if ifmarried),
married),enter
enter“1”
“1”for
foreach
eacheligible
eligiblechild.
G
• If your
totaltotal
income
will be
$70,000
andand
$84,000
($100,000
and
child
plus “1” G
additional
youhere.
have(Note:
six or more
eligible
childrenfrom
. .the. number
. . of
. exemptions
. . . . you
. claim
. . on
. your
. .tax. return.)
.
G▶ H
Add lines
A through
and enter iftotal
This may
be different

}
}

{{

B
C
D
E
F
G

H

{{

a H
Add lines A through
andplan
entertototal
here. (Note.
Thisadjustments
may be different
the number
of exemptions
you claim
on your tax
• IfGyou
itemize
or claim
to from
income
and want
to reduce your
withholding,
seereturn.)
the Deductions
If you plan to itemize
or claim
adjustments
to income and want to reduce your withholding, see the Deductions
and• Adjustments
Worksheet
on page
2.
and Adjustments Worksheet on page 2.
• If•you
arehave
single
more
than
oneand
jobyou
or are
andboth
youwork
andand
your
work
and
If you
moreand
thanhave
one job
or are
married
andmarried
your spouse
thespouse
combinedboth
earnings
from
all the
jobs combined
exceed
earnings
from
all jobs
exceedsee
$50,000
($20,000 if married),
the Two-Earners/Multiple
Jobs
Worksheet
on page 2
$40,000
($10,000
if married),
the Two-Earners/Multiple
Jobssee
Worksheet
on page 2 to avoid having
too little
tax withheld.
to avoid
having
too
little
tax
withheld.
• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.
• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

H

For accuracy,
For accuracy,
complete
complete
all all
worksheets
worksheets
apply.
thatthat
apply.

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

W-4
W-4

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

Employee's Withholding Allowance Certificate

Form Department of the Treasury
Internal Revenue Service

OMB No. 1545-0074

Employee’s Withholding Allowance Certificate

Form

a Whether you are entitled to claim a certain number of allowances or exemption from withholding is

subject you
to review
by the IRS.
Your aemployer
may be required
to sendor
a copy
of this from
form to
the IRS. is
▶ Whether
are entitled
to claim
certain number
of allowances
exemption
withholding

2011

OMB No. 1545-0074

2017

Department of the Treasury
1
Type
or print your first
name and
middle initial.
LastYour
nameemployer may be required to send a copy of this form 2to the
Your
social security number
subject
to review
by the IRS.
IRS.
Internal Revenue
Service

1

Your first name and middle initial

2

Last name

Home address (number and street or rural route)

Married

Married, but withhold at higher Single rate.

Note.
If married,
separated, or spouse
is a nonresident
alien,atcheck
the Single
“Single” rate.
box.
3
Single but legallyMarried
Married,
but withhold
higher
If your
last name
differs
from that
socialalien,
security
4Note:
If married,
but legally
separated,
or shown
spouse isona your
nonresident
checkcard,
the “Single” box.

City or town, state, and ZIP code

check here. You must call 1-800-772-1213 for a replacement card. a

City or town, state, and ZIP code

5
6
7

Single

3

Home address (number and street or rural route)

Your social security number

4 If your last name differs from that shown on your social security card,

5
Total number of allowances you are claiming (from line H above or from
thehere.
applicable
worksheet
on page 2) for a replacement
5
check
You must
call 1-800-772-1213
card.
6
Additional amount, if any, you want withheld from each paycheck . . . . . . . . . . . . . .
6 $
Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2)
5
7
I claim exemption from withholding for 2011, and I certify that I meet both of the following conditions for exemption.
Additional amount, if any, you want withheld from each paycheck . . . . . . . . . . . . . .
6 $
• Last year I had a right to a refund of all federal income tax withheld because I had no tax liability and
I claim exemption from withholding for 2017, and I certify that I meet both of the following conditions for exemption.
• This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.
• Last
yearmeet
I had
a right
to a refund
all federal
If you
both
conditions,
write of
“Exempt”
hereincome
. . .tax. withheld
. . . because
. . . I had
. . no
. tax
. liability,
. a 7 and

▶

• This
year
expect
a refund
allexamined
federalthis
income
taxand
withheld
because
I expect
tobelief,
haveit is
notrue,
taxcorrect,
liability.
Under
penalties
of Iperjury,
I declare
that I of
have
certificate
to the best
of my knowledge
and
and complete.
If you meet both conditions, write “Exempt” here .

Employee’s signature

.

.

.

.

.

.

.

.

.

.

.

.

.

.

7

▶

Under
penalties
I declare
that it.)
I have
examined this certificate and, to the best of my knowledge and belief,
Date ait is true, correct, and complete.
a
(This
form is of
notperjury,
valid unless
you sign
8

Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.)

Employee’s signature
(This form is not valid unless you sign it.)

10

Employer identification number (EIN)

Date ▶

8 For Employer’s
name
address (Employer:
Complete
lines see
8 andpage
10 only
Privacy Act
andand
Paperwork
Reduction
Act Notice,
2. if sending to the IRS.)

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

7KH)XWXUH$ZDLWV

9 Office code (optional)

▶

9 Office
code (optional)
Cat.
No. 10220Q
Cat. No. 10220Q



10

Employer identification
number
Form W-4
(2011) (EIN)
Form W-4 (2017)

ZZZGLVFRYHUDUNDQVDVJRY

Page 2

Form W-4 (2017)

Deductions and Adjustments Worksheet
Note:
FormUse
W-4 this
(2011)worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.
Enter an estimate of your 2017 itemized deductions.
These includeand
qualifying
home mortgage
interest, charitable contributions, state
1
Deductions
Adjustments
Worksheet
and local taxes, medical expenses in excess of 10% of your income, and miscellaneous deductions. For 2017, you may have to reduce
Note. Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.
your itemized deductions if your income is over $313,800 and you’re married filing jointly or you’re a qualifying widow(er); $287,650
if you’re
single,deductions.
not head of household
and notqualifying
a qualifyinghome
widow(er);
or $156,900
if you’re
head
household;of$261,500
1if you’re
Enter
anofestimate
your 2011
itemized
These include
mortgage
interest,
. taxes,
. . medical
. . .expenses
. . .in excess
. . .of 7.5%
. . of
. your
. .income,
. . and
. .
married
filing separately.
See Pub. state
505 forand
details
charitable
contributions,
local
miscellaneous
deductions
. .jointly
. . or.qualifying
. . . widow(er)
. . . . . . . . . . . . . . . .
1
$12,700
if married. filing
$11,600
if married
filing jointly or qualifying widow(er)
2
Enter:
if head
of household
. . . . . . . . . . .
$9,350
2
Enter: $6,350
2
$8,500
if headorofmarried
household
. . . . . . . . . . .
if single
filing separately
$5,800
if
single
or
married
filing
separately
3
Subtract line 2 from line 1. If zero or less, enter “-0-” . . . . . . . . . . . . . . . .
3
Subtract line 2 from line 1. If zero or less, enter “-0-” . . . . . . . . . . . . . . . .
3
4
Enter an estimate of your 2017 adjustments to income and any additional standard deduction (see Pub. 505)
4
Enter an estimate of your 2011 adjustments to income and any additional standard deduction (see Pub. 919)
4
Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to
5
Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to
5
Withholding Allowances for 2017 Form W-4 worksheet in Pub. 505.) . . . . . . . . . . . .

