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W-4 Procedure  

Purpose 

This procedure is meant to help you complete the W-4 form correctly and 

completely. 
 

Procedure 

Please complete the attached W-4 form exactly as shown in this example. If you do 

not complete the W-4 form correctly it will delay your ability to start working.  
 

Once completed, the original form must be returned via mail or dropped off at the 
Lifeworks Administration Office. It cannot be faxed or emailed. 
 

 
 

 
 


