QUEEN ANNE’S COUNTY PUBLIC SCHOOLS
CHANGE OF PERSONAL INFORMATION

Please select the reason for change of personal information:
Change of address or phone number

Marriage (attach a copy of the marriage certificate)
Divorce (attach a copy of the divorce decree)

ooood

Birth or adoption of a child

O

Effective - Employee
Date: ' Full Name: Number:

For name and/or address changes, please enter the new information:

First: Last: Middle:
Address:

City: State: Zip Code:
Home Phone: Cell Phone:

Full Name:

Home or Work

Phone: Cell Phone:
Physician's

Name: Phone:

OYES [INO

1. If you are changing your name AND you hold a Maryland teaching certificate, would you like
your name updated on your certificate?

YES
2. Are you currently participating in the Holiday savings plan? = ano

If yes, your address change information will be forwarded to Queenstown Bank.

Employee Signature: Date:
PLEASE RETURN ALL COMPLETED FORMS TO THE HUMAN RESOURCES DEPARTMENT

P:\PERSONNEL\Ferms\Change of Personal Info_Revised_11.1,2017.doc )




MARYLAND
FORM

MW507

Purpose. Complete Form MWS07 so that your employer can withhold the correct
Maryland income tax from your pay. Coasider completing a new Form MwS07
each year and when your personal or inancial situation changes,
Basic Instructions. Enter on line 1 belaw, the number of personal exemptions
you will claim on your tax return. However, if you wish to claim more exemptions,
or if yeur adjusted gross income will be maore than $100,000 if you are filing
single or married filing separately ($150,0040, if you are filing jointly or as haad
of household), you must complete the Personal Exemption Worksheet on page
2. Complete the Personal Exemption Worksheet on page 2 to further adjust your
Maryland withholding based on itemized deductions, and certain other expenses
that exceed your standard deduction and are not being claimed at another job or
by your spouse. However, you may claim fewer (or zero) exemptions.
Additional withholding per pay period under agreement with employer, If
you are not having enough tax withheld, you may ask yaur employer to withhold
more by entering an additional amount on line 2.
Exemption from withholding. You may be entitled tc daim an exemption from
the withholding of Maryland income tax if:
a. Last year you did not owe any Maryland Income tax and had a right te a full
refund of any tax withheld; AND,
b. This year you do not expect to owe any Maryland income tax and expect to
have a right to a2 full refund of ajl incame tax withheld.
If you are eligible to claim this exemption, complete Line 3 and your employer will
not withhold Maryland income tax from your wages.
Students and Seasonal Employees whose anaual income will be below the mini-
mum filing requirements should claim exemption from withholding. This provides
more income throughout the year and aveids the necessity of filing a Maryland
incomae tax return,
Certification of nonresidence in the State of Maryland. Completz Line 4. This
line i5 to be completed by residents of the District of Columbia, Virginia or West
Vvirginia who are employed in Maryland and whe do not maintain a place of abade
in Maryland for 183 days or nare.
Residents of Pennsylvania whao are employed in Maryland and who do not maintain
a place of abode in Marytand for 183 days or moreg, should complete line 5 to ex-
empt themselves from the state portion of the withholding tax. These employees
are still liable for withhaolding tax at the rate in effect for the Maryland county in
which they are employed, unless they qualify for an exemption on either line & or
line 7. Pennsylvania residents of York and Adams counties may claim an exemp-
tion from the local withholding tax by completing line 6. Pennsylvania residents
living in other local jurisdictions which de not impose an &arnings or income tax
on Maryland residents may claim an exemption by completing line 7. Employees
qualifying for exemption under & or 7, should also write "EXEMPT” on line 4.
Line 4 is NOT to be used by residents of other states who are warking in Marylang,
because such persons are Hable for Maryland inceme tax and withhelding from

their wages is required.
If you are domiciled in the District of Columbia, Pennsylvania or Virginia and main-
tain & place of abode in Maryland for 183 days or more, you become a statutory
resident of Maryland and you are reguired to file a resident return with Maryland
reporting your total income. You must apply to your domicile state for any tax
credit to which you may be entitled under the reciprocal provisions af the law, If
you are domiciled in West Virginia, you are not required to pay Maryland income
tax on wage or salary income, regardless of the Jength of time you may have
spent in Maryland,