Page 2

1
$

$

2
$

$

3
$
4
$

$
$

5
Withholding Allowances for 2011 Form W-4 Worksheet in Pub. 919.)
. . . . . . . . . . .
$
5
6 6Enter
an estimate of your 2017 nonwage income (such as dividends or interest) . . . . . . . . 6 6$
Enter an estimate of your 2011 nonwage income (such as dividends or interest) . . . . . . . .
7 7Subtract
lineline
6 from
line
5. 5.
If If
zero
Subtract
6 from
line
zeroororless,
less,enter
enter “-0-”
“-0-” .. .. . . . . . . . . . . . . . . . . . .. .. .. .. .. . 7 7$
8 8Divide
the
amount
on
line
7
by
$4,050
and
enter
here.Drop
Dropany
anyfraction
fraction . . . .. .. .. .. .. . 8 8
Divide the amount on line 7 by $3,700 and enter the
the result
result here.
9 9Enter
the the
number
from
thethe
Personal
lineH,H,page
page1 1. . . . . . . .. .. .. .. .. . 9 9
Enter
number
from
PersonalAllowances
Allowances Worksheet,
Worksheet, line
lineslines
8 and
9 and
enter
the
use the
theTwo-Earners/Multiple
Two-Earners/Multiple
Jobs
Worksheet,
8 and
9 and
enter
thetotal
totalhere.
here.IfIfyou
you plan
plan to use
Jobs
Worksheet,
10 10AddAdd
enter
total
line
1 below.Otherwise,
Otherwise, stop
stop here
here and
onon
Form
W-4,
lineline
5, page
1 110 10
alsoalso
enter
thisthis
total
onon
line
1 below.
andenter
enterthis
thistotal
total
Form
W-4,
5, page

$
$
$

{{

}}

Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)

Two-Earners/Multiple
(See
Two earners
Note: Use this worksheet
only if the instructionsJobs
underWorksheet
line H on page
1 direct
you here.or multiple jobs on page 1.)
worksheet
only
the instructions
line Hif on
direct
you here.and Adjustments Worksheet)
EnterUse
the this
number
from line
H, ifpage
1 (or from lineunder
10 above
youpage
used1the
Deductions
1
1 Note.
number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet)
2 1FindEnter
the the
number
in Table 1 below that applies to the LOWEST paying job and enter it here. However, if 1
2you Find
the number
Table and
1 below
thatfrom
applies
the LOWEST
paying
and enter
it here.
However,
if
are married
filinginjointly
wages
the to
highest
paying job
are job
$65,000
or less,
do not
enter more
you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more
than “3” . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
2
than “3” . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
2
If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter
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
3
“-0-”)
and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . . . . . . .
“-0-”) and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . . . . . . .
3 3
Note:
If
line
1
than
lineline
2, 2,
enter
5, page
page1.1.Complete
Complete
lines
4 through
9 below
to the additional
Note. If lineis1less
is less
than
enter“-0-”
“-0-”on
onForm
Form W-4,
W-4, line
line 5,
lines
4 through
9 below
to figure
figure
the additional
withholding
necessary
to avoid
withholding
amount
necessary amount
to avoid a
year-end tax
bill. a year-end tax bill.
4
5
6
7
8
9

the the
number
from
line
22
ofofthis
4Enter
Enter
number
from
line
thisworksheet
worksheet .. .. .. .. . . . . . . . . . . . .
4 4
the the
number
from
line
11
ofofthis
5Enter
Enter
number
from
line
thisworksheet
worksheet .. . .. .. .. . . . . . . . . . .
5 5
6Subtract
Subtract
5 from
line
lineline
5 from
line
4 4. . . . . . . . . . . . .. .. . .. .. .. . . . . . . . . . . . . . . . .. .. . .. .. . 6
7FindFind
amount
in Table
2 belowthat
thatapplies
applies to
to the
the HIGHEST
HIGHEST paying
enter
it here
the the
amount
in Table
2 below
payingjob
joband
and
enter
it here. . .. .. . 7
8Multiply
Multiply
7 by
6 and
enterthe
theresult
resulthere.
here. This
This is
withholding
needed
. .. . 8
lineline
7 by
lineline
6 and
enter
is the
the additional
additionalannual
annual
withholding
needed
9Divide
Divide
line
8
by
the
number
of
pay
periods
remaining
in
2011.
For
example,
divide
by
26
if
you
are
paid two
line 8 by the number of pay periods remaining in 2017. For example, divide by 25 if you are paid every
every
and this
you form
complete
in December
2010.are
Enter
here
and on Form
W-4,
weeks
andtwo
youweeks
complete
on a this
dateform
in January
when there
25 the
payresult
periods
remaining
in 2017.
Enter
line 6, page 1. This is the additional amount to be withheld from each paycheck . . . . . . . .
9
the result here and on Form W-4, line 6, page 1. This is the additional amount to be withheld from each paycheck

Table 1

Table 1

Married Filing Jointly

Married Filing Jointly

If wages from LOWEST

If wages
fromjobLOWEST
paying
are—
paying job are—

Enter on

Table 2

All Others

All Others

If wages from LOWEST

Enter
LOWEST
lineon
2 above If wages
paying from
job are—
line 2 above
paying job are—

Married Filing Jointly
Enter on

Enter
on
line 2 above
line 2 above

$0 - $5,000 0
$0 - $8,000 0
5,001
- 12,000 8,001
1
$0
- $7,000
0 1
$0 -- 15,000
$8,000 0
12,001
22,000
2
15,001
25,000
2
7,001 - 14,000
8,001 - 16,000
1
1
22,001
25,000
3
25,001
30,000
3
14,001 - 22,000
2
16,001 - 26,000
2
25,001 - 30,000 30,001 - 40,000 4
22,001
- 27,000
3 4
26,001
- 34,000
3
30,001 - 40,000 5
40,001 - 50,000 5
27,001
35,000
4
34,001
44,000
4
40,001 - 48,000 6
50,001 - 65,000 6
35,001
- 44,000
5 7
44,001
70,000 5
48,001
- 55,000 65,001 -- 80,000
7
44,001
- 55,000
6 8
70,001
85,000 6
55,001
- 65,000 80,001 -- 95,000
8
55,001
- 65,000
7 9
85,001
110,000 7
65,001
- 72,000 95,001 --120,000
9
65,001
110,001
- 75,000
8 10
125,000
8
72,001
- 85,000 120,001 -and
over
10
75,001
- 80,000
9 11
125,001 - 140,000
9
85,001
- 97,000 97,001
-110,000 80,001
140,001 and over
- 95,000
10 12
10
110,001
-120,000 95,001
- 115,000
11 13
120,001
-135,000 115,001
- 130,000
12 14
135,001
and
over
130,001 - 140,000
13 15
Privacy Act
and Paperwork Reduction
Act Notice. We ask for the information on this form to
140,001
- 150,000
14
carry outand
the Internal
150,001
over Revenue laws
15of the United States. Internal Revenue Code sections
3402(f)(2) and 6109 and their regulations require you to provide this information; your employer
Privacy
Actit to
and
Paperwork
Reduction
ActtaxNotice.
We ask
for the
information
on this form
uses
determine
your federal
income
withholding.
Failure
to provide
a properly
to carry
out the Internal
lawsbeing
of thetreated
United
Revenue
sections
completed
form willRevenue
result in your
asStates.
a singleInternal
person who
claimsCode
no withholding
3402(f)(2)
and 6109
and their
regulations
requiremay
yousubject
to provide
this
information;
your
employer
allowances;
providing
fraudulent
information
you to
penalties.
Routine
uses
of this
uses itinformation
to determine
yourgiving
federal
tax withholding.
provide
a properly
include
it toincome
the Department
of JusticeFailure
for civiltoand
criminal
litigation, to
cities,form
states,
District
of Columbia,
and U.S.
for use in
completed
willthe
result
in your
being treated
as commonwealths
a single personand
whopossessions
claims no withholding
administering
theirfraudulent
tax laws; and
to the Department
of Health
and
Human Services
useof
in
allowances;
providing
information
may subject
you to
penalties.
Routinefor
uses
the
National
Directory
of
New
Hires.
We
may
also
disclose
this
information
to
other
countries to
this information include giving it to the Department of Justice for civil and criminal litigation;
under
a
tax
treaty,
to
federal
and
state
agencies
to
enforce
federal
nontax
criminal
laws,
or
cities, states, the District of Columbia, and U.S. commonwealths and possessions for use to
in
federal law
enforcement
and intelligence
agenciesoftoHealth
combatand
terrorism.
administering
their
tax laws; and
to the Department
Human Services for use in

Married Filing Jointly

paying job are—

$0 - $65,000
65,001 $0
- 125,000
- $75,000
125,001
- 185,000
75,001
- 135,000
185,001
335,000
135,001 - 205,000
335,001 and over

205,001 - 360,000
360,001 - 405,000
405,001 and over

$
$

$
9

$

All Others

All Others

If wages from HIGHEST
Enter on
If wages
paying
job from
are—HIGHEST lineEnter
on
7 above

If wages from HIGHEST
Enter on
If wages
from HIGHEST
Enter on
paying
job are—
line 7 above

line 7 above
$560
930
$610
1,040
1,010
1,220
1,130
1,300

1,340
1,420
1,600

paying job are—

$0 - $35,000
35,001 - $0
90,000
- $38,000
90,00138,001
- 165,000
- 85,000
165,00185,001
- 370,000
- 185,000
370,001 and over

185,001 - 400,000
400,001 and over

line 7 above

$560
930 $610
1,040 1,010
1,220 1,130
1,300

1,340
1,600

You are not required to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its instructions must be
You are
not as
required
to provide
information
on a form of
that is
retained
as long
their contents
maythe
become
materialrequested
in the administration
subject
to Revenue
the Paperwork
Reduction
Act unless
form
displaysare
a valid OMB
any
Internal
law. Generally,
tax returns
and the
return
information
control number.
Books
records
relating
confidential,
as required
byorCode
section
6103.to a form or its instructions must be

retained
as long
their
contents
may become
material
in this
the form
administration
The average
timeas
and
expenses
required
to complete
and file
will vary of
any Internal
Revenue circumstances.
law. Generally,For
taxestimated
returns and
return information
are
depending
on individual
averages,
see the
confidential,
required
instructions
for as
your
incomeby
taxCode
return.section 6103.
time andfor
expenses
required
to complete
andbe
filehappy
this form
will vary
If The
you average
have suggestions
making this
form simpler,
we would
to hear
depending
circumstances.
For
from
you. Seeon
theindividual
instructions
for your income
taxestimated
return. averages, see the
instructions for your income tax return.

the National Directory of New Hires. We may also disclose this information to other countries
under a tax treaty, to federal and state agencies to enforce federal nontax criminal laws, or to
federal law enforcement and intelligence agencies to combat terrorism.

