
BCMI

New Employee Hire Form

Date of Hire                                              Position                              Type

Supervisor                                                           Pay Rate                  Hr./ period

Employee Name

Mailing Address

S.S.#                                                         D.O.B.

Phone #

e-mail

Emergency Contact                                                       Phone

Pay Rate History

Date              Rate              Date              Rate              Date              Rate



BENEFICIAL CONSOLIDATED MANAGEMENT, INC.               
Employment Application

APPLICANT INFORMATION

Last Name                                                                      First                                                   M.I.              Date

Street Address                                                                                                                         D.O.B.

City                                                                               State                                                 ZIP

Phone                                                                            E-mail Address

Date Available                                               Social Security No.                                         Desired Salary

Position Applied for

Are you a citizen of the United States?           YES           NO            If no, are you authorized to work in the U.S.?    YES 
NO

Do you have any physical limitations or
conditions that may affect your work here?   

  YES          NO            If so, what? 

Have you ever been convicted of a felony?     YES           NO            If yes, explain

EDUCATION

High School                                                                Address

From                     To                  Did you graduate?     YES           NO            Degree

College                                                                       Address

From                     To                  Did you graduate?     YES           NO            Degree

Other                                                                         Address

From                     To                  Did you graduate?     YES           NO            Degree

REFERENCES

Please list three professional references.

Full Name                                                                                              Relationship

Company                                                                                               Phone     (           )

Address

Full Name                                                                                              Relationship

Company                                                                                               Phone     (           )

Address

Full Name                                                                                              Relationship

Company                                                                                               Phone     (           )

Address



PREVIOUS EMPLOYMENT

Company                                                                                               Phone       (           )

Address                                                                                                 Supervisor

Job Title                                                                       Starting Salary     $                             Ending Salary    $

Responsibilities

From                     To                      Reason for Leaving

May we contact your previous supervisor for a reference?         YES             NO

Company                                                                                               Phone       (         )

Address                                                                                                 Supervisor

Job Title                                                                       Starting Salary     $                             Ending Salary    $

Responsibilities

From                     To                      Reason for Leaving

May we contact your previous supervisor for a reference?         YES             NO

Company                                                                                               Phone       (         )

Address                                                                                                 Supervisor

Job Title                                                                       Starting Salary     $                             Ending Salary    $

Responsibilities

From                     To                      Reason for Leaving

May we contact your previous supervisor for a reference?         YES             NO

MILITARY SERVICE

Branch                                                                                                                      From                  To

Rank at Discharge                                                                                                      Type of Discharge

If other than honorable, explain

DISCLAIMER AND SIGNATURE

I certify that my answers are true and complete to the best of my knowledge.

If this application leads to employment, I understand that false or misleading information in my 
application or interview may result in my release.

Signature                                                                                                                              Date



Beneficial Consolidated Management, Inc.

Company Policies & Procedures

1.          WELCOME

Welcome to Beneficial Consolidated Management, Inc. (BCMI) Our company provides outdoor adventure activities to 
families and individuals through Hidden Falls Adventure Park & Copperhead Creek shooting Club.  In addition, we offer 
several other services including but not limited to; trail park, shooting club, and campgrounds to customers. BCMI 
reserves the right to change or update its policies at any time. W2 employees and 1099 sub- contractors are required to
follow the policies and procedures in this document. You are an employee for BCMI.  You are not permitted to work in a
paid or volunteer basis for any other company while on the clock for BCMI or while being paid by BCMI.  All volunteers, 
employees, business partners and their guests are expected to obey all policies.

2.          PURPOSE STATEMENT (Mission)

Our mission is to: Manage and develop properties for the benefit of the landowners and investors that will generate 
adequate earnings to fund operational expenses and contributions to organizations directly improving the quality of 
life of those in need.

Our goal is to provide an environment that is beneficial to the growth of families and development of youth.

We shall:
1. Offer a sufficient return to our investors
2. Use net profit to support organizations that provide for community improvement
3. Pursue the development of family values
4. Pursue the growth, support, and development of all children
5. Nurture the spiritual healing, health care, and feeding of indigent persons
6. Support organizations and non-profit groups that offer similar services.

3.          PURPOSE OF HANDBOOK

The purpose of this handbook is to educate employees on our policies and procedures related to your employment. 
This handbook can be used as a reference tool as well.

The Values we live by as we pursue our Mission, Extraordinary Service:
1. Our service must exceed our customers' greatest expectations.
2. We earn the right to keep customers by treating them like friends.
3. The first and foremost responsibility of every employee is to serve customers.
4. Employees who provide extra-ordinary service are recognized and rewarded.

