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Welcome to Lehigh University

Topics:

* 3 Tax Forms

* Social Security Card

* Direct Deposit
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Tax Forms are Important!

Required Tax Forms:

o Form W-4 (Employee’s Withholding Certificate)

o Act 32 (Local Tax) — Residency Certification Form

o International Tax Information Form

These forms ensure that you will be taxed
accurately. They also determine if you will be eligible
for a tax treaty.
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Tax Forms are Important!

When completing forms, remember:

e If you don’t yet have a Social Security number,
leave this blank on all forms

e You must use a local US address!
o If you are living on campus, use your
residence hall address, not your campus
box.
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W-4 Form

As an international student, you can
only select Single and O until you
have met Substantial Presence.

After 5 years in the US, you will have
met Substantial Presence and will be
taxed as a US citizen.

w,..4 Employee’s Withholding Certificate OMB No. 16460074
Form Complete Form W-4 6o that your omployor oan wilhhold the correct fedoral incoma tax from your pay.
Dopartmant of tho Trassury @ivo Form W-4 to your employer. 2023
Internal Ravenus Service Your withholding is subject to review by the IRS.
Stop 1: To)_Firat namo and middlo Tiial Tost namo ) _Soolal sccurlty number
Ent John Doo 999999999
P:n::mal Addross Bovs your namo match the
name on your soolal security
Infor 123 Main Street oard? I not, to ensure you gat
Cliy or town; stale, and ZIF code cradit for your earnings,
conlact SSA at 800-772-1213
Behtiehem, PA 18052 T ——
@ [2] Single or Marrled filing soparately
] Married fiting Jointly or Qualifying surviving spouse
] Hoad of household (Check only If you're and pay more than half tho costs of keeping up & homa for yoursalf and a qualifylng Individual)

Complete Steps 2-4 ONLY If they apply to you; otherwise, skip to Step 6. See page 2 for more Information on each step, who can
clalm exemption from withholding, other detalils, and privacy.

Step 2: Complete this step If you (1) hold more than one job at a time, or (2) are martled 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 enly one of the following.

Works (a) Reserved for future use.

{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 (b} if pay at the lower paylng ]ob Is more than haif of the pay at the
higher paying job, Otherwise, (b) Is more accurate . . 0% B e o o o am 8 e

TIP: If you have self-empiloyment income, see page 2.

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 matrled filing jointly):
Claim Multlply the number of qualifying children under age 17 by $2,000 $
Dependent
and Other Multiply the number of other dependentsby $500 ., . . . . §
Credits Add the amounts above for qualifying children and other dependems. You may add to
this the amount of any other credits. Enter the totathere . . - s % w_u 3 I

Step 4 {a) Other Income {(not from jobs), If you want tax withheld for o(her income you
(oplional) expect this year that won't have withholding, enter the amount of other income here.

This may include interest, dividends, and retirement income . . . . . . . . i(_a_u______________
Other
A {b) D If you expsct to claim deductions other than the standard deduction and

want to reduce your wllhholdlng, use the Deductions Workshest on page 3 and enter

the resuit here . e (91 ¢

(c) Extra 1g. Enter any tax you want withheld each pay perlod . . |4(c)|$
Step &: Under penaltles of perjury, | declare that this cerlificate, to the best of my knowledge and bellef, is true, correct, and complete.
Sign / //
Here W‘ML d@t 57/8/A43
Empj}6yee’s signature (This form is not valid unless you sign kt.,) Date

Employers | Employer's name and address Flrst date of Employer Identification
Only employment number (EIN)

For Privacy Aot and Paperwork Reduction Act Notice, seo page 3. Cat, No. 10220Q Form W=-4 (2023)
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Act 32 (Local Tax)
-Residency Form

-This form allows payroll to ensure
that your local taxes are being paid
to the correct township.

-Please use your current US

address when completing this form.

-Do not use your Nation of Origin
Home Address.

©L0B-32.6 (8-11)

RESIDENCY CERTIFICATION FORM
Local Earned Income Tax Withholding

TO EMPLOYERS/TAXPAYERS:

. This form is to be used by employers and/or taxpayers lo report essential information for the coflection and distdibution of Lacal Earned Income Taxes. .

This form must be uliized by employers when a new employee is hired or when a current employee notiies employer of a name andjor address change,

MPLOYEE INFORMATION - RESIDENCE LOCATION
NAME (Last Name,
Doe, John G.
STREET ADDRESS (No PO Box, RD or RR)
123 Main Strest

SECOND LINE OF ADDRE!