7KH)XWXUH$ZDLWV

Table 2

6
7$
8$

If you have suggestions for making this form simpler, we would be happy to hear
from you. See the instructions for your income tax return.



ZZZGLVFRYHUDUNDQVDVJRY

AR4EC

STATE OF ARKANSAS

Exemption Certificate
$5(& Employee’s Withholding
67$7(2)$5.$16$6
(PSOR\HH·V:LWKKROGLQJ([HPSWLRQ&HUWLÀFDWH

Print Full Name ________________________________________________ Social Security Number ____________________________________
Print Home Address _____________________________________________ City _____________________________State _____ Zip _________


3ULQW)XOO1DPH BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB 6RFLDO6HFXULW\1XPEHUBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB



of Exemptions
3ULQW+RPH$GGUHVVBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB &LW\BBBBBBBBBBBBBBBBBBBBBBBBBBBBB6WDWH BBBBB Number
=LSBBBBBBBBB

How to Claim Your Withholding

Employee:
File this form with
1.
(PSOR\HH
your employer.
)LOHWKLVIRUPZLWK
Otherwise,
your
\RXUHPSOR\HU
employer
must
2WKHUZLVH\RXU
withhold state
HPSOR\HUPXVW
incomeZLWKKROGVWDWH
tax from
your wages
without 2.
LQFRPHWD[IURP
exemptions
or
\RXUZDJHVZLWKRXW
dependents.
H[HPSWLRQVRU 3.
GHSHQGHQWV

Claimed

See instructions below

+RZWR&ODLP<RXU:LWKKROGLQJ

1XPEHURI([HPSWLRQV
&ODLPHG

CHECK ONE OF THE FOLLOWING6HHLQVWUXFWLRQVEHORZ
FOR EXEMPTIONS CLAIMED

a.
You claim yourself. (Enter one exemption) ......................................................................1a
 &+(&.21(2)7+()2//2:,1*)25(;(037,216&/$,0('
b.
claim yourself and(QWHURQHH[HPSWLRQ
your spouse. (Enter
two exemptions) .........................................1b

D You<RXFODLP\RXUVHOI
D
c.


of Household, and you claim yourself.
(Enter two exemptions)
.............................1c
E Head
<RXFODLP\RXUVHOIDQG\RXUVSRXVH
(QWHUWZRH[HPSWLRQV
E



F

+HDGRI+RXVHKROGDQG\RXFODLP\RXUVHOI (QWHUWZRH[HPSWLRQV F

NUMBER OF CHILDREN or DEPENDENTS. (Enter one exemption per dependent) ................. 2
 180%(52)&+,/'5(1RU'(3(1'(176 (QWHURQHH[HPSWLRQSHUGHSHQGHQW  

TOTAL EXEMPTIONS. (Add Lines 1a, b, c, and 2)
Ifno727$/(;(037,216
exemptions or dependents
are claimed, enter zero.............................................................. 3
$GG/LQHVDEFDQG

Employer:

,IQRH[HPSWLRQVRUGHSHQGHQWVDUHFODLPHGHQWHU]HUR 
(PSOR\HU
Keep this
certificate 4. Additional amount, if any, you want deducted from each paycheck. (Enter dollar amount) ......... 4
.HHSWKLVFHUWL¿FDWH
with your
records.
 $GGLWLRQDODPRXQWLIDQ\\RXZDQWGHGXFWHGIURPHDFKSD\FKHFN (QWHUGROODUDPRXQW  
ZLWK\RXUUHFRUGV
5.

I qualify for the low income tax rates. (See below for details)....................................................... 5
 ,TXDOLI\IRUWKHORZLQFRPHWD[UDWHV 6HHEHORZIRUGHWDLOV   
Please check filing status:
Single
Married Filing Jointly
Head of Household


3OHDVHFKHFN¿OLQJVWDWXV

6LQJOH

0DUULHG)LOLQJ-RLQWO\

+HDGRI+RXVHKROG

<HV

Yes

No

1R

I certify
that the number of exemptions and dependents claimed on this certificate does not exceed the number to which I am entitled.
 ,FHUWLI\WKDWWKHQXPEHURIH[HPSWLRQVDQGGHSHQGHQWVFODLPHGRQWKLVFHUWL¿FDWHGRHVQRWH[FHHGWKHQXPEHUWRZKLFK,DPHQWLWOHG
Signature:
______________________________________________________________________________________Date:
_________________
 6LJQDWXUH
BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB'DWHBBBBBBBBBBBBBBBBB


,QVWUXFWLRQV
Instructions
TYPES7<3(62),1&20(7KLVIRUPFDQEHXVHGIRUZLWKKROGLQJRQDOOW\SHV
OF INCOME - This form can be used for withholding on all types
RILQFRPHLQFOXGLQJSHQVLRQVDQGDQQXLWLHV
of income,
including pensions and annuities.
180%(52)(;(037,216± +XVEDQGDQGRU:LIH 'RQRWFODLPPRUH

NUMBER OF EXEMPTIONS – (Husband and/or Wife) Do not claim more

WKDQWKHFRUUHFWQXPEHURIH[HPSWLRQV+RZHYHULI\RXH[SHFWWRRZHPRUH

than the correct number of exemptions. However, if you expect to owe more
LQFRPHWD[IRUWKH\HDU\RXPD\LQFUHDVH\RXUZLWKKROGLQJE\FODLPLQJD
incomeVPDOOHUQXPEHURIH[HPSWLRQVDQGRUGHSHQGHQWVRU\RXPD\HQWHULQWRDQ
tax for the year, you may increase your withholding by claiming a
smallerDJUHHPHQWZLWK\RXUHPSOR\HUWRKDYHDGGLWLRQDODPRXQWVZLWKKHOG7KLVLV
number of exemptions and/or dependents, or you may enter into an
agreement
with your employer to have additional amounts withheld. This is
HVSHFLDOO\LPSRUWDQWLI\RXKDYHPRUHWKDQRQHHPSOR\HURULIERWKKXVEDQG
DQGZLIHDUHHPSOR\HG
especially
important if you have more than one employer, or if both husband
and wife are employed.
'(3(1'(176±7RTXDOLI\DV\RXUGHSHQGHQW OLQHRIIRUP DSHUVRQ
PXVW D UHFHLYHPRUHWKDQRIWKHLUVXSSRUWIURP\RXIRUWKH\HDU
E
DEPENDENTS
– To qualify as your dependent (line 2 of form), a person
QRWEHFODLPHGDVDGHSHQGHQWE\VXFKSHUVRQ¶VVSRXVH F EHDFLWL]HQ
must (a) receive more than 1/2 of their support from you for the year, (b)
RUUHVLGHQWRIWKH8QLWHG6WDWHVDQG G KDYH\RXUKRPHDVWKHLUSULQFLSDO
not be claimed as a dependent by such person’s spouse, (c) be a citizen
UHVLGHQFH DQG EH D PHPEHU RI \RXU KRXVHKROG IRU WKH HQWLUH \HDU RU EH
or resident of the United States, and (d) have your home as their principal
UHODWHGWR\RXDVIROORZVVRQGDXJKWHUJUDQGFKLOGVWHSVRQVWHSGDXJKWHU
residence
and be a member of your household for the entire year or be
VRQLQODZRUGDXJKWHULQODZ\RXUIDWKHUPRWKHUJUDQGSDUHQWVWHSIDWKHU
related VWHSPRWKHUIDWKHULQODZRUPRWKHULQODZ\RXUEURWKHUVLVWHUVWHSEURWKHU
to you as follows: son, daughter, grandchild, stepson, stepdaughter,
son-in-law
or daughter-in-law; your father, mother, grandparent, stepfather,
VWHSVLVWHUKDOIEURWKHUKDOIVLVWHUEURWKHULQODZRUVLVWHULQODZ\RXUXQFOH
stepmother,
father-in-law or mother-in-law;
your brother,
DXQWQHSKHZRUQLHFH
EXWRQO\LIUHODWHGE\EORRG
 sister, stepbrother,