Under the Servicemembers Civil Relief Act, as amended by the Military Spouses

Residency Relief Act, you may be exempt from Maryland income tax on your

wages if (i) your spouse is a member of the armed forces present in Maryland in

campliance with military arders; (ii) you are present in Maryland solely to be with
your spouse; and (iii) you maintain your demicile in another state. If yau claim
exemption under the SCRA enter your state of domicile (legal residence) on Line

8; enter "EXEMPT” in the box to the right on Line 8; and attach a copy of your

spousal military identification card to Form MW507. In addition, you must also

complete and attach Form MW507M,

Duties and responsibilities of employer, Retain this certificate with your re-

cords. You are required te submit a copy of this certificate and accompanying

attachments te the Compliance Division, Compliance Programs Section,

7 St. Paul Street, Baltimore, MD 21202, when received if:

1. You have any reason to believe this certificate is incorrect;

2. The empioyee claims more than 10 exemptions;

3. The employee claims an exemption fram withholding because he/she had no
tax liability for the preceding tax year, expects to ircur no tax liability this year
and the wages are expected to exceed $200 a week;

4. The employee claims an exemption from withholding on the basis of nonresi-
dence; or

5. The employee claims an exemption from withholding under the Military Spouses
Residency Relief Act.

Upon receipt of any exemption certificate {Form MW307), the Compliange Division

will make a determination and natify you if a change is required.

Once a certificate is revoked by the Comptroller, the employer rmust send any few

certificate from the emplayee to the Comptroller for appraval before impiementing

the new certificate.

If an employee <laims exemption under 3 above, a new exemption certificate must

be filed by February 15th of the following year.

Duties and responsibilities of employee. If, an any day during the calendar

year, the number of withhelding exemptions that the employee is entitled ta daim

is less than the number of exemptions claimed on the withholding exemption cer-
tificate n effect, the employee must file a3 new withholding exemption certificate
with the employer within 10 days after the cthange occurs.

MW5(0Q7 Employee’s Maryland Withholding Exemption Certificate

Print full name

Sacial Security Number

Street Address, City, State, ZIP

County of residence (Norresidents enter Marytand county (or Baltimors Ciy) where you are emgloyed,

O Single

D Married (surviving spouse or unmarried Head of Household} Rate

[ Married, but withhald at Single rate

1. Total number of exemptions you are claiming not to exceed line f in Personal Exemption Worksheet on page 2.

Additional withholding per pay period under agreement with employer, . ... ...
[ claim exemption from withholding because I do not expect to owe Maryland tax. See instructions above and check boxes that apply.

W

O a vast year I did not owe any Maryland income tax and had a right to a full refund of all income tax withheld and

b. This year I do not expect to owe any Maryland income tax and expect t¢ have the right to a full refund of all income tax withheld.
(This includes seasonal and student employees whose annual income will be below the minimum filing requirerments).

[f bath a and b apply, enter year applicable

{year effective} Enter "EXEMPT" here

4. 1claim exemption from withholding because T am domiciled in one of the following states. Check state that applies.

[] District of Colurnbia [ virginia [ west Virginia

[ further certify that 1 do nat maintain a place of abade in Maryland as described in the instructions above, Enter "EXEMPT” here.

the Commeonwealth of Perrsylvania and [ do nat
MWS07. Enter "EXEMPT  here. . . .. ................... 5.

5. Iclaim exemption from Maryland state withhalding because 1 am domiciled in
maintain a place of abode in Maryland as described in the instructions on Form

€. 1 daim exernption from Maryland local tax because I live ir a local Pennysylvania jurisdiction within York or Adams counties.

Enter "EXEMPT" here and on line 4 of Form MWSC7.. .. ... ... ... ...

7. 1claim exemption from Maryland Iocal tax because [ live in a lacal Pennsylvania jurisdiction that does not impase an earnings or income

tax on Maryland residents. Enter "EXEMPT” here and on line 4 of Forrn MWS07,
and amn not subject to Maryland withholding because | meet the require-

8. Icertify that [ am a legal resident of the state of

ments set forth uncer the Servicemembers Civil Relief Act, as amended by the Military Spouses Residency Relief Act. Enter “EXEMPT here.. . . 8.

Under the penalty of perjury, [ further certify that I am entitled to the number of withholding allowances claimed on line 1 above, or if claiming exemption
from withholding, that [ am entitled to claim the exempt status on whichever line(s) campleted.

