
EMPLOYEE TAX DATA  2016 
Should be completed annually

U.S. Citizens and U.S. Permanent Residents 
Use this form to submit or change the number of your withholding allowances  
or your marital status for Federal or California income tax withholding purposes

Non-Resident Aliens 
Use this form to submit or change information about your non-citizen status

1) Complete and print Page 1 and 2 
2) Sign Page 1 and send Page 1 and 2 to the Payroll Department, 3145 Porter Drive, MC 8440 
    (Keep pages 3-7 instructions and worksheet for your records)

Under the tax laws, a Social Security number is required of each employee working in the U.S., regardless of citizenship or country of residence, and 
whether subject to Social Security tax or not. If you do not have a number, you should apply for one at a Social Security Administration office.

REQUIRED 1 of 2:   ALL EMPLOYEES COMPLETE THIS SECTION
LAST Name FIRST Name Middle Initial Stanford ID Number

U.S. Citizen U.S. Perm. Res. 
(green card)

All Others: Non-Res. Aliens 
(must complete Citizenship 
& Visa Info below)

Currently registered Stanford grad / undergrad student

Registered Post doc

CITIZENSHIP & VISA INFORMATION
If you selected 'All Others: Non-Res. Aliens' above, complete this section.

Country of Citizenship Country of Residence

Current Visa Type and Number Entry Date

List BEGINNING & END dates of all stays in the U.S. during last 6 years, and visa type(s):

From To Visa Type

You must re-file Form 8233 for each calendar year in which you are entitled to claim your treaty exemption.

If claiming treaty exemption, you must complete Form 8233  - Exemption from Withholding on Compensation and the 
appropriate attachment, available from your department administrator, the Payroll Department or Gateway to Financial 
Activities (http://fingate.stanford.edu/staff/taxcompliance/res_jobaid/tax_treaty_form.html) web site.

If you are a non-resident alien, you are limited to one withholding allowance (line 5, page 2), and single marital status on 
your W-4, unless you are from Canada, Mexico or Korea. Enter “Non-Resident Alien” on line 6 of the form. 
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REQUIRED 2 of 2:   ALL EMPLOYEES SIGN HERE

Employee Signature Date

After completing this form, send pages 1 - 2 to Payroll Dept., MC 8440. Keep pages 3 - 7 for your records.



Both Federal (W-4) and California (DE-4) certificates below must be completed, even if you are 
claiming the same number of withholding allowances on both.
If claiming 'exempt', you must submit a new form each calendar year to maintain status.
To complete an online version of this form, visit https://axess.stanford.edu.

F  E  D  E  R  A  L

For Privacy Act and Paperwork Reduction Act Notice, see page 4. 

C   A   L   I   F   O   R   N   I   A

Page 2 of 7

Please read pages 3 and 4 before completing this certificate

Please read pages 5 - 7 before completing this certificate

After completing this form, send pages 1 - 2 to Payroll Dept., MC 8440. Keep pages 3 - 7 for your records.

http://www.taxes.ca.gov/de4.pdf.

http://www.taxes.ca.gov/de4.pdf
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Revenue and Taxation Code.
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Family Code

http://leginfo.legislature.ca.gov/faces/codes.xhtml
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California Code of
Regulations,
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EMPLOYEE TAX DATA  
2016  
Should be completed annually
U.S. Citizens and U.S. Permanent Residents
Use this form to submit or change the number of your withholding allowances 
or your marital status for Federal or California income tax withholding purposes
Non-Resident Aliens
Use this form to submit or change information about your non-citizen status
1) Complete and print Page 1 and 2
2) Sign Page 1 and send Page 1 and 2 to the Payroll Department, 3145 Porter Drive, MC 8440
    (Keep pages 3-7 instructions and worksheet for your records)
Under the tax laws, a Social Security number is required of each employee working in the U.S., regardless of citizenship or country of residence, and whether subject to Social Security tax or not. If you do not have a number, you should apply for one at a Social Security Administration office.
REQUIRED 1 of 2:   ALL EMPLOYEES COMPLETE THIS SECTION
CITIZENSHIP & VISA INFORMATION
If you selected 'All Others: Non-Res. Aliens' above, complete this section.
List BEGINNING & END dates of all stays in the U.S. during last 6 years, and visa type(s):
From
To
Visa Type
You must re-file Form 8233 for each calendar year in which you are entitled to claim your treaty exemption.
If claiming treaty exemption, you must complete Form 8233  - Exemption from Withholding on Compensation and the appropriate attachment, available from your department administrator, the Payroll Department or Gateway to Financial Activities (http://fingate.stanford.edu/staff/taxcompliance/res_jobaid/tax_treaty_form.html) web site.
If you are a non-resident alien, you are limited to one withholding allowance (line 5, page 2), and single marital status on your W-4, unless you are from Canada, Mexico or Korea. Enter “Non-Resident Alien” on line 6 of the form. 
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REQUIRED 2 of 2:   ALL EMPLOYEES SIGN HERE
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After completing this form, send pages 1 - 2 to Payroll Dept., MC 8440. Keep pages 3 - 7 for your records.
Both Federal (W-4) and California (DE-4) certificates below must be completed, even if you are claiming the same number of withholding allowances on both.
If claiming 'exempt', you must submit a new form each calendar year to maintain status.
To complete an online version of this form, visit https://axess.stanford.edu.
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For Privacy Act and Paperwork Reduction Act Notice, see page 4. 
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Please read pages 3 and 4 before completing this certificate
Please read pages 5 - 7 before completing this certificate
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After completing this form, send pages 1 - 2 to Payroll Dept., MC 8440. Keep pages 3 - 7 for your records.
http://www.taxes.ca.gov/de4.pdf.
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Form W-4 Instructions and Worksheets - Keep this page for your records.
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Form W-4 Instructions and Worksheets - Keep this page for your records.
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Form DE-4 Instructions and Worksheets - Keep this page for your records.
California Unemployment Insurance Code
Revenue and Taxation Code.
Page 6 of 7
Form DE-4 Instructions and Worksheets - Keep this page for your records.
Family Code
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California Code of
Regulations,
8.0.1291.1.339988.308172
	name_last: 
	name_first: 
	name_middleI: 
	SU_ID: 
	us_citizen: 
	perm_res: 
	all_others: 
	student_status: 
	citizenship: 
	residence: 
	visa_type: 
	entry_date: 
	date_from_1: 
	date_from_2: 
	date_from_3: 
	date_from_4: 
	date_from_5: 
	date_to_5: 
	date_to_4: 
	date_to_3: 
	date_to_2: 
	date_to_1: 
	visa_type5: 
	visa_type4: 
	visa_type3: 
	visa_type2: 
	visa_type1: 
	EE_signature: 
	signature_date: 