stepsister, half brother, half sister, brother-in-law or sister-in-law; your uncle,
&+$1*(6
,1(but
(;(037,216
25
± <RX PD\ ¿OH
aunt, nephew
or niece
only if related
by '(3(1'(176
blood).
DQHZFHUWL¿FDWHDWDQ\WLPHLIWKHQXPEHURIH[HPSWLRQVRUGHSHQGHQWV
,1&5($6(6<RXPXVW¿OHDQHZFHUWL¿FDWHZLWKLQGD\VLIWKHQXPEHU
CHANGES
IN EXEMPTIONS OR DEPENDENTS – You may file
RIH[HPSWLRQVRUGHSHQGHQWVSUHYLRXVO\FODLPHGE\\RX'(&5($6(6IRU
a new certificate at any time if the number of exemptions or dependents
DQ\RIWKHIROORZLQJUHDVRQV
INCREASES. You must file a new certificate within 10 days if the number
of exemptions
or dependents previously claimed by you DECREASES for
$5(& 5
any of the following reasons:

CLICK HERE TO CLEAR FORM


D  <RXUVSRXVHIRUZKRP\RXKDYHEHHQFODLPLQJDQ
(a)
Your spouse for whom you have been claiming an
H[HPSWLRQLVGLYRUFHGRUOHJDOO\VHSDUDWHGIURP\RXRUFODLPV

exemption is divorced or legally separated from you, or claims



KLVRUKHURZQH[HPSWLRQRQDVHSDUDWHFHUWL¿FDWHRU
his or her own exemption on a separate certificate, or

E  7KHVXSSRUW\RXSURYLGHWRDGHSHQGHQWIRUZKRP\RXFODLPHG

(b)

The support you provide to a dependent for whom you claimed

DQH[HPSWLRQLVH[SHFWHGWREHOHVVWKDQKDOIRIWKHWRWDOVXSSRUWIRUWKH\HDU
an exemption is expected to be less than half of the total support for the year.
27+(5'(&5($6(6LQH[HPSWLRQVRUGHSHQGHQWVVXFKDVWKHGHDWKRID

OTHER DECREASES in exemptions or dependents, such as the death of a
VSRXVHRUDGHSHQGHQWGRHVQRWDIIHFW\RXUZLWKKROGLQJXQWLOQH[W\HDUEXW
spouse or a dependent, does not affect your withholding until next year, but
UHTXLUHVWKH¿OLQJRIDQHZFHUWL¿FDWHE\'HFHPEHURIWKH\HDULQZKLFK
requires the filing of a new certificate by December 1 of the year in which
WKH\RFFXU
they occur.
<RX PD\ FODLP DGGLWLRQDO DPRXQWV RI ZLWKKROGLQJ WD[ LI GHVLUHG7KLV ZLOO
DSSO\PRVWRIWHQZKHQ\RXKDYHLQFRPHRWKHUWKDQZDJHV
You may claim additional amounts of withholding tax if desired. This will

apply most often when you have income other than wages.

<RXTXDOLI\IRUWKHORZLQFRPHWD[UDWHVLI\RXUWRWDOLQFRPHIURPDOO
VRXUFHVLV

You qualify for the low income tax rates if your total income from all

sources
D  is:
6LQJOH

E  0DUULHG)LOLQJ-RLQWO\
(a) Single

RUOHVVGHSHQGHQWV 
(b) Married
F  0DUULHG)LOLQJ-RLQWO\
Filing Jointly


RUPRUHGHSHQGHQWV
(1 or less dependents)

G  +HDGRI+RXVHKROG
Filing Jointly HU
(c) Married

4XDOLI\LQJ:LGRZ




WR
WR






WR $19,794
 to



WR

$11,737

to

$15,200
$24,300



$23,822 to $30,500
(2 or more dependents)
(d) Head of Household/Qualifying Widow(er) $16,687 to $21,400
(1 or less dependents)
)RUDGGLWLRQDOLQIRUPDWLRQFRQVXOW\RXUHPSOR\HURUZULWHWR
(e) Head of Household/Qualifying Widow(er) $19,892 to $24,300
$UNDQVDV,QGLYLGXDO,QFRPH7D[6HFWLRQ
(2 or more
dependents)

:LWKKROGLQJ%UDQFK
32%R[
/LWWOH5RFN$UNDQVDV
For additional information
consult your employer or write to:

Arkansas Withholding Tax Section
P. O. Box 8055
Little Rock, Arkansas 72203-8055

AR4EC (R 12/20/16)

7KH)XWXUH$ZDLWV



ZZZGLVFRYHUDUNDQVDVJRY

22222
22222

a Employee’s
social security number
a Employee’s social security number

OMB
No. 1545-0008
1545-0008
OMB No.

b Employer
identification
number
(EIN) (EIN)
b Employer
identification
number

Wages,
tips,
other
compensation 2 Federal
2 Federal
tax withheld
11 Wages,
tips,
other
compensation
incomeincome
tax withheld

c Employer’s
name, address,
andcode
ZIP code
c Employer’s
name, address,
and ZIP

33 Social
security
wages
Social
security
wages

4 Social
securitysecurity
tax withheld
4 Social
tax withheld

5 Medicare wages and tips

6 Medicare tax withheld

7 Social security tips

8 Allocated tips

5 Medicare wages and tips

6 Medicare tax withheld

7 Social security tips

8 Allocated tips

9

d Control number

10 Dependent care benefits

9 Verification code

d Control number
e Employee’s first name and initial

e Employee’s first name and initial

10 Dependent care benefits

Suff. 11 Nonqualified plans

Last name

12a
C
o
d
e

Suff. 11 Nonqualified plans

Last name

13

Statutory
employee

13

Statutory
employee

14 Other

Retirement
plan

Third-party
sick pay

Retirement
plan

C
o
d
Third-party
e

sick pay

12d
C
o
d
e

f Employee’s address and ZIP code
Employer’s state ID number

16 State wages, tips, etc.

17 State income tax

18 Local wages, tips, etc.

C
o
d
e

12b

12c
C
o
d
e

14 Other

15 State

12a

12b

C
o
d
e

12c
C
o
d
e

12d
C
o

19 Localde income tax

20 Locality name

f Employee’s address and ZIP code
15 State

Employer’s state ID number

Form

W-2

16 State wages, tips, etc.

Wage and Tax
Statement

Copy 1—For State, City, or Local Tax Department

Form

W-2

Wage and Tax
Statement

Copy 1—For State, City, or Local Tax Department

7KH)XWXUH$ZDLWV

17 State income tax

2011

2017



18 Local wages, tips, etc.

19 Local income tax

20 Locality name

Department of the Treasury—Internal Revenue Service

Department of the Treasury—Internal Revenue Service
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1DPH

W K  <  d  Z  ^ h D 
7KHSRFNHWJXLGHIRUMREDSSOLFDWLRQVDQGLQWHUYLHZV

1DPH $GGUHVVRI(PSOR\HU

5HIHUHQFHV QRWUHODWHGWR\RXDQGDVNSHUPLVVLRQ¿UVW

'DWHV 0R<U

3ULRU(PSOR\PHQW )XOO$QG3DUWWLPH-REV

/HYHO2I(GXFDWLRQ

2WKHU(GXFDWLRQ2SSRUWXQLWLHV

9RFDWLRQDO

&ROOHJH

+LJK6FKRRO

)ROG+HUH

5HODWLRQVKLSWR\RX
1DPH /RFDWLRQ2I6FKRRO

)ROG+HUH

3RVLWLRQ

6NLOOVDQG$ELOLWLHV

+RQRUVDQG$ZDUGV

)URP 0R<U

$GGUHVV
7R 0R<U

6XSHUYLVRU

/HDGHUVKLS$FWLYLWLHV

35(3$5$7,21
)LOOLQ3RFNHW5HVXPH
/HDUQVRPHWKLQJDERXWWKHFRPSDQ\
+DYHVSHFL¿FMRERUMREVLQPLQG
5HYLHZ\RXUTXDOL¿FDWLRQVIRUWKHMRE
%HSUHSDUHGWRDQVZHUEURDGTXHVWLRQV
$33($5$1&(
:HOOJURRPHG
6XLWDEO\GUHVVHG
0DNHXSLQJRRGWDVWH
,17(59,(:
%HSURPSW
$QVZHUTXHVWLRQVGLUHFWO\DQGWUXWKIXOO\
%HZHOOPDQQHUHG
8VHSURSHUJUDPPDUDQGJRRGGLFWLRQ
%HHQWKXVLDVWLFDQGFRRSHUDWLYH
'RQ¶WEHDIUDLGWRDVNTXHVWLRQV