Employee’s signatura

Date

Employer’s narme and address including ZIP code {For emplayer use anly)

Federal Employer Identification Number

COM/RAD-GI6 03723




MARYLAND page 2
FORM :

MWS507

Personal Exemptions Worksheet

Line 1

a. Multiply the number of your personal exemptions by the value of each exemption from the table below.
(Generally the value of your exemption will be $3,200; however, if your federal adjusted gross income Is
expected to be over $100,000, the value of your exemption may be reduced. Do not claim any personal
exemptions you currently claim at another job, or any exemptions being ¢laimed by your spouse.
To qualify as your dependent, you must be entitled to an exemption for the dependent on your federat
income tax return for the corresponding tax year. NOTE: Dependent taxpayers may not claim themselves as
an exXemplion.. s scuuuranesnsanasannana S resssaransernas @

b. Multiply the number of additional exemptions you are claiming for dependents age 65 or over by the value of
each exemption from the table DeloW. « v c i tius s raannnsansoanasnssosarssnscessarecsesaesh

€. Enter the estimated amount of your itemized deductions {excluding state and local income taxes) that
exceed the amount of your standard deduction, alimony payments, allowable childcare expenses, qualified
retirement contributions, business losses and employee business expenses for the year. Do not claim any
additional amounts you currently claim at another job or any amounts being claimed by your spouse.
NOTE: Standard deduction allowance is 15% of Maryland adjusted gross income with a minimum of $1,850

and a maximum of $2,800.. . ... “vreaciataasacriaa R anEnmannann tesemncsasavasnaranas Cu
d. Enter $1,000 for additional exemptions for taxpayer and/or spouse age 65 or over and/or blind. + ........ d.
e. Addtotal of fines @athrough de o v v it eriavrncenenrcancncanna FedsaEtraeEtaseasanran Y 9
f. Divide the amount on line & by $3,200. Drop any fraction. Do not round up. This is the maximum

number of exemptions you may claim for withholding taX PUTPOSES. « « v e e ar s o sansaaeanenansnnse . f

_ If you will file your tax return
If your federal AGI is ‘ .
Single or Married Filing Separately Joint, Head of Household
Your Exemption is or Qualifying Widow(er)
Your Exemption is
$100,000 or less $3,200 $3,200
Over But not over
$100,000 $125,000 $1,600 $3,200
$125,000 $150,000 $800 $3,200
$150,000 $175,000 $0 $1,600
$175,000 $200,000 $0 $800
In excess of $200,000 $0 $0

FEDERAL PRIVACY ACT INFORMATION

Social Security numbers must be included. The mandatory disclosure of your Social Security number is
authorized by the provisions set forth in the Tax-General Article of the Annotated Code of Maryland. Such
numbers are used primarily to administer and enforce the individual income tax laws and to exchange
income tax information with the Internal Revenue Service, other states and other tax officials of this state.
Information furnished to other agencies or persons shall be used solely for the purpose of administering tax
laws or the specific laws administered by the person having statutory right to obtain it.

COM/RAD~Q36 03/23




Form w-4 Employee’s Withholding Certificate OMB No. 1545-0074

Complete Form W-4 so that your employer can withhold the correct federal inceme tax from your pay.

Department of the Treasury Give Form W-4 to your employer. 2 @26

Internat Revenue Service Your withholding is subject to review by the IRS.

Step 1: (a} First name and middle initial Last name {b} Social security number

Enter Address Does your name match the

Personal name on your social security

: card? If not, to ensure you get

Information City or town, state, and ZIP code credit for your earnings,
contact S5A at 800.772-1213
or ao [ {»] WWW.SSB.QOV.

{¢/ [ single or Marriad filing separately
D Married filing jointly or Qualifying surviving spouse
{1 Head of household (Check only if you're unmarried and pay mare than half the costs of keeping up a home for yourself and a qualifying individual.)

Caution: To claim certain credits or deductions on your tax return, you {and/or your spouse if married filing jointly) are required to have a social security
number valid for employment. See page 2 for more information.

TIP: Consider using the estimator at www.irs.gov/W4App to determine the most accurate withholding for the rest of the year if you:
are completing this form after the beginning of the year; expect to work only part of the year, or have changes during the year in your
marital status, number of jobs for you (and/or your spouse if married filing jointly}, dependents, other income (not from jobs),
deductions, or credits. Have your most recent pay stubi{s) from this year available when using the estimator. At the beginning of next
year, use the estimator again to recheck your withholding. ‘

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, and when to use the estimator at www.irs, goviW4App.

