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SUBJECT:
Tax Exemption Expiration – Action Required
You must file new forms for the new calendar year to claim exempt from federal and/or New York State income tax withholdings.
Impact:

Our records indicate that you currently claim exempt from federal and/or New York State withholding. The exemption will expire for the next calendar year unless you provide an appropriate form to continue the claim for exemption from withholding. 

If we do not receive a new exemption claim form we are required by Internal Revenues Service (IRS) regulations to set your payroll record for tax withholding with a status of Single and 0 allowances which is the highest possible withholding rate. If we receive new forms too near the expiration date, taxes may process for the pay period due to administrative review of the forms. Therefore, we recommend that you provide the proper paperwork as soon as possible.

Forms and Expiration Dates:
The following table covers the typical exemption claim forms and expiration dates.
· Identify the appropriate exemption claim form and evaluate your status, then
· Submit a new appropriate form if you are continuing a claim for federal and/or New York State withholding exemption for the new calendar year:

	Exemption from Withholding Claim Forms you submitted for current year:
	The Expiration Date for the exemption from withholding :

	IRS W-4

NYS IT-2104.1
NYS IT-2104-E

IRS 673 (US Citizen Living and Working Abroad)
	February 15 of the new year

February 15 of the new year

April 30 of the new year
February 15 of the new year or expiration date entered on Part I of 673

	IRS W-9 (Income tax treaty – Non US Citizen - Resident Alien for tax purposes)
IRS 8233 and supporting statement from IRS Publication 519 (Income tax treaty – Non US Citizen - Nonresident Alien for tax purposes)
	December 31 of current year


NOTE:  In your review, you might find that you no longer are exempt from federal and or state withholding. Complete IRS W-4 and NYS IT-2104 and submit it to the RF payroll/personnel office to have appropriate withholdings processed.
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