
 
 

 
The following pages must be completed and brought with you 
to your scheduled orientation date. 
 
 
It is only necessary to complete areas on the form that are 
highlighted.  If you don’t see the yellow highlights on the form, 
make sure you click ‘Highlight Fields’ Icon  
on the Adobe menu bar.  Or just simply tab 
throughout the program. 
 
 
You must be connected to a printer.  You will not be able to save 
your documents. 
 
Each page comes with simple “call-out” instructions, e.g. “sign 
here” 
 
You may also print out more detailed information (see detailed 
instructions link). 
 
 
You may choose to complete the forms online and then print 
them.  

 
OR 

 
You may print the forms and complete them manually.   

 
 
 



Form W-4 (2007) - Federal
Bottom half must be completed and signed.  Complete either Box 5 (i.e. 1 or 0) or  Box 7 (EXEMPT) 
 

Form W-4 - State of New Jersey
Top half must be completed & signed.  Complete either Box 4 (i.e. 1 or 0) or  Box 6 (EXEMPT).   
 

Emergency Information 
Must be signed by individual or guardian if under 18.

Employment Eligibility Verfication (I-9) Form
Top half must be completed & signed.  Check all boxes for completeness (especially box for birthdate).

Employment Data
Must be completed & signed.

Social Security Card 
BRING IN ORIGINAL AND 1 COPY OR COPY OF SUBMITTED SS-5 APPLICATION

If you don't have a SS card, you must apply for one or a replacement immediately by submitting a SS-5 
Application to your nearest Social Security Office.  In this case, you should have brought a copy of the submitted 
application in lieu of the SS card.  Under no circumstances will employees be permitted to start work without a 
Social Security card or submitted SS-5 Application.  

Employees can visit the Social Security website to retrieve the application & for the nearest location (www.ssa.gov) 
or call our office for assistance.  Be sure to take or mail the originals or certified copies of your supporting 
documents along with the SS-5 Application.

2 Forms of Identification
Originals plus 1 copy.  (Social Security Card can count as 1 form of ID).

Working Papers (for employees under the age of 18).
Employees under the age of 18, must obtain working papers BEFORE starting work.  A "Promise of Employment 
Form" was mailed to any employee under 18 and were instructed to bring in forms processed by your Guidance 
Counselor.  If you attend a private school, the working papers must be processed at your local public high school 
(they will need proof that you attend the private school). 

Bring the completed working papers to Orientation.  Otherwise, your local high school may mail them to The 
County of Monmouth Personnel Dept., 1 East Main St., Freehold, NJ  07728 and be received before your startdate.  
Under no circumstances will you be permitted to start work without the proper papers.

NEW SUMMER EMPLOYEES

REQUIRED DOCUMENTS TO BRING TO ORIENTATION

COMPLETED FORMS TO BRING TO ORIENTATION

CHECKLIST

potterd
Callout
Complete this checklist and use it as an instruction guide to ensure all paperwork is completed properly.



Form WiGooO adjustments to income ortwo-earnermultiplejob

situations Completeall worksheets thatpayments
usingForm 1040-ES EstimatedTax forIndividuals
Otherwise youmay owe apply However

you may claim fewer orzero additional tax Ifyou have pension or annuity Purpose Complete
FormW-4so thatyour allowances income see Pub 919 tofind out if you should employer can withhold

the correct federal income Headof household Generally you may claimadjust your withholding on Form W-4or W-4P taxfrom your payConsider

completing anew head of household filing status on your taxTwo earners or multiple jobs IfyouhaveaForm W-4 each year and

when yourpersonal orreturn only if you are unmarried and pay more working spouse ormore than one job figure financial situation changes than50 of
thecosts of keeping up ahome the total number of allowances you are entitled Exemption from withholding Ifyou are

for yourself and your dependent s or other to claimonall jobs using worksheets from only exempt complete only lines12
34and 7qualifying individuals See Pub 501 one FormW-4 Your withholding usually will and signthe formto validate it
Your exemption Exemptions Standard Deduction and Filing be most accurate whenall allowances are for 2008 expires February 16 2009 See

Information for information claimed on theForm W-4for the highest Pub 505 Tax Withholdingand Estimated Tax Tax
credits You can take projected taxpaying job and zero allowances are claimed on Note You cannot claimexemption from credits into

account infiguring your allowable the others See Pub 919 for details withholding ifayour income exceeds 900 number

of withholding allowances Credits forNonresident alien Ifyou areanonresident and includes more than 300 of unearned child

or dependent careexpenses and the alien see the Instructions forForm 8233 income for example interest anddividends child tax

credit may beclaimed using the before completing this Form W-4 andb another person canclaim you asa