(GXFDWLRQ

3KRQH1XPEHU
&RXUVHV6XEMHFW2I6WXG\

1DPH

':62&,

<HDU*UDG

5HDVRQIRU/HDYLQJ

3KRQH1XPEHU

'ULYHU¶V/LFHQVH1XPEHU
$GGUHVV

7HOHSKRQH

ZZZGLVFRYHUDUNDQVDVJRY
ZZZGLVFRYHUDUNDQVDVJRY




7KH)XWXUH$ZDLWV
7KH)XWXUH$ZDLWV

)ROG+HUH

-RE$SSOLFDWLRQ3UHVHQWDWLRQ(YDOXDWLRQ)RUP
Was this presentation helpful?

Was it too long or too short?

If you were in charge, how would you change it?

Would you ever participate again?

Would you tell a friend to participate?

OPTIONAL:

Name:

Address:

Would you like to meet one-on-one for further help?
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ZZZGLVFRYHUDUNDQVDVJRY

6HVVLRQ²)DFLOLWDWRU·V1RWH
The purpose of session 2 is to build the participants self-esteem by showing them how to present
themselves on paper through the resume. This session will focus on how to fill one out. You will
need to make sure the participants know about the available resources at the local Workforce Center
offices, many of which have resume programs on computers where the participants may be able to
type one.
You should begin session 2 by reviewing what you have covered in the last session. Review the
application briefly and ask them if they have any questions. Once you have addressed any of their
concerns, you are ready to begin the session on resumes.
Because the resume serves some of the same purposes as the application, the specific concerns of
the participants will be much the same as for session 1.
You should be prepared to:
Discuss how they describe education, volunteering, babysitting, school activities on a resume;
Discuss how they should write clear action descriptions which list specific skills and dates;
Produce a resume that is clear and can be read, faxed, reproduced, or scanned into a
computer;
Complete the Resume Exercise on pages 30-36 (pens, pencils will be needed);
To draft a clear simple cover letter.
In this section you will find samples of a cover letter and resume. Also included are examples and
parts of the resume, which you will want participants to fill out and put together as a complete
resume. They may be copied and distributed as needed.
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:KDWLVD5HVXPH"
A resume is a short description of your job history and your education or training. It should tell an
employer who you are, where and when you went to school, where and when you have worked,
what your responsibilities were in your jobs, what your career objective is, and where and how you
can be reached for an interview. Your resume should reflect not only your knowledge, skills, and
abilities but also your interests in such a way that it persuades a potential employer to meet and
interview you. Think of your resume as getting a peek into a circus tent, the “peek” makes you want
to see the show. In developing a resume, you want to interest the potential employer to take a good
look at your qualifications.
FACILITATOR’S NOTE
At this point you want to hand out the sample resume and describe the various sections of it (page
29).
The objective of a resume is to tell what kind of job you are interested in and why. The education
section gives your educational background, beginning with your most recent experiences. The
experience section also begins with your most recent job and moves backward in time for all
jobs that may be relevant for the job you want. You should also add a section on your interests or
hobbies. You should always put on your resume that you have references available upon request.
THERE IS NO SINGLE PRESCRIBED WAY TO PREPARE A STRONG Resume.
Here is a sample resume. Check several samples to choose the best format for your needs. Most
students and recent graduates should limit the resume to one or two pages. Type your resume
on standard 8 ½” x 11” paper; make several copies for distribution. The information should not be
crowded; space it neatly on the page so that the reader can pick up the important points in a few
moments.
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:KDWLVD5HVXPH"
There is no need to include the following information on a resume:
Names and addresses of references. Simply state that references are available upon request.
Be sure to keep handy the names and addresses of individuals who have agreed to give you a
favorable reference. Most employers ask for this information on the job application or during
the interview. NOTE: Be sure to ask before you use a person as a reference.
Salary information or salary desired.
Personal data such as your age, marital status, height, weight, race, national origin, sex,
and religion. (Employers don’t want this information because it opens them to charges of
discrimination.)
The date the resume was written.
Resumes should:
Have a cover letter of introduction, if the resume is sent by mail.
Have your name and phone number, including your area code.
Typed in a font that is easy to read, such as Times New Roman.
Be on white or light cream 8 ½ x 11-inch paper so they can be copied, scanned into a
computer, or filed easily.
Have your name and a page number on each page of any faxed resume.
Have specific identification of skills, especially if your resume might be read (scanned) into a
computer.
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6DPSOH5HVXPH

-DQ6PLWK

WK6WUHHW
%LJ+RUQ$UNDQVDV
 
2%-(&7,9(
7RZRUNDVDGDUNURRPWHFKQLFLDQLQSKRWRJUDSKLFODERUDWRU\
(A brief statement to explain the type of work you want.)
('8&$7,21
%LJ+RUQ+LJK6FKRRO
%LJ+RUQ$UNDQVDV 
+LJK6FKRRO'LSORPD
+RQRU6RFLHW\
9LVXDO$LGV$VVLVWDQW
+LJK6FKRRO1HZVSDSHU
3KRWRJUDSK\&OXE
(List the schools you have attended as well as any honors and activities. The
EDUCATION and EXPERIENCE sections should be organized chronologically beginning
with the most recent school or job.)
(;3(5,(1&(
3KRWRJUDSK\8QOLPLWHG
%LJ5RFN$UNDQVDV
WRSUHVHQWSDUWWLPHSRVLWLRQ
5HVSRQVLELOLWLHVGHPRQVWUDWHGDQGVROGSKRWRJUDSKLFDQGDXGLRYLVXDOHTXLSPHQW
(Include jobs or volunteer assignments that demonstrate skills relevant to the type of
job you are seeking.)
,17(5(676
3KRWRJUDSK\MRJJLQJKLNLQJ
5()(5(1&(6
$YDLODEOHXSRQUHTXHVW
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:ULWLQJ<RXU2ZQ5HVXPH



JOB OBJECTIVE
Most resumes begin with a brief paragraph that tells an employer about the kind of job you are
looking for and why it sounds interesting to you.
In some cases, teenagers want a job that will help them obtain experience in work similar to their
career interests. In other cases, a job might look good because it uses skills that a teenager learned in
school.
SOME EXAMPLES OF JOB OBJECTIVES:
,ZRXOGOLNHDMREDVDQXUVH¶VDLGHEHFDXVHVRPHGD\,¶GOLNHWREHDQXUVH
,DPORRNLQJIRUDSDUWWLPHMREDVDFDVKLHUVRWKDW,FDQVDYHPRQH\IRUFROOHJH$FDVKLHUMRE
VRXQGVLQWHUHVWLQJWRPHEHFDXVH,DPJRRGLQPDWK
,ZRXOGOLNHDMREZRUNLQJLQDNLWFKHQEHFDXVH,ZRXOGOLNHWREHDFKHI
,KRSHWREHDQHQJLQHHUVRPHGD\$MREXVLQJPDWKZRXOGKHOSPHWRSROLVKP\PDWKVNLOOV
IXUWKHU
Think about the kind of job you want and why you want it!
WRITE YOUR OWN OBJECTIVE ON THE LINES BELOW.
Job Objective:
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:ULWLQJ<RXU2ZQ5HVXPH
WORK EXPERIENCE
All resumes include a section that tells about your previous jobs. This includes any jobs you’ve had
that were part of an employment-training program.
Always list your most recent job first, and then work back in time. The information you give is in the
same format as the format to be used in the ‘‘education’’ section.
You should list the name of the company or organization you worked for. Also include their address,
phone number, and the dates you worked there.
If possible, you should briefly describe what you did on each job.
Here’s how the Work Experience section of your resume might look:
:25.(;3(5,(1&(
 WR