People Development:
1. We respect the dignity and worth of every person.
2. The contribution of every person is important for the well-being of the company.
3. We are a people-growing company, committed to the development of every employee.
4. Every employee must be willing to grow and improve to be a part of our organization.

Building the Organization:
1. Working together as team is imperative for meeting the challenge of providing extra-ordinary service.
2. Teamwork flows from an atmosphere of trust, where open communication is strongly encouraged.
3. The foundation of our organization is truth telling, to which everyone is held accountable.
Teamwork results in building a sense of community, where people support and encourage each other to grow and 
improve.

Craig Sewell, 830-265-4950 05-26-2021
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4.          AT- WILL EMPLOYMENT
Texas is an at-will state which means employee agrees to work for employer and employer agree to 
employee employees, and that either party may terminate the employment for any reason, at any time. 
Employee may quit for any reason and employer may lay off or terminate employee for any reason.

To be employed, employees agree to and follow the employer’s policies and procedures and job 
descriptions provided as a condition of employment.

5.          EQUAL EMPLOYMENT OPPURTUNITY
BCMI is an equal employment opportunity employer.  BCMI does not discriminate against potential 
employees on the basis of race, national origin, religion, sex or sexual orientation.  All employees must 
speak the English language and write in the English language.

6.          EMPLOYMENT ELIGIBILITY AND IMMIGRATION LAW COMPLIANCE
Employees must be US citizens or aliens with current and proper immigration paperwork.
All employees must provide a copy of their driver’s license and social security card and complete a IRS I-9 
employment eligibility form and W4 payroll form.

7.          CONFIDENTIALITY AGREEMENT
BCMI retains personal and confidential information about our business, customers and employees. 
Employees may be involved or exposed to proprietary company information, trade secrets or confidential 
information.  Employees are not permitted to discuss this information, remove information or use 
information outside BCMI business.

Employee agrees to hold all information, conversations, meetings, business trade secrets and practices, 
customers, customer information, revenue, and other communications confidential. Furthermore, 
employee agrees not to discuss these items with people outside BCMI.

8.          EMPLOYEE CLASSIFICATIONS
BCMI employees part time, full time, contract, and temporary staff. Employees who work under 40 hours
per week are considered part time.  Employees who work 40 or more hours per week or are salaried are
considered full time.

9.          DRESS CODE
Shooting Range – Clean, serviceable apparel appropriate for the associate’s position. No open toe 
shoes, no derogatory or obscene language or designs on clothing, dress appropriately for work and 
weather. See supervisor if there are questions.

10.        INTRODUCTURY PERIOD
All new BCMI employees are placed on a 90-day probation period.

11.        PAY PERIODS
BCMI’s pay periods are the 1st  and 15th of each month.
Time for the 15th pay period is due on the 10th  of each month and covers the 26th  – 10th. 
Time for the 1st  pay period is due on the 25th of each month and covers the 11th  – 25th.

12.        TIMECARDS
Each employee is responsible for completing his/her timecard and signing it to certify his/her hours 
worked.  Timecards are due as follows and must be turned in to senior manager on time in order to be 
paid. Time for the 15th pay period is due on the 10th  of each month and covers the 26th  – 10th.
Time for the 1st  pay period is due on the 25th of each month and covers the 11th  – 25th.

Employee must fill in date of work, description of work, time worked and total hours for the day and signing 
timecard. 

13.        MILEAGE REIMBURSEMENT
BCMI reimburses employees a rate of .55 per business mile.  Mileage is only reimbursed for company 
business.  This does not include traveling to and from work. Employee must total mileage and amount.

Each employee is responsible for completing the mileage reimbursement form.  Mileage forms are due the
same time as timecards.  Mileage forms must be completed and turned into Jeff’s in box.
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14.        CREDIT CARD EXPENSES
Some employees may receive BCMI credit cards.  Employee must complete credit card report and turn in
on each timecard due date to that employee’s immediate manager or supervisor.

Each credit card sale must have a credit card purchase receipt attached to the credit card report. 
Employee is responsible for charges made without a receipt. Reports are due on the 10th of each month.

BCMI credit cards are not to be used for personal purchases unless approved by management.

15.        MANDATORY DEDUCTIONS
W2 employees: BCMI is required by law to withhold social security, Medicare, and federal tax out of each 
employee paycheck.  In addition, the IRS and State Attorney General’s office has the right to withhold 
liens, levies and child support from employees pay checks through a court order.  We do not withhold for
1099 subcontract employees.

16.        OVERTIME PAY
BCMI does not offer overtime pay.  Hourly employees are not permitted to work over 80 hours in a period 
unless permission has been given by management. In the rare case it is required overtime is paid at a rate
1.5 times your normal hourly pay. Salaried employees do not receive overtime pay.

