
PROJECT: TAX FORMS 
VOCABULARY 

 exempt free from deducting federal income tax from paychecks 

 

Note: This project requires you to fill out two tax forms: a W4 and a 1040EZ.  

Part One: 

Addison Smith is sixteen years old and ready to begin her first job. Her employer has 

asked her to fill out a W4 tax form and you are going to help her. 

Complete the worksheet section in the middle of the W-4 form. The only difficult thing 

about completing a W-4 form is figuring out the correct withholding allowance. 

Fortunately, there is a worksheet in the middle of the form that leads you through this. 

At first, the worksheet may look intimidating. Let's take a look. 
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Directions for completing the worksheet: 

A. On line A of the worksheet, you would enter a 1 if no one else can claim you as a 

dependent. Addison lives with her parents who claim her as their dependent. 

Since they do, leave this line blank. 

B. On line B, you will enter 1 since Addison is single with only one job. 

C. Leave line C blank since Addison does not have a spouse. 

D. Leave line D blank since Addison has no dependents. 

E. Leave line E blank because Addison is not a head of household. 

F. Leave line F blank because Addison has no child care expenses. 

G. Leave line G blank because Addison has no children. 

H. Total all lines above this line. Addison's total is 1. 

Now you are ready to complete the Employee Withholding Allowance Certificate at the 

bottom of the W-4 form. This is the important section that Addison's employer needs. 

There are just three more pieces of information that will be useful: 

• There is no need to have any additional amount withheld from Addison's 

paycheck on line 6. 

• Some people are able to claim exempt. Exempt means that you do not need to 

deduct federal income tax from paychecks. You can be exempt if last year you 

could refund all federal income tax, and this year you expect a refund of all 

federal income tax. This means that you made less than $9,350 last year, and 

you expect to makes less than $9,350 this year. 

• There is no need to use the worksheets on page two at this time. 

Complete the W-4 form. Here's Addison's information: 

Addison Marie Smith 

2222 W. Pine 

Anytown, USA 55555 

Social Security Number: 222 22 2222 

 

 



 



Part Two: 

Complete a 1040EZ tax return form for Jill Donnovan. She received the following W-2 

form from her employer. 

 

Jill also received the following tax form from her bank. 

 

 



Enter Jill Donnovan's name and address at the top of the form. She is not married, so 

skip all sections that mention a spouse. Her Social Security number is: 333-11-0000. 

1. Read line 1. Look at box 1 on the W-2 form. Enter that amount on line 1. 

2. Read line 2. Look at the tax form Jill received from the bank. Find the taxable 

interest. Enter this amount on line 2. 

3. Read line 3. Jill did not receive any unemployment compensation, so leave this 

line blank. 

4. Read line 4. Add lines 1 and 2. Enter this amount. 

5. Read line 5. This line is about whether someone else claims Jill as a dependent. If 

she is claimed as a dependent, then she would need to use the worksheet at the 

top of page two to calculate the amount to enter on line 5. Since Jill's parents do 

not claim her and she is single, enter $10,300. 

6. Read line 6. Subtract line 5 from line 4. Enter the amount. 

7. Read line 7. Take another look at Jill's W-2 form. Find the federal income tax 

withheld (box 2). Enter this amount on line 7. 

8. Read line 8. Leave lines 8a and 8b blank because Jill did not receive an earned 

income credit or combat pay. 

9. Read line 9. Add lines 7, and 8a. Enter the amount. 

10. For line 10, Jill should use the tax table in the tax booklet. See the attached tax 

table to retrieve the information you need. Look at the amount on line 6 on the 

1040 EZ. Using the tax chart, carefully find the range that this amount falls into. 

Follow across to the first gray column for single people. Enter this amount on line 

10. 

11. For line 11, you had qualifying health care coverage (called minimum essential 

coverage) for every month of 2015 for yourself. Check the box, but leave this line 

blank. 

12. Read line 12. Add lines 10 and 11 and enter the amount on line 12. 

13. Read line 13a. Subtract and enter the amount on 13a. Note that lines 13b, 13c, 

and 13d would be used if you want the refund deposited directly in a bank 

account. Otherwise, you can wait for a check to come in the mail. Let's skip this 

section. 

14. Read line 14. Since Jill calculated a refund on line 13a, leave this blank. 

15. You have completed Jill's 1040EZ tax form. Of course, you would sign your tax 

form. It's always a good idea to check your math a few times, as well as ask 

someone else to check it over. You would also need to attach your W-2 tax form 

before you mail it to the IRS. 

 

Complete the 1040EZ form. 
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