Name, Middle Inital)

TITY STATE ZIP GODE DAYTIME PHONE NUMBER
Bethlshem PA 180156 484-555-5556
MUNICIPALITY (Cily, Borough or Township) g SCHOOL DISTRICT.

COUNTY | REleTN]_Fs_Dl_QQf_E_I__,_' IToT/\L RESIDENT EJT RATE

EMPLOYER BUSINESS NAME (Use Fedorsl [D Name)
NO NEED TO COMPLETE THIS PORTION OF THE FORM TME]L Tﬂ | ]

STREET ADDRESS WHERE ABOVE EMPLOYEE REPORTS TO WORK (No PO Box, RD or RR)

‘SECOND LINE OF ADDRESS

oY l STATE

[ZiP CODE |PHONE NUMBER

MUNICIPALITY (Clty, Borough or Township)
COUNTY ' WORK LOGATION PSD GODE 'wom( TOCATION NON-RESIDENT EIT RATE|

Undar ponalties of porjury, 1 (we) declaie thal [ (we) have examined this Information, Including all accompanying
achodulas and stalements and to the bast of my (our) ballof, they are true, correct and complete.

SIGNATURE OF EMPLOYEE DATE (MM/DD/YYYY)
| 08/08/2023
PHONE NUMBER . EMAIL ADDRESS
484-565-56565 Jdjdjdjd@lehigh.edu
For on the MUNICIPALlTV {City, Borough, Township), PSD CODES and EIT (Earned Income Tax) RATES,
ploase refer to the Y of & webslte:

www.newPA.com
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LEHIGH UNIVERSITY INITERNATIONAL [AX INFORMA 1TON

International

Tax Form
Page 1

The International Tax
Form allows payroll to:

-Determine Tax Treaty
Eligibility

-Determine Substantial

Presence status to
ensure you are
accurately taxed.

All applicable sections of this application form must be completed to determine your tax status and to see if you qualify for any treaty
benefits. A copy of both sides of your I-84 Form “Arrival and Departure Record®, a copy of your U.S. visa from your passport, and 1-20
or DS-2019 Form (if applicable) must be attached to this form.

Last Name: Doe | First Name: John [ Middle Name: G.

Social Security Number/individual Tax Identification Number (ITIN): 999-99-9999 | Department: Marketing

Position at Lehlgh Research Assustant [ Date of Birth: 1/31/2002

SectionOne: [ ']

Residence Information.

Tax Resndenoe Country (where you Iast pald taxes) B

United States Local Address Foreign Residence Address Prior To Visiting U.S.

Address Line 1: 123 Main Street Address Line 1: 123 Any Street

Address Line 2: Address Line 2:
Address Line3: Address Line 3:
City: Bethlehem City: Beijing

State: PA Zip Code: 18015 Province/Region: Beijing

Telephone Number 484-555-5555

 Section Two:

Regional Postal Code: 100084 Country: China
assport Information L

Home Country: Chlna | Country of Citizenship: China

Country Issuing Passport: China Passport Number: E9939993899 | Passport Exglra'uon Date 10/8/2025

| Section Three:

ncome Information

Check all that apply: - [X] Income from Lehigh employment (including assistantships), [ Honoranum
estimated annual amount $15.000 [ Other, please specify
1l Scholarshlp or Fellowshlp

SectionFour [ [ ] | Current: Immigration Information T
Current Immigration Statuslv sa Type (check one) Primary Pumpose of Vsrt (check one)
F-1 Student Xl 01 Studying-Degree Program
[ ] J-1 Exchange Visitor (check Sub Type) [[1 02 Studying-Non-Degree Program
Sub Type: [] 03 Teaching
[] 01 Student [ Short Term Scholar [] 04 Lecturing
[] 05 Professor [J other, please specify [[] 05 Observing
‘ [] 06 Consulting
[J 12 Research Scholar [] 07 Conducting Research
J-2 Spouse/Child of Exchange Visitor [] 08 Acquiring Training
H-1 Temporary Employee [[] 09 Demonstrating Special Skills
U.S. Immigrant/Permanent Resident L] 11 Temporary Employment
Other, please specify [ 12 Here with spousefrelative

Visa Number (# in lower right hand corner): K9999999 Visa Start Date: 7/8/2023

First Day in USA in this status:  8/11/2023  Anticipated Completion Date: 5/31/2025

Turmn over for more sections >

C:\Users\gjt207\Documents\nternational Tax form.doc




LEHIGH

UNIVERSITY

International

Tax Form
Page 2

-The second page of the
International Tax Form is
where you will list your
Entry and Departure
dates to and from the US.

-Please list your Visa
Status during these travel
dates. Be specific for each
visit to the US!