17.        MEDICAL
BCMI does not currently offer any medical insurance.

18.        LIFE INSURANCE
BCMI does not currently offer any life insurance.

19.        DISABILITY
BCMI does not currently offer disability insurance.

20.        WORKERS COMPENSATION INSURANCE
BCMI provides workers compensation insurance in the event of an injury while on the job. Employees are 
required to notify management if an injury occurs on the job immediately.

21.        DRUG & ALCOHOL POLICY
BCMI does not tolerate the use of illegal drugs or alcohol abuse.  Employees may be required to have an 
alcohol and drug test prior to employment and reserves the right to conduct mandatory drug and alcohol 
tests on employees.

The use of illegal drugs or alcohol while on duty may result in termination and other punishment.  If BCMI 
suspects that illegal drug use or alcohol is a factor in work behavior or work quality termination may result. 
If an accident occurs while at work an alcohol and/or drug test will be required.  Refusal to take the test will 
result in termination.

22.        EMPLOYEE ATTENDANCE
Trail Park & Shooting Club – Employees are requested to arrive 15 minutes prior to their scheduled start 
time. Employees are required to work their scheduled dates & times.  If an employee needs a schedule day 
or time off he/she are requested to find another qualified employee to replace them for the time they will be 
gone otherwise the employee is responsible for covering their scheduled shift. Failure to show up to work or 
work scheduled hours or leaving a post prior to scheduled release will result in disciplinary action and/or 
termination.

Ranch or Other Work – Work start and stop times will be set on a case-by-case basis according to the 
needs of projects.  Employees are expected to show up on time.  Failure to do so will result in disciplinary 
action. Ranch typical work week is Monday – Friday 8am – 5pm.  BCMI reserves the right to change work 
start and end times as needed or required.

Ranch, Shooting Range and Park employees must have reliable transportation as well as a valid driver’s 
license.



4

23.        PAID HOLIDAYS
BCMI is not required by law to pay employees for holidays as a day off unless BCMI requires you to work 
on a particular holiday.  BCMI Park and regular employees may be required to work weekends therefore 
some BCMI employees will be scheduled to work on holidays.  BCMI pays double time to full time and part 
time employees for holidays if they fall on their regular scheduled workday if they are required to work on
a holiday. Full time employees receive holiday pay of 8 regular hours and time off for the following 
holidays: Thanksgiving Day, Christmas Day, New Year’s Day & Independence day if they fall on their 
regular schedule work day.  Part time employees do not receive any regular holiday pay for time off.

24.        VACATION TIME
Vacation time is not a requirement by law.  BCMI chooses to offer paid vacation time to its employees as a 
benefit. Paid vacation is not offered to 1099 sub-contractors.

First Year - Full time employees receive 40 hours of paid vacation their first year of employment. 
Employees may take this time during their first year of employment.  Vacation time is however not 
available during the 90 day probation period.

Following Years – Full time employees who are in their 2nd  or later year of employment receive 80 hours of 
paid vacation per year.  Employees may take this time at any point during the year.

All vacation time or unpaid time off must be requested by employee and approved by management. Time 
off must be placed on employee schedule in main office.

25.        SICK TIME
Sick time is not required by law.  BCMI chooses to offer paid sick time to its employees as a benefit. Paid 
sick time is not offered to 1099 sub-contractors.

All full-time employees receive 40 hours of paid sick time for each year of employment. Sick time does not 
accumulate from each previous year. 

26.        LEAVE OF ABSENCE (LOA)
Employees may take unpaid leave of absences.  BCMI is not required or obligated to hold a position open 
for an employee taking an LOA due to the need for BCMI business to be conducted.

27.        DOCTORS APPOINTMENTS
Employees may take un-paid or sick time for doctor appointments.  Notify your supervisor about any 
appointments during work hours where time off is required at least 48 hours before the appointment.

28.        ADVANCEMENT & EMPLOYMENT OPPURTUTNITES
Advancement and other employment opportunities within BCMI will be considered prior to hiring outside 
BCMI.  Employees must meet qualifications and skills required for any such position.  Decisions will be 
made based solely on experience and qualifications.

29.        BEREAVEMENT LEAVE
BCMI provides 2 days paid leave for a death in the family.

30.        JURY DUTY
BCMI recognizes that as a part of our society, jury duty is sometimes requested.  BCMI provides paid time 
for jury duty up to 2 days.
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31.        JOB DUTIES
Each employee is assigned duties from the manager(s).  Duties may vary from day to day, or within the
same day.  Duties should be carried out in a professional and timely manner with the highest degree of
excellence. Regular work hours and days are also outlined but may change as needed.