Step 2: Complete this step if you (1) hold more than one job at a time, or (2} are married filing jointly and your spouse
Multiple Jobs also works. The correct amount of withholding depends on income earned from all of these jobs.

or Spouse Do anly one of the following.

Works (a) Use the estimator at www.irs.gov/W4App for the most accurate withholding for this step (and Steps 3-4). If

you or your spouse have self-employment income, use this option; ar
{b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below; or

{c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This
option is generally more accurate than Step 2(b) if pay at the lower paying job is more than half of the pay at
the higher paying job. Otherwise, Step 2(b) is more accurate . . .

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will
be most accurate if you complete Steps 3—4(b} on the Form W-4 for the highest paying job.)

Step 3: If your total income will be $200,000 or less {$400,000 or less if
. married filing jointly):

Claim y
Dependent {a} Multiply the number of qualifying children under age 17 by
and Other $2200. . . . . . Lo L 3Ha) [
Credits {b} Multiply the number of other dependents by $500 . . . 3(b} |$

Add the amounts from Steps 3{a} and 3(b}, plus the amount for other credits. Enter the

totalhere . . . . . . . . . . . . .. 3%
Step 4: (a) Other income (not from jobs). If you want tax withheld for other income you
Other expect this year that won't have withholding, enter the amount of other income here.
Adjustments This may include interest, dividends, and retirement income . . . . . . . . 4(a) [$

(b) Deductions. Use the Deductions Worksheet on page 4 to determine the amount of

deductions you may claim, which will reduce your withholding. (If you skip this line,
your withholding will be based an the standard deduction.) Enter the result here . . 4({b} 13

{c) Extra withholding. Enter any additional tax you want withheld each pay period . . |4c)|$
Exempt from | claim exemption from withholding for 2026, and | certify that | meet both of the cenditions for exemption for
withholding 2026. See Exemption from withholding on page 2. | understand [ will need to submit a new Form W-4 for 2027 ]
Step 5: Under penalties of perjury, ! declare that this certificate. to the best of my knowledge and belief, is true, correct, and complete,
Sign
Here - - - - ——

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

Employers | Employer's name and address First date of Employer identification
Only employment number {EiN)

For Privacy Act and Paperwork Reduction Act Notice, see page 4. Cat. No, 10220Q Form W-4 (2025} Greated 12/8/25




Form W-4 (2026)

s

Page 2

General Instructions

Section references are to the Internal Revenue Code un
otherwise noted.

Future Developments

Far the latest information about developments related to Form
W-4, such as legislation enacted afier it was published, goto
www.irs.gov/FormWw4., :

Purpose of Form

Complete Form W-4 so that your employer can withhold the
correct federal income tax from your pay. i too fittle is withheld,
you will generally owe tax when you file your tax return and may
owe a penalty. f too much is withheld, you will generally be due
a refund. Complete a new Form W-4 when changes to your
personal or financial situation would change the entries on the
form. For more information on withholding and when you must
fumnish a new Form W-4, see Pub. 505, Tax Withhotding and
Estimated Tax.

Exemption from withholding. You may claim exemption from
withholding for 2026 if you meet bath of the following
conditions: you had no federal income tax liability in 2025 and
you expect to have no federal income tax liability in 2026. You
had no federal income tax liability in 2025 if {1} your total tax on
iine 24 on your 2025 Form 1040 or 1040-SR is zero (or less than
the sum of lines 27a, 28, 29, and 30), or {2) you were not
required to file a retum because your income was below the
filing threshold for your correct filing status. If you claim
exemption, you will have no income tax withheld from your
paycheck and may owe taxes and penalties when you file your
2026 tax retumn. To claim exemption from withholding, certify
that you meet both of the conditions by checking the box in the
Exempt from withholding section. Then, complete Steps 1(a},
1(b), and 5. Do not complete any other steps. You will need to
submit a new Form W-4 by February 18, 2027.

