
MEMO 
To: Payroll Services 
From Scott Dills 
Date: 04/12/2021 
Subject: W-4 Reference Tables 

Abstract: Historically, individuals at the University of Kentucky have struggled with setting their W-4 
withholdings. At the close of