32.        EVALUATIONS
Employee evaluations are conducted annually.  Pay raises are not necessarily a part of an evaluation 
and will be handled on a case-by-case basis and will be based on revenue and employee performance.  
Evaluations will be based on your job description, company policies and procedures, punctuality, ability 
to complete the duties in your job description in a professionally, accurately, correctly and in a timely 
manner.

33.        EMPLOYEE CONDUCT
Employees are expected to obey all laws, perform duties in their job description, follow company policies 
and procedures and to act in a professional manner to co-workers, vendors and customers.

Poor behavior includes but is not limited to: fighting, drinking alcoholic beverages, verbal abuse, and/or 
insubordination.  BCMI provides verbal and written warnings to employees for disciplinary action.

34.        TERMINATION

a.    Resignation
Texas is an at-will employment state in which an employee may choose to quit at any time.  BCMI requires 
at least a two-week notice or more if possible if an employee decides to quit employ with BCMI.

b.    Involuntary Termination
Texas is an at-will employment state in which BCMI may choose to terminate an employee’s employment 
with BCMI at any time, with or without cause.  Involuntary termination is when BCMI decides to terminate 
or end an employee’s employment with the company for any reasons.  Upon termination, employee is 
required to return all company property.  Failure to return property will result in withholding employees last 
paycheck until property is returned.  BCMI may deduct value of any unreturned property from employees 
last paycheck.  Usually the employee shall receive his/her final paycheck on the day of termination.
Employee will receive his / her paycheck no later than 5 days after termination if employee has returned all 
company property.

c.    Lay Offs
A lay off is when BCMI decides that there is not enough revenue to support staff.

d.    Unemployment
Unemployment is a service the State of Texas provides when an employee is laid off.

e.    Abandonment
If an employee fails to call in or report to work within 5 days of his/her last workday they are considered to 
have abandoned their job position and employment with BCMI.  BCMI considers this to be involuntary
Termination.

35.        DISCIPLINARY ACTION
Disciplinary action is when BCMI performs a corrective interview either verbally or in writing for a violation 
of policies, procedures, failure to report to work or report to work on time or inappropriate action.

36.        OPEN EMPLOYEE COMMUNICATION
BCMI has an open-door policy.  Employees are free to come to management with any need or concern. 
Employees are required to follow management structure for communicating.

37.        SECURITY
Security is a big concern due to the type of business we are in and assets we have on site.  Employees 
are asked to be security minded and asked to report any suspicious activity or situations to management. 
Keys and access to BCMI owned facilities are only given to employees who need access to those 
facilities. BCMI management may allow volunteers to have keys areas deemed non-secure such as out
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buildings.  Management may decide to allow certain volunteers access to secured areas on a case-by-
case basis.  This decision is solely up to the senior activity manager.

38.         EMERGENCY OPERATIONS PROCEDURES
In the event of an emergency such as an employee getting hurt at work, weather, bomb threat or other life-
threatening situation BCMI has protocol for these situations.

The first step is to immediately notify a manager and/or supervisor of the emergency.  The manager and/or 
supervisor shall make appropriate phone calls for further assistance.

This procedure is also to be used for park emergencies such as when riders are lost, or an injury or 
accident occurs onsite.

The park office is considered the EOC (Emergency Operations Center).  The park office has a base 
station radio for our ranch radio system, telephone service and a large enough area to hold a briefing.

In the event of an emergency all employees are to report to the EOC.  Brian Reisweg is the current EOC
leader and, in his absence, the employee in charge of the park office that day is the EOC leader.

All staff and volunteers if present will be given two-way radios to communicate with each other. The 
EOC leader will give directions.

39.        RANCH / PARK RULES
All employees, family members, friends and visitors of any employee who are on the ranch/park/Range 
must follow all rules and direction from park rangers/range safety officers or staff members. Violation is 
cause for disciplinary action.  Employees are expected to always act and perform their duties in a safe 
manner.

40.        PERSONAL PHONE CALLS / CONVERSATIONS
Employees shall limit personal phone calls or conversation with family during work hours to 5 minutes 
during work hours. Calls must be made or received on breaks or during lunch period. Calls may not 
interfere with normal operations. More than 4 personal calls in a shift is considered excessive and will not 
be tolerated.

Texting while working (on the clock) is not permitted unless you are texting to another employee who is 
also working in order to complete a task. Failure to adhere to this policy will result in disciplinary action.
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Beneficial Consolidated Management, Inc.

Company Policies & Procedures Acknowledgement Form

I have read and understand the Beneficial Consolidated Management, Inc. company policies and procedures and
agree to abide by all company policies and procedures.  I understand that my failure to follow company policies and

procedures can result in disciplinary action.