3URMHFW ³<(6´
0'&6NDWLQJ5LQN
)DZQ6WUHHW
%LJ5RFN $5 

7HOHSKRQH  

,ZRUNHGZLWK\RXQJFKLOGUHQVXSHUYLVLQJWKHLUJDPHVDQG DFWLYLWLHV
 WR

%XUJHU .LQJ
5REHUWV+LJKZD\
'HHU+RRI $5 

7HOHSKRQH  

,SUHSDUHGIRRGZRUNHGWKHFDVKUHJLVWHUPDGHFKDQJHVHUYHGFXVWRPHUVFOHDQHGWKHZRUN
DUHDDQGWRRNRUGHUVIRUPHQXLWHPV
WRITE YOUR WORK EXPERIENCE BELOW, IN THE SAME WAY AS SHOWN IN THE EXAMPLE.
to

to
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:ULWLQJ<RXU2ZQ5HVXPH



EDUCATION
All resumes include a section that tells about your education. You should include information
about the school you are attending now. This includes its name, address, phone number, and dates
attended.
If possible, you should also tell about the grade you are in; any subjects you take that might help you
on the job; and your academic grades (if they are good).
If you have attended more than one high school, you should give information about all the high
schools.
If you are in college, your college should be listed first. Here’s how the ‘‘education’’ section of a resume
might look:
('8&$7,21
 WR

 WR

%LJ+RUQ+LJK6FKRRO
0DLQ 6WUHHW
%LJ+RUQ $UNDQVDV 

7HOHSKRQH  

%LJ5RFN+LJK6FKRRO
5HPLQJWRQ 6WUHHW
%LJ5RFN $UNDQVDV 

7HOHSKRQH  

,DPDVHQLRULQKLJKVFKRROWDNLQJJHQHUDOFRXUVHVZLWKDQHPSKDVLVRQPDWKDQGWKHVFLHQFHV
WRITE YOUR EDUCATIONAL BACKGROUND BELOW.
IF YOU NEED MORE SPACE, USE THE BACK.
EDUCATION:
to

to
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:ULWLQJ<RXU2ZQ5HVXPH
ABILITIES
Many resumes include a section called “Abilities” or “Special Skills.”
This section gives you a chance to describe other things about yourself that an employer might find
interesting.
Some examples are:
Being bilingual (speaking 2 languages well)
Word Processing
Shorthand
Filing
Fixing or driving cars
Being good in math
Working well with people
Repairing bicycles
Having good writing skills
Having good grades in certain subjects (you must list the subjects)
Good oral skills
Painting
Being very patient
Being a fast learner
These skills are usually written in a sentence or short paragraph.
NOW DESCRIBE YOUR SKILLS IN A FEW SENTENCES.
____________________________________________________________________________________
____________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
_______________________________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
_____________________________________________________________________________________________________
____________________________________________________________________________________________________
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:ULWLQJ<RXU2ZQ5HVXPH
ACTIVITIES
For persons with little or no work experience, it is acceptable to include a section telling the employer
how you spend your free time.
You can include things such as hobbies, sports, teams you belong to, volunteer experiences, clubs,
and other things you like to do.
This section should be written in a sentence, or as a list.
FOR EXAMPLE:
,DPDPHPEHURIWKH%LJ+RUQ+LJK6FKRRO%DVNHWEDOOWHDP,DOVRSOD\VRFFHUOLVWHQWRPXVLF
DQGGDQFH
6ZLPPLQJUHDGLQJPRYLHVSOD\LQJJXLWDUEDVHEDOOGDQFLQJDQGFKHVVDUHRWKHULQWHUHVWVDQG
VNLOOV,KDYH
,KDYHYROXQWHHUHGDVDQXUVH¶VDLGHDWWKH%LJ5RFN1XUVLQJ+RPHIRUWKHSDVW\HDU,DOVROLNH
WROLVWHQWRPXVLFSOD\IRRWEDOODQG,DOVROLNHWRZRUNRQFDUV
,GRDORWRIEDE\VLWWLQJDIWHUVFKRRODQGRQZHHNHQGV,OLNHWRZRUNZLWK\RXQJFKLOGUHQ,DOVR
DPLQWKH%XVLQHVV(GXFDWLRQ&OXEDWP\KLJKVFKRRO,OLNHWRSOD\DQGZDWFKDOOVSRUWV
NOW DESCRIBE YOUR INTERESTS AND ACTIVITIES IN THE SPACE BELOW.
____________________________________________________________________________________
____________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
_____________________________________________________________________________________________________
____________________________________________________________________________________________________
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:ULWLQJ<RXU2ZQ5HVXPH
AVAILABILITY
Employers need to know the hours that you are available to work.
You should let them know about all hours they could schedule you. This doesn’t mean that you will
have to work all of those hours; it just tells the employer whether your availability fits the hours that
he/she needs.
For example, one way you could write you availability might be:
AVAILABILITY:
Weekdays:
Weekends:

3 p.m. until 9 p.m.
Anytime

Another way might be:
AVAILABILITY:
Monday:
Tuesday:
Wednesday:
Thursday:
Friday:
Saturday:
Sunday:

3 p.m. until 8 p.m.
4 p.m. until 7 p.m.
3 p.m. until 10 p.m.
3 p.m. until 10 p.m.
Not available
6 a.m. until 10 p.m.
Not available

As you can see, there are many ways to write your availability. Choose the way that best fits your
hours. Remember, it is very important for the employer to know up-front what hours you are
available. This will prevent you from accepting a position that is not suited to your availability, and it
will allow the employer to determine whether they will be able to arrange a work schedule to meet
your needs.
WRITE YOUR AVAILABILITY BELOW
____________________________________________________________________________________
____________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________
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:ULWLQJ<RXU2ZQ5HVXPH
CONCLUSION
Now take a blank piece of white paper and do the following:
1. Put your name, address, and phone number on the top and in the center of the page.
2. Cut out the bottom part of each of the previous pages on the dotted lines.
3. Staple or tape those sections onto the blank piece of paper. Put them in the following
order:
Job Objective
Education
Work Experience
Abilities
Activities
Availability
4. At the bottom of the page, write the words “References Available upon Request.”
This will leave you with a rough copy of your resume. You are now ready to type this information on a
clean piece of paper.
As you gain experience or skills, your resume will need to be updated. If you follow these same basic
steps, you will always be able to update or change your resume to meet your immediate needs.
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:KDWLVWKH3XUSRVHRID&RYHU/HWWHU"
The cover letter that you send with your resume serves to introduce you and your interest in the
company. You should address your letter to a specific individual at each of the companies to which
you write. You’ll have to call each company or look in business reference books (ask your librarian)
to find out the name of the director of personnel or the manager of the department in which you
want to work. The cover letter should highlight certain facts in your resume, state that the resume is
enclosed, tell what you can offer the company if hired, and request an interview.
FACILITATOR’S NOTE:
You should hand out the sample cover letter.
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6DPSOH&RYHU/HWWHU



:KLWHWDLO/DQH
%LJ+RUQ$UNDQVDV
-DQXDU\
0V-DQH'RH
'LUHFWRURI3HUVRQQHO
3KRWRJUDSKLF3URGXFWV,QF
:KHHOHU
)RUN+RUQ$UNDQVDV
'HDU0V'RH
,ZRXOGOLNHWRDSSO\IRUWKHSRVLWLRQDGYHUWLVHGLQWKH$UNDQVDV'HPRFUDW*D]HWWHIRUDGDUNURRP
WHFKQLFLDQDW3KRWRJUDSKLF3URGXFWV,QF$V\RXFDQVHHIURPWKHHQFORVHGUHVXPH,ZLOOJUDGXDWH
IURP%LJ+RUQ+LJK6FKRROWKLVVSULQJDQGKDYHZRUNHGSDUWWLPHIRUWKHSDVWWZR\HDUVDW3KRWRJUDSK\
8QOLPLWHG
3KRWRJUDSK\8QOLPLWHGZRUNV ZLWK\RXUODEVWRSURFHVVILOPIRURXUFXVWRPHUV,KDYHH[SHULHQFHLQ
GDUNURRPWHFKQLTXHVIURPWKHSKRWRJUDSK\FOXEDWP\KLJKVFKRRO,SODQWRDWWHQGFROOHJHDWQLJKWLQ
WKHIDOOWREHJLQZRUNWRZDUGDQDVVRFLDWHGHJUHHLQSKRWRJUDSKLFWHFKQRORJ\
,ZRXOGOLNHWRPHHWZLWK\RXWRGLVFXVVP\FDUHHUJRDOVDQGWKHRSHQLQJDW3KRWRJUDSKLF3URGXFWV
,QF,ZLOOFDOO\RXURIILFHLQWKHQHDUIXWXUHWRDUUDQJHDQDSSRLQWPHQW7KDQN\RXIRUFRQVLGHULQJP\
DSSOLFDWLRQ
6LQFHUHO\

%HWW\5RJHU
(QFORVXUH
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5HVXPH3UHVHQWDWLRQ(YDOXDWLRQ)RUP
Was this presentation helpful?