Your privacy. Steps 2(c) and 4(a) ask for information regarding
income you received from sources other than the job associated
with this Form W-4. if you have concerns with providing the
information asked for in Step 2{(c), you may choose Step 2(b) as
an altemative; if you have concems with providing the
information asked for in Step 4{a}, you may enter an additional

amount you want withheld per pay period in Step 4(c) as an
alternative,

When to use the estimator. Consider using the estimator at
www.irs.gov/W4App if you:

1. Are submitting this form after the beglnning of the year;
2. Expect to work only part of the year,

3. Have changes during the year in your marital status, number
of jobs for you (and/or your spouse if married filing jaintly}, or
number of dependents, or changes in your deductions or
credits;

4. Receive dividends, capital gains, social security, bonuses, or
business income, or are subject to the Additional Medicare Tax
or Net Investment Income Tax; or

5. Prefer the most accurate withhaolding for multiple job
situations.

TIP: Have your most recent pay stub(s) from this year available
when using the estimator to account for federal income tax that
has aiready been withheld this year. At the beginning of next
year, use the estimator again to recheck your withholding.

Self-employment, Generally, you will owe both income and
self-employment taxes on any self-employment income you
receive separate from the wages you receive as an employes. if
you want to pay these taxes through withholding from your
wages, use the estimator at www.irs.gov/W4ADp to figure the
amount to have withheld.

Nonresident alien. |f you're a nonresident alien, see Notice
1392, Supplemental Form W-4 Instructions for Nonresident
Aliens, before completing this form.

Specific Instructions

Step 1{c). Check your anticipated filing status. This will
determine the standard deduction and tax rates used to
compute your withholding.

Step 2. Use this step if you (1) have more than one job at the
same time, or (2) are married filing jointly and you and your
spouse both work. Submit a separate Form W-4 for each job.

Option {a) most accurately calculates the additional tax you
need to have withheld, while option (b) does so with & little less
accuracy.

Instead, if you (and your spouse) have a total of only two jobs,
you may check the box in option {¢). The box must also be
checked on the Form W-4 for the other job. If the box is
checked, the standard deduction and tax brackets will ba cut in
half for each job to calculate withholding. This option is accurate
for jobs with similar pay, otherwise, more tax than hecessary
may be withheld, and this extra amount of tax withheld will be
larger the greater the difference in pay is between the two jobs.

Multiple j‘obs. Complete Steps 3 through 4{b} on only
A one Form W-4, Withholding will be most accurate if you

=il do this on the Form W-4 for the highest paying job.

Step 3. This step provides instructions for determining the
amount of the child tax credit and the credit for other dependents
that you may be able to claim when you file your tax return. To
qualify for the child tax credit, the child must be under age 17 as
of December. 31, must be your dependent who generally lives
with you for more than half the year, and must have the required
social security number. You {and/or your spouse if married filing
jointly) must have the required social security number to claim
certain credits. You may be able to claim a credit for other
dependents for whom a child tax credit can’t be claimed, such
as an older child or a qualifying relative. For additional eligibility
requirements for these credits, see Pub. 501, Dependents,
Standard Deduction, and Filing Information. You can also
include other tax credits for which you are eligible in this step,
such as the foreign tax credit and the education tax credits. To
do s0, add an estimate of the amount for the year to your credits
for dependents and enter the total amount in Step 3. Including
these credits will increase your paycheck and reduce the amount
of any refund you may receive when you file your tax return.

Step 4.

Step 4(a). Enter in this step the total of your other estimated
income for the year, if any. You shouldn’t include income from
any jobs or self~employment. If you complete Step 4(a), you
likely won’t have to make estimated tax payments for that
income. If you prefer to pay estimated tax rather than having tax
on other income withheld from your paycheck, see Form
1040-ES, Estimated Tax for Individuals.

Step 4(h). Enter in this step the amourt from the Deductions
Worksheet, line 15, if you expect to claim deductions other than
the basic standard deduction on your 2028 tax return and want
to reduce your withholding to account for these deductions.
This includes both itemized deductions and other deductions
such as for qualified tips, overtime compensation, and
passenger vehicle loan interest; student loan interest; IRAs; and
seniors. You (and/or your spouse if married filing jointly} must
have the required social security number to claim certain
deductions. For additional eligibility requirements, see Pub. 501,

Step 4{c). Enter in this step any additional tax you want
withheld from your pay each pay period, inciuding any amounts
from the Multiple Jobs Worksheet, line 4. Entering an amount
here will reduce your paycheck and will either increase your

refund or reduce any amount of tax that you owe when you file
your tax return,