Employee Printed Name

Employee Signature                                                                                     Date



Form  W-4
(Rev. December 2020)
Department of the Treasury  
Internal Revenue Service 

Employee’s Withholding Certificate
▶ Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay. 

▶ Give Form W-4 to your employer. 
▶ Your withholding is subject to review by the IRS.

OMB No. 1545-0074

2021
Step 1: 
Enter 
Personal 
Information

(a)   First name and middle initial Last name

Address 

City or town, state, and ZIP code

(b)   Social security number

▶ Does your name match the 
name on your social security 
card? If not, to ensure you get 
credit for your earnings, contact 
SSA at 800-772-1213 or go to 
www.ssa.gov.

(c) Single or Married filing separately

Married filing jointly or Qualifying widow(er)

Head of household (Check only if you’re unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual.)

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, when to use the estimator at www.irs.gov/W4App, and privacy.

Step 2: 
Multiple Jobs 
or Spouse 
Works

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

Do only one of the following.

(a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3–4); or 

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; 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 accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . .  ▶

TIP: To be accurate, submit a 2021 Form W-4 for all other jobs. If you (or your spouse) have self-employment 
income, including as an independent contractor, use the estimator.

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: 

Claim 
Dependents

If your total income will be $200,000 or less ($400,000 or less if married filing jointly): 

Multiply the number of qualifying children under age 17 by $2,000 ▶ $

Multiply the number of other dependents by $500 . . . .   ▶ $

Add the amounts above and enter the total here . . . . . . . . . . . . . 3 $

Step 4 
(optional): 

Other  
Adjustments

(a) 
 

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

(b) 
 

Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and 
enter the result here . . . . . . . . . . . . . . . . . . . . . 4(b) $

(c) Extra withholding. Enter any additional tax you want withheld each pay period . 4(c) $

Step 5: 

Sign 
Here

Under penalties of perjury, I declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.

▲

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

▲

Date 

Employers 
Only

Employer’s name and address First date of 
employment

Employer identification 
number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No. 10220Q Form W-4 (2021) 



Form W-4 (2021) Page 2

General Instructions
Future Developments
For the latest information about developments related to 
Form W-4, such as legislation enacted after it was published, 
go to www.irs.gov/FormW4.

Purpose of Form
Complete Form W-4 so that your employer can withhold the 
correct federal income tax from your pay. If too little is 
withheld, you will generally owe tax when you file your tax 
return and may owe a penalty. If 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 furnish a new Form W-4, 
see Pub. 505, Tax Withholding and Estimated Tax. 

Exemption from withholding. You may claim exemption 
from withholding for 2021 if you meet both of the following 
conditions: you had no federal income tax liability in 2020 
and you expect to have no federal income tax liability in 
2021. You had no federal income tax liability in 2020 if (1) 
your total tax on line 24 on your 2020 Form 1040 or 1040-SR 
is zero (or less than the sum of lines 27, 28, 29, and 30), or 
(2) you were not required to file a return 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 2021 tax return. To claim 
exemption from withholding, certify that you meet both of 
the conditions above by writing “Exempt” on Form W-4 in 
the space below Step 4(c). 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 15, 2022.

Your privacy. If you prefer to limit information provided in 
Steps 2 through 4, use the online estimator, which will also 
increase accuracy. 

As an alternative to the estimator: if you have concerns 
with Step 2(c), you may choose Step 2(b); if you have 
concerns with Step 4(a), you may enter an additional amount 
you want withheld per pay period in Step 4(c). If this is the 
only job in your household, you may instead check the box 
in Step 2(c), which will increase your withholding and 
significantly reduce your paycheck (often by thousands of 
dollars over the year).

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

1. Expect to work only part of the year; 

2. Have dividend or capital gain income, or are subject to 
additional taxes, such as Additional Medicare Tax;

3. Have self-employment income (see below); or

4. Prefer the most accurate withholding for multiple job 
situations.

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 
employee. If you want to pay these taxes through 
withholding from your wages, use the estimator at 
www.irs.gov/W4App to figure the amount to have withheld.

Nonresident alien. If 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. 

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

If you (and your spouse) have a total of only two jobs, you 
may instead check the box in option (c). 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 be 
cut in half for each job to calculate withholding. This option 
is roughly accurate for jobs with similar pay; otherwise, more 
tax than necessary may be withheld, and this extra amount 
will be larger the greater the difference in pay is between the 
two jobs.