Was it too long or too short?

If you were in charge, how would you change it?

Would you ever participate again?

Would you tell a friend to participate?

OPTIONAL:

Name:

Address:

Would you like to meet one-on-one for further help?
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6HVVLRQ²)DFLOLWDWRU·V1RWH
The purpose of this session is to build the participants’ self-esteem through their presentation
of themselves in the job interview. This would include their appearance, attitude, and oral
communication skills.
Be prepared to ask questions appropriate to the audience.
Why would you like to work for us?
What school experience have you had that you think will help you do this job?
When are you available to work?
Is there any reason you could/could not lift groceries: 10 lbs?
Do you have transportation?
Will you take a drug test?

Ask the audience what questions they would expect to be asked in an interview.
In this section you will find examples of questions employers may ask and good questions for those
seeking employment to ask. In addition, there are interviewing tips, a grooming guide, tips for
keeping a job, and how to make the most of a first job. All materials in this section may be copied and
distributed to participants.
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:KDWLVWKH3XUSRVHRIDQ,QWHUYLHZ"
In most cases, an interview will be arranged after the employer has seen a copy of your job
application and/or resume. The interviewer will know the factual information about you from these
pieces. The purpose of the interview is to allow you and a potential employer to become acquainted.
You should think of an interview as a conversation in which you and the employer exchange enough
information to know whether or not you have the skills and abilities to work in that particular job. It
also provides you with the opportunity to decide whether or not you would be interested in working
for that company, in that job. In the interview you will be asked to give more details about your
career goals, skills, experience, and hobbies.
It is the interviewer’s opportunity to get a sense of your personality and to see how you “handle”
yourself. Furthermore, it is your opportunity to ask questions about the job, the working conditions,
the potential for advancement, and the benefits.
Before you go to an interview, take the time to find out as much as you can about the company. Be
prepared to explain why you are interested in working at each particular organization.
It is illegal for an employer to discriminate on the basis of race, religion, color, national origin, age, or
sex. An interviewer then should not ask you about any of these categories. In addition, you should
not offer information about these factors.
If an employer has invited you for an interview, there is a good chance that you’re being considered
for a job. Each interview will probably last only about 30 minutes. That’s not a very long time to
convince an employer that you can do the job.
You’ll have a better chance if you express your enthusiasm, respond maturely to the questions asked,
pay attention, look the interviewer in the eye, show evidence that you will be willing to work hard,
and demonstrate that you will be a responsible and loyal employee.
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7KH,QWHUYLHZ
BE PREPARED
Practice! Practice! Practice!
Anticipate possible questions and practice answers to each of them.
Research! Know something about the company before the interview.
Prepare questions to ask in the interview.
BE PUNCTUAL
Don’t just be on time, be early.
LOOK GOOD
Go to the interview neat and clean.
Clothes should be pressed. It is not necessary to wear expensive clothes.
Dress conservatively and comfortably.
Avoid heavy makeup and trendy or flashy clothes or jewelry.
Dress appropriately for the job. Sales jobs require different clothes from yard work.
WATCH YOUR BODY LANGUAGE
Offer a firm handshake.
Stand or sit erect, but comfortably.
Sit down only after offered a chair.
Lean forward in your chair and relax.
Don’t fidget.
Use eye contact.
CARRY A PORTFOLIO
Show the interviewer that you plan ahead.
Bring all necessary information and more:
- Resume.
- Letters of recommendation.
- Samples or pictures of your work (if appropriate).
BE ENTHUSIASTIC
Have an absolutely positive attitude in the interview.
Be friendly, but not too familiar.
Don’t be negative about anything!
Sell yourself - Remember the difference between bragging and self confidence is enthusiasm.
Use eye contact and voice expression to your benefit.
SMILE
Don’t grin, but smile as you would in any conversation
SAY THANK YOU
At the end of the interview, thank the interviewer for his/her time.
Follow-up after the interview with a brief “Thank You” note that:
- Reviews points brought up in the interview.
- Adds ideas you forgot to mention.
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7KH,QWHUYLHZ
SHOULD I MENTION PART-TIME AND VOLUNTEER WORK EXPERIENCE?
Yes. Don’t underrate your experience and the skills you have picked up working during the summers
or after school. Through part-time and volunteer work experiences you can learn to work with
other people and find out how things are done in a business environment. You can help potential
employers recognize the value of your experience if you analyze your duties and responsibilities in
these jobs and present them in terms of what you learned and how they helped you to grow.
DOES MY APPEARANCE COUNT DURING AN INTERVIEW?
Yes. Before your interview, the employer will probably only know about you from your application or
resume. Try to make a favorable first impression by dressing neatly and appropriately for a business
occasion. Often clothing that is perfectly acceptable for school will leave you feeling out of place and
ill at ease in a business environment.

GUIDE FOR GROOMING FOR EMPLOYMENT
INTRODUCTION
A job applicant’s dress and grooming are often important critical factors in an employer’s hiring
decision.
To many employers, first impressions still matter. Poor personal appearance and careless dress at an
interview are major factors leading to the rejection of applicants.
95 percent of the employers interviewed said a job seeker’s personal appearance affected
the employer’s opinion of that applicant’s suitability for a job.
91 percent said they believed dress and grooming reflected the applicant’s attitude toward
the company.
61 percent said dress and grooming had an effect on subsequent promotions.
Whether you are preparing for a job interview or concerned about advancement in your present job,
it is important to think about what your appearance tells an employer about you.
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)LUVW,PSUHVVLRQV
Before you get a job, you must convince an employer to hire you. The first impression you make on
an employer may be based on your appearance. If you appear for an interview carelessly groomed, a
potential employer may assume you are careless about other things as well. He or she may think you
lack initiative, may need close supervision, and may not be a good employee.
Dress to project the image you want the employer to receive. If a position requires maturity, don’t
dress like a college student going to class. Let your clothing reflect your knowledge of the type of
job for which you are applying.
Your appearance also may affect how you feel about yourself. Knowing that your appearance is
good may give you added confidence in yourself. Self-confidence is essential to make a good first
impression.
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$SSURSULDWH'UHVV
Employers judge your appearance as a reflection of your total personality, and in relation to the type
of work you will be doing. There are different standards of dress for different kinds of jobs.
For instance, employers hiring workers to unload boxcars or to work in a foundry may not want to
hire the person who looks “too dressed up.” On the other hand, don’t wear overalls or blue jeans if
you are applying for an office or sales job. Many employers, in fact, regard jeans as unacceptable for
job interviews.
Prior to your interview, you will be learning about the company for which you hope to work. This is
a good time to get an idea of the appropriate dress there. If you dress as employees do, you will give
the interviewer the impression you are likely to “fit in.”
There are no hard-and-fast rules to guide you as to the most appropriate way to dress, but you ought
to consider the following advice.
When dressing for an interview, it usually is best to dress conservatively. If you wear loud colors
or faddish clothes, the interviewer probably will remember your clothes, but not your name or
qualifications. Common sense and simple good taste are the best guides to dressing for an interview.
One final tip: most employers regard a neat and clean appearance as being at least as important as
the type of clothes worn.
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Be prepared to ask several good questions about the job (with whom you will work, how is work
evaluated, how can you learn more about the job now, etc.). But, once again, don’t focus on salary;
let the employer bring that up. Also, before you leave the interview be sure to express interest (if you
are) in the job and ask what will happen next and when.
QUESTIONS TO ASK EMPLOYERS
Does your company provide any financial assistance for further education?
How often are performance reviews given?
Are salary adjustments geared to the cost of living or job performance?
Please describe the duties of the job for me.
What kinds of assignments might I expect the first six months on the job?
What products (or services) are in the development stage now?
Do you have plans for expansion?
What are your growth projections for next year?
Have you cut your staff in the last three years?
How do you feel about creativity and individuality?
Do you offer flextime?
Is your company environmentally conscious? In what ways?
In what ways is a career with your company better than one with your competitors?
Is this a new position or am I replacing someone?
What is the largest single problem facing your staff (department) now?
May I talk with the last person who held this position?
How much authority will I have over decisions?
Does your company offer either single or dual career-track programs?
What do you (the interviewer) like best about your job/company?
Once the probation period is completed, how much authority will I have over decisions?
Has there been much turnover in this job area?
Do you fill positions from the outside or promote from within first?
What qualities are you looking for in the candidate who fills this position?
What skills are especially important for someone in this position?
What characteristics do the achievers in this company seem to share?
Is there a lot of team/project work?
Will I have the opportunity to work on special projects?
What is your vacation policy?
Do you have a standard benefits package or can I choose from a variety of options?
What is the salary range for this position?
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Learn as much as you can about the company. Friends, family, or neighbors who work for the
company are good sources of information. You should know what the company goals are, how the
company fits into the community, what the company produces and why.
Visit the company, observe the employees entering or leaving the business to see how they dress.
Look at brochures or simply call the company and ask the person who answers the phone the
information you want to obtain. You need not identify yourself because many companies receive
calls from numerous private or government organizations and the person answering the telephone
will assume you represent one of these organizations. Have a list of basic questions to ask and be
prepared to write the answers.
TOUGH JOB INTERVIEW QUESTIONS AND HOW TO HANDLE THEM
The final step in the employment process is the interview. This may be with a single person, a series
with different people, or even an interview before a group. Regardless of the setting, you will be
judged on the basis of your skills, personality, adaptability, and how well you respond to questions.
Just as the letter of application and the resume can be improved by careful planning, you should
anticipate questions that you may be asked during the interview. Listen carefully to what the
interviewer asks and make sure you fully understand the question before beginning to answer.
Here are a few questions and how they might be handled.
HOW DID YOU LIKE YOUR LAST EMPLOYER?
Never criticize a former employer in an interview. You might express appreciation for what
you learned on that job. If pressed as to why you left, it might be for a situation offering more
opportunities for advancement.
WHAT KINDS OF PEOPLE RUB YOU THE WRONG WAY?
This is no time to get into personal likes and dislikes. The interviewer really wants to see if you
get along well with most people. A good answer may be that you generally like those with
whom you have worked, but you get upset with people who don’t do their share of the work.
WHAT ARE YOUR MAJOR WEAKNESSES?
Once again, this is no time to let it all hang out. The best approach may be to list a few
“weaknesses” which may actually be advantages such as being impatient to get things done
or that you have a tendency to take your work too seriously.
WHAT MADE YOU APPLY FOR THIS JOB?
Be ready to cite several reasons why you think your current level of skill and interest help
qualify you for the position and also several points why you are particularly interested in the
employer (which also reflects the research you have done on the organization).
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WHERE DO YOU HOPE TO BE 10 YEARS FROM NOW?
Your best answer may be that you seek the opportunity to show how well you can perform
and hope to go as far as dedication to the job and working intelligently will carry you.
WHAT ARE YOUR SALARY EXPECTATIONS?
Hopefully, you will not be asked this question until the employer has a strong interest in you.
A good response is to ask if there is a salary range for the job and what it is. Then you can
begin to quietly negotiate.