E only. : nsultant/self employed individual
Do you/will you have an office (fi xed base) in the United States? [ ] Yes [XI No
If yes, how many days in this tax year did youwill you have an office (fixed base)?

Is this ybur irst visit to the United States? [] Yes [X] No

If no, please list all visa immigration activity in the chart below. For visa type, J-1 subtypes, primary purpose, use the same codes listed in
Section Four of this form.

Have you taken
Date of Entry | Date of Exit .

(mmiddfyyyy) | (mmiddiyyyy) Visa Status J-1 Subtype Primary Purpose ineﬁter;;tg

1/5/2022 5/31/2022 F-1 Student 01-Student 01-Studying-Degree Program Yes No
9/1/2022 11/30/2022 F-1 Student 01-Student 01-Studying-Degree Program Yes No
8/11/2023 ) F-1 Student 01-Student 01-Studying-Degree Program Yes No
!l 1 i Yes No
) /i Yes No
[ /1 Yes No
[ 1 [ 1 Yes No
/1 17 Yes No
/I 1 11 Yes No
11 i [ Yes No
/1 1 11 Yes No
1/ 1 I Yes No
) I/

I 1 I I

/I 1 1 1

1 hereby certify that all of the above information is TRUE, COMPLETE, AND CORRECT. | understand that if my visa status
changes from that which | have indicated on this form, | must submit a new Lehigh University International Tax Information
form.

Signature: et G- ,&Jv{_, Date: 8/8/2023

CilUsers\ajt207\Ds onal Tax form.doc




Where do | send my
payroll paperwork
once completed?

Please send all completed payroll
paperwork to the Payroll Office via
email using LU FileSender.

inpayrol@lehigh.edu




LU FileSender

-Use this QR Code to access LU FileSender

What is LU FileSender?

-The Lehigh University FileSender is a secure
location to submit Payroll Forms electronically to
the Payroll Office.

-A Drop-Off Summary will be provided once the
documents have been submitted. You will also
receive an email confirming your drop-off has
been picked up.

5

k3

Scan Me

10
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What is a Social Security Card?

-Your Social Security Number (SSN) is a way to record your
earnings and to continue to receive payment. When your
application for an SSN is approved, you will receive your
Social Security Card.

-As an international student working on campus, you are
required to obtain a Social Security Number. This helps
with tax purposes.

-Upon receiving your social security card, you should keep 5
it in a secure location as it is considered personal
information.
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What do | do after receiving my Social
Security Card?

-Upon receiving your social security
card, you will first need to sign your
card above the “Signature” line on

your card. (Y - T

EE I 1000 - 00 - 0000" li

3 THIS NUMBER HAS BEEN ESTABLISHED FOR ' ."!

-Send a photo of your signed social i } T » I
ap yoursig it . JOHN DOE - -.' t‘ {
security card to both the Payroll { N ]JI il
- - i 1707, 1
Office and Human Resources using ML D Joﬂan»ot Ronior ”‘l |
LU FileSender p— BOMATURE - & = 5 o e

Payroll Office email: inpayrol@lehigh.edu Human Resources email: inhro@lehigh.edu



mailto:inpayrol@lehigh.edu
mailto:inhro@lehigh.edu
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How do | start the social
security card process?

-Use this QR Code to access
information about the social security
card process along with the forms
needed to begin.

-Additional questions about this
process can be directed to OISS.
Detailed information is on the OISS
website:

https.//global.lehigh.edu/oiss/resources

/social-security-number

Scan Me



https://global.lehigh.edu/oiss/resources/social-security-number
https://global.lehigh.edu/oiss/resources/social-security-number
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The Benefits of Direct Deposit

Setting up direct deposit is highly recommended. DIRECT DEPOSIT
You save time by not having to physically come pick

up a paper check from the payroll office. ‘

You reduce the amount of paper that the University ‘

uses to operate. CONVENIENT FAST

You eliminate the emails being sent to remind you
to pick up you check.
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Need information on setting
up Direct Deposit?
-Use this QR code to learn how to set

up Direct Deposit yourself using Banner
Employee Self-Service.

-You must have a US bank account.

DISCLAIMER:

You will only be able to set-up direct
deposit after your start date or receiving
an Employment Confirmation Email from
payroll via inwage@lehigh.edu



mailto:inwage@lehigh.edu
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“When will | get paid?”

-All hourly wage jobs are paid on a biweekly pay
cycle.

-Use this QR code to download a copy of the
Fiscal Year 24 biweekly payroll calendar
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Where to go with Payroll
Questions?

* Use this QR Code to access the Payroll
website for additional information.

* You will receive an email later today with
the information covered in this
presentation.

* Thank you for your time and have a
great rest of your day.
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