▲!
CAUTION

Multiple jobs. Complete Steps 3 through 4(b) on only 
one Form W-4. Withholding will be most accurate if 
you 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 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. 972, Child Tax 
Credit and Credit for Other Dependents. You can also 
include other tax credits in this step, such as education tax 
credits and the foreign tax credit. To do so, 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 (optional).

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(b). Enter in this step the amount from the Deductions 
Worksheet, line 5, if you expect to claim deductions other than 
the basic standard deduction on your 2021 tax return and 
want to reduce your withholding to account for these 
deductions. This includes both itemized deductions and other 
deductions such as for student loan interest and IRAs.

Step 4(c). Enter in this step any additional tax you want 
withheld from your pay each pay period, including 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.



Form W-4 (2021) Page 3

Step 2(b)—Multiple Jobs Worksheet  (Keep for your records.)

If you choose the option in Step 2(b) on Form W-4, complete this worksheet (which calculates the total extra tax for all jobs) on only ONE 
Form W-4. Withholding will be most accurate if you complete the worksheet and enter the result on the Form W-4 for the highest paying job.

Note: If more than one job has annual wages of more than $120,000 or there are more than three jobs, see Pub. 505 for additional 
tables; or, you can use the online withholding estimator at www.irs.gov/W4App.

1 
 
 

Two jobs. If you have two jobs or you’re married filing jointly and you and your spouse each have one
job, find the amount from the appropriate table on page 4. Using the “Higher Paying Job” row and the
“Lower Paying Job” column, find the value at the intersection of the two household salaries and enter 
that value on line 1. Then, skip to line 3 . . . . . . . . . . . . . . . . . . . . . 1 $

2 Three jobs. If you and/or your spouse have three jobs at the same time, complete lines 2a, 2b, and 
2c below. Otherwise, skip to line 3.

a 
 
 

Find the amount from the appropriate table on page 4 using the annual wages from the highest 
paying job in the “Higher Paying Job” row and the annual wages for your next highest paying job
in the “Lower Paying Job” column. Find the value at the intersection of the two household salaries 
and enter that value on line 2a . . . . . . . . . . . . . . . . . . . . . . . 2a $

b 
 
 

Add the annual wages of the two highest paying jobs from line 2a together and use the total as the 
wages in the “Higher Paying Job” row and use the annual wages for your third job in the “Lower 
Paying Job” column to find the amount from the appropriate table on page 4 and enter this amount 
on line 2b . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2b $

c Add the amounts from lines 2a and 2b and enter the result on line 2c . . . . . . . . . . 2c $

3 Enter the number of pay periods per year for the highest paying job. For example, if that job pays
weekly, enter 52; if it pays every other week, enter 26; if it pays monthly, enter 12, etc. . . . . . 3

4 
 

Divide the annual amount on line 1 or line 2c by the number of pay periods on line 3. Enter this
amount here and in Step 4(c) of Form W-4 for the highest paying job (along with any other additional
amount you want withheld) . . . . . . . . . . . . . . . . . . . . . . . . . 4 $

Step 4(b)—Deductions Worksheet  (Keep for your records.)

1 
 

Enter an estimate of your 2021 itemized deductions (from Schedule A (Form 1040)). Such deductions
may include qualifying home mortgage interest, charitable contributions, state and local taxes (up to 
$10,000), and medical expenses in excess of 7.5% of your income . . . . . . . . . . . . 1 $

2 Enter: { • $25,100 if you’re married filing jointly or qualifying widow(er)
• $18,800 if you’re head of household
• $12,550 if you’re single or married filing separately

} . . . . . . . . 2 $

3 If line 1 is greater than line 2, subtract line 2 from line 1 and enter the result here. If line 2 is greater 
than line 1, enter “-0-” . . . . . . . . . . . . . . . . . . . . . . . . . . 3 $

4 Enter an estimate of your student loan interest, deductible IRA contributions, and certain other 
adjustments (from Part II of Schedule 1 (Form 1040)). See Pub. 505 for more information . . . . 4 $

5 Add lines 3 and 4. Enter the result here and in Step 4(b) of Form W-4 . . . . . . . . . . . 5 $

Privacy Act and Paperwork Reduction Act Notice. We ask for the information 
on this form to carry out the Internal Revenue laws of the United States. Internal 
Revenue Code sections 3402(f)(2) and 6109 and their regulations require you to 
provide this information; your employer uses it to determine your federal income 
tax withholding. Failure to provide a properly completed form will result in your 
being treated as a single person with no other entries on the form; providing 
fraudulent information may subject you to penalties. Routine uses of this 
information include giving it to the Department of Justice for civil and criminal 
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and 
possessions for use in administering their tax laws; and to the Department of 
Health and Human Services for use in the National Directory of New Hires. We 
may also disclose this information to other countries under a tax treaty, to federal 
and state agencies to enforce federal nontax criminal laws, or to federal law 
enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is 
subject to the Paperwork Reduction Act unless the form displays a valid OMB 
control number. Books or records relating to a form or its instructions must be 
retained as long as their contents may become material in the administration of 
any Internal Revenue law. Generally, tax returns and return information are 
confidential, as required by Code section 6103. 