Personal Allowances Worksheet below See Check your withholding After yourFormW-4 dependent on their tax return Pub 919 How DoI

Adjust My Tax takes effect use Pub 919 to see how the Basic instructions Ifyouare not exempt Withholding for information

onconverting dollar amount you are having withheld complete thePersonal Allowances your other credits into withholding allowances

compares to yourprojected total tax for2008 Worksheet below The worksheets onpage2Nonwage income If

you havealarge amount SeePub 919 especially if your earnings adjust your withholding allowances based onof nonwage income such
as interest orexceed 130 000 Singleor180 000 itemized deductions certain credits dividendsconsider making estimated taxMarried

Personal Allowances Worksheet Keep foryour recordsAEnter 1

for yourself if no one else can
claim you as adependent A You are single and have only one job or B

Enter 1ifSI You are married have only

one job and your spouse does not work orB Your wages from asecond job or your spouse s

wages or the total of both are1500or less Enter 1for your spouse But youmay choose to

enter -0- if you are married and have either aworking spouse or more than one job Entering -0- may help you avoid

having too little tax withheld C Enter number of dependents other than your spouse or yourself

you willclaim onyour tax return DEnter1if you will file as head of household

on your tax return see conditions under Head of household above EF Enter1ifyou have at least1 500

of child or dependent care expenses for which youplan to claim acreditFNote Do notinclude child support payments See Pub 503

Child and Dependent Care Expenses for details GChild Tax Credit including additional child tax credit See
Pub 972 Child Tax Credit formore informationIfyour total income willbe less than 58000

86 000 ifmarried enter 2for each eligiblechild Ityour total income will be between 58 000 and

84 000 86 000 and 119 000ifmarried enter1foreacheligible child plus1additionalifyou have4ormore
eligible children GHAdd lines Athrough G and enter total here

Note This may be different from the number of exemptions you claim on your taxreturn -HFor accuracy If you plan to itemize or claim

adjustments to income and want to reduce your withholding seethe Deductions complete all and Adjustments Worksheetonpage 2worksheets

Ifyou have morethan one jobor

are married and you and your spouse both work andthecombined earnings from all jobs exceed that apply 4000025000 if married see

the Two-Earners MultipleJobs Worksheetdo page2to avoid havingtoolittletaxwithheld If neither of the above situations applies stop here and

enter thenumber from lineHonline 5of Form W-4 below Cut here and give Form W-4 to your employerKeep the

top part for your records -4Employee s Withholding Allowance Certificate OMB No 7545-0074 Formoo

w Departmentof theTreasury- whether you areentitled

to

claim a
certain

number of allowances or exemption from withholding isLl Vx internal Revenue Service subject toreview by theIRS Your employer may
berequired to senda copy of this form to theIRS 1 Type or print your first name and middle initial 2 Your

social security number Home address number and street orrural route 3Single Married Married

butwithholdat higher Single rate NoteIf married
but legally separated or spouse isanonresident alien

check the Single box Cityor town state and ZIP code4If your last name

differs from that shown on your social security card check here You must call 1-800-772-1213 fora replacement card-5

Total number of allowances you areclaimingfromlineHabove orfrom

the applicable worksheet on page 256Additional amount if any you want withheld from eachpaycheck 67 I

claim exemption from withholding for 2008 andIcertify thatI meet

both of thefollowing conditions for exemption Last year I hadaright toarefund ofall federal income tax
withheld because I had no tax liability and This year Iexpectarefund ofall federal income tax withheld becauseI
expect to have no tax liability If you meet both conditions write Exempt here-7 Under penalties of perjury

I declare thatIhave examined this certificate and

tothebest of my knowledge and belief it istrue correct and complete Employee s signature Form isnot valid unless you sign it-Date
-8Employer
s name and address
Employer Complete lines 8 and

10 onlyif sending to theIRS9Office code optional 10 Employer identification number EIN For Privacy Act and Paperwork Reduction Act Notice seepage2

Cat No 102200 Form W-42008
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#3 SELECT ONE
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#5 Box indicate either a "1" or "0."
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SIGN HERE
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SELECT ONE
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SIGN HERE
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#4 indicate either a 1 or 0, UNLESS claiming Exempt, then skip to #6
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Callout
#6 Write "Exempt" if you do NOT want taxes taken out of your paycheck.
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SELECT ONE
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SIGN HERE
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Sticky Note
Marked set by potterd
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