What should I do after the interview?
After an interview, send a brief “Thank You” letter. This letter should thank each of the individuals you
met for their time, the opportunity to introduce yourself, and to learn about the company.
This basic courtesy should not be overlooked because it reminds the interviewer of your interest
in the company and demonstrates your conscientious attention to seeing a project through to its
conclusion.
If you’re not sure what career you want, don’t panic!
Approach this as a project: do the research, choose a direction, pinpoint some goals, trust your
instincts, and act intelligently. Remember that although your immediate concern may be to get
a job, your real goal is a succession of jobs that contributes to your well-being and allows you to
continue to grow.
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Some people feel that once they have a job they can just relax and collect their paycheck.
Remember, you are getting paid to do a job. Listen carefully to instructions and take notes; don’t be
afraid to ask questions. Take pride in your work and show a willingness to learn. Be someone that
others can depend on; if you say you are going to do something, do it without procrastinating. If you
finish with all your assigned tasks, don’t just wait to go home or work extra slowly to stretch out your
task. Ask to help out others in your unit or ask the supervisor for an additional assignment. The more
you learn, the more valuable you will become as an employee.
Other tips for being a good employee are listed below. The difference could mean getting a pay
raise/bonus or not, or whether you will be retained in a layoff. If you are unhappy in a work situation,
go through the proper channels to resolve legitimate complaints; otherwise, remember you are
always free to keep searching for another job.
Keep your appearance neat and clean.
Be at work on time.
Don’t miss work unless absolutely necessary.
When you are sick, call your supervisor.
Be polite and friendly to fellow employees and customers.
Try to avoid gossiping and complaining.
Don’t grumble about having to do less appealing tasks.
Don’t stretch your lunch or coffee breaks.
Don’t show up for work exhausted.
Don’t drink alcohol or take illegal drugs.
Keep personal calls to a minimum and ask permission to make them.
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Ways to Make the Most of Your First Job
DO YOUR BEST ON THE JOB.
No matter how you feel about your current job, do your best. You will need references to get better
jobs, and former bosses are the best sources. Also, your current boss might offer you a better
position if he or she sees what a terrific worker you are.
TAKE ON EXTRA TASKS.
Your first job provides valuable opportunities to learn new skills that may help you launch your
career. If you are working as a receptionist, for example, and want to break into the editing field,
find out if you can help with the company newsletter. If you’re waiting tables and studying to be an
accountant, ask if you can help with some of the bookkeeping and other paperwork.
FIND OUT WHAT YOUR CO-WORKERS DO.
There are thousands of different occupations available. To help you decide on a career, learn about
as many as you can. Make it a special point to talk with your co-workers about their jobs; what they
do; what they like and dislike about their jobs; what their plans are. You may find an interesting new
career you had never considered before. You may also discover which jobs you’ll never want to have.
DISCOVER MORE ABOUT YOUR ORGANIZATION.
The organization where you work is probably one of many competing in the same market. Find out
some basic information, such as: Is your company bigger or smaller than the same type of company
in the area? How is it different from the rest? What is your company’s reputation in the community?
Is the market growing or shrinking? Has your organization grown or shrunk in recent years?
EARN A PROMOTION.
Even if you have no intention of making a career of the job you have now, aim for a promotion. You’ll
probably get a raise and more importantly, gain a wider range of skills, and a promotion looks good
on your resume. It can help convince a future employer that you’re a person with ambition.
FIND A MENTOR.
A mentor is a teacher or guide, someone to show you the ropes and offer you advice. At their best,
mentors can have an enormous effect on your life. You may even develop a lifelong relationship.
Mentors don’t just show you how to do your job. They take extra time to point out your strengths and
weaknesses and suggest ways you can achieve your career goals.
TAKE ADVANTAGE OF COMPANY PROVIDED TRAINING.
Many firms offer a wide range of workshops, seminars, and other training opportunities. Sign up for
as many as you can, especially if they’re related to management or supervision. Even if you have no
plans to stay in the same field, extra training will look good on your resume and may help you get
your foot in the door of your chosen career.
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FACILITATOR’S NOTE
At this time you are ready to try some mock interviews. You should have a set of questions that you
intend to use. Do as many as you have time for. Also, don’t forget to discuss and hand out a list of
services available to the participants from the Arkansas Workforce Centers.
You should conclude this presentation by telling the participants how important it is for them to
make a good impression through their applications by being honest and neat. Through a brief
resume, which should not be an autobiography, they should present their strong points in such a
manner that an employer would be interested in discussing with them the possibility of hiring them.
The final point is how important it is for them to present themselves well in an interview. For the
interview, they should be on time, be neat and clean, present an enthusiastic attitude, and be
prepared to discuss why they should be hired for the job.
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Poor personal appearance
Over aggressive
Inability to express self clearly
Lack of interest and enthusiasm
Lack of planning for career; no purpose or goals
Nervous, lack of confidence and poise
Overemphasis on money
Unwilling to start at the bottom
Makes excuses
Lack of tact and courtesy
Lack of maturity
Condemns past employers
No genuine interest in company or job
Fails to look interviewer in the eye
Sloppy application form
Little sense of humor
Arrives late for interview
Fails to express appreciation for interviewer’s time
Fails to ask questions about the job
Vague responses to questions

NOTE:

THESE REASONS WERE FROM THE RESULTS OF A NORTHWESTERN UNIVERSITY’S SURVEY OF
PERSONNEL DIRECTORS FROM 153 COMPANIES.
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Was this presentation helpful?

Was it too long or too short?

If you were in charge how would you change it?

Would you ever participate again?

Would you tell a friend to participate?

OPTIONAL:

Name:

Address:

Would you like to meet one-on-one for further help?
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