The average time and expenses required to complete and file this form will vary 
depending on individual circumstances. For estimated averages, see the 
instructions for your income tax return.

If you have suggestions for making this form simpler, we would be happy to hear 
from you. See the instructions for your income tax return.
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Married Filing Jointly or Qualifying Widow(er)

Higher Paying Job 
Annual Taxable 
Wage & Salary

Lower Paying Job Annual Taxable Wage & Salary

    $0 - 
9,999

$10,000 - 
19,999

$20,000 - 
29,999

$30,000 - 
39,999

$40,000 - 
49,999

$50,000 - 
59,999

$60,000 - 
69,999

$70,000 - 
79,999

$80,000 - 
89,999

$90,000 - 
99,999

$100,000 - 
109,999

$110,000 - 
120,000

$0 -     9,999 $0 $190 $850 $890 $1,020 $1,020 $1,020 $1,020 $1,020 $1,100 $1,870 $1,870

$10,000 -   19,999 190 1,190 1,890 2,090 2,220 2,220 2,220 2,220 2,300 3,300 4,070 4,070

$20,000 -   29,999 850 1,890 2,750 2,950 3,080 3,080 3,080 3,160 4,160 5,160 5,930 5,930

$30,000 -   39,999 890 2,090 2,950 3,150 3,280 3,280 3,360 4,360 5,360 6,360 7,130 7,130

$40,000 -   49,999 1,020 2,220 3,080 3,280 3,410 3,490 4,490 5,490 6,490 7,490 8,260 8,260

$50,000 -   59,999 1,020 2,220 3,080 3,280 3,490 4,490 5,490 6,490 7,490 8,490 9,260 9,260

$60,000 -   69,999 1,020 2,220 3,080 3,360 4,490 5,490 6,490 7,490 8,490 9,490 10,260 10,260

$70,000 -   79,999 1,020 2,220 3,160 4,360 5,490 6,490 7,490 8,490 9,490 10,490 11,260 11,260

$80,000 -   99,999 1,020 3,150 5,010 6,210 7,340 8,340 9,340 10,340 11,340 12,340 13,260 13,460

$100,000 - 149,999 1,870 4,070 5,930 7,130 8,260 9,320 10,520 11,720 12,920 14,120 15,090 15,290

$150,000 - 239,999 2,040 4,440 6,500 7,900 9,230 10,430 11,630 12,830 14,030 15,230 16,190 16,400

$240,000 - 259,999 2,040 4,440 6,500 7,900 9,230 10,430 11,630 12,830 14,030 15,270 17,040 18,040

$260,000 - 279,999 2,040 4,440 6,500 7,900 9,230 10,430 11,630 12,870 14,870 16,870 18,640 19,640

$280,000 - 299,999 2,040 4,440 6,500 7,900 9,230 10,470 12,470 14,470 16,470 18,470 20,240 21,240

$300,000 - 319,999 2,040 4,440 6,500 7,940 10,070 12,070 14,070 16,070 18,070 20,070 21,840 22,840

$320,000 - 364,999 2,720 5,920 8,780 10,980 13,110 15,110 17,110 19,110 21,190 23,490 25,560 26,860

$365,000 - 524,999 2,970 6,470 9,630 12,130 14,560 16,860 19,160 21,460 23,760 26,060 28,130 29,430

$525,000 and over 3,140 6,840 10,200 12,900 15,530 18,030 20,530 23,030 25,530 28,030 30,300 31,800

Single or Married Filing Separately
Higher Paying Job 

Annual Taxable 
Wage & Salary

Lower Paying Job Annual Taxable Wage & Salary

     $0 - 
9,999

$10,000 - 
19,999

$20,000 - 
29,999

$30,000 - 
39,999

$40,000 - 
49,999

$50,000 - 
59,999

$60,000 - 
69,999

$70,000 - 
79,999

$80,000 - 
89,999

$90,000 - 
99,999

$100,000 - 
109,999

$110,000 - 
120,000

$0 -     9,999 $440 $940 $1,020 $1,020 $1,410 $1,870 $1,870 $1,870 $1,870 $2,030 $2,040 $2,040

$10,000 -   19,999 940 1,540 1,620 2,020 3,020 3,470 3,470 3,470 3,640 3,840 3,840 3,840

$20,000 -   29,999 1,020 1,620 2,100 3,100 4,100 4,550 4,550 4,720 4,920 5,120 5,120 5,120

$30,000 -   39,999 1,020 2,020 3,100 4,100 5,100 5,550 5,720 5,920 6,120 6,320 6,320 6,320

$40,000 -   59,999 1,870 3,470 4,550 5,550 6,690 7,340 7,540 7,740 7,940 8,140 8,150 8,150

$60,000 -   79,999 1,870 3,470 4,690 5,890 7,090 7,740 7,940 8,140 8,340 8,540 9,190 9,990

$80,000 -   99,999 2,000 3,810 5,090 6,290 7,490 8,140 8,340 8,540 9,390 10,390 11,190 11,990

$100,000 - 124,999 2,040 3,840 5,120 6,320 7,520 8,360 9,360 10,360 11,360 12,360 13,410 14,510

$125,000 - 149,999 2,040 3,840 5,120 6,910 8,910 10,360 11,360 12,450 13,750 15,050 16,160 17,260

$150,000 - 174,999 2,220 4,830 6,910 8,910 10,910 12,600 13,900 15,200 16,500 17,800 18,910 20,010

$175,000 - 199,999 2,720 5,320 7,490 9,790 12,090 13,850 15,150 16,450 17,750 19,050 20,150 21,250

$200,000 - 249,999 2,970 5,880 8,260 10,560 12,860 14,620 15,920 17,220 18,520 19,820 20,930 22,030

$250,000 - 399,999 2,970 5,880 8,260 10,560 12,860 14,620 15,920 17,220 18,520 19,820 20,930 22,030

$400,000 - 449,999 2,970 5,880 8,260 10,560 12,860 14,620 15,920 17,220 18,520 19,910 21,220 22,520

$450,000 and over 3,140 6,250 8,830 11,330 13,830 15,790 17,290 18,790 20,290 21,790 23,100 24,400

Head of Household
Higher Paying Job 

Annual Taxable 
Wage & Salary

Lower Paying Job Annual Taxable Wage & Salary

      $0 - 
9,999

$10,000 - 
19,999

$20,000 - 
29,999

$30,000 - 
39,999

$40,000 - 
49,999

$50,000 - 
59,999

$60,000 - 
69,999

$70,000 - 
79,999

$80,000 - 
89,999

$90,000 - 
99,999

$100,000 - 
109,999

$110,000 - 
120,000

$0 -     9,999 $0 $820 $930 $1,020 $1,020 $1,020 $1,420 $1,870 $1,870 $1,910 $2,040 $2,040

$10,000 -   19,999 820 1,900 2,130 2,220 2,220 2,620 3,620 4,070 4,110 4,310 4,440 4,440

$20,000 -   29,999 930 2,130 2,360 2,450 2,850 3,850 4,850 5,340 5,540 5,740 5,870 5,870

$30,000 -   39,999 1,020 2,220 2,450 2,940 3,940 4,940 5,980 6,630 6,830 7,030 7,160 7,160

$40,000 -   59,999 1,020 2,470 3,700 4,790 5,800 7,000 8,200 8,850 9,050 9,250 9,380 9,380

$60,000 -   79,999 1,870 4,070 5,310 6,600 7,800 9,000 10,200 10,850 11,050 11,250 11,520 12,320

$80,000 -   99,999 1,880 4,280 5,710 7,000 8,200 9,400 10,600 11,250 11,590 12,590 13,520 14,320

$100,000 - 124,999 2,040 4,440 5,870 7,160 8,360 9,560 11,240 12,690 13,690 14,690 15,670 16,770

$125,000 - 149,999 2,040 4,440 5,870 7,240 9,240 11,240 13,240 14,690 15,890 17,190 18,420 19,520

$150,000 - 174,999 2,040 4,920 7,150 9,240 11,240 13,290 15,590 17,340 18,640 19,940 21,170 22,270

$175,000 - 199,999 2,720 5,920 8,150 10,440 12,740 15,040 17,340 19,090 20,390 21,690 22,920 24,020

$200,000 - 249,999 2,970 6,470 9,000 11,390 13,690 15,990 18,290 20,040 21,340 22,640 23,880 24,980

$250,000 - 349,999 2,970 6,470 9,000 11,390 13,690 15,990 18,290 20,040 21,340 22,640 23,880 24,980

$350,000 - 449,999 2,970 6,470 9,000 11,390 13,690 15,990 18,290 20,040 21,340 22,640 23,900 25,200

$450,000 and over 3,140 6,840 9,570 12,160 14,660 17,160 19,660 21,610 23,110 24,610 26,050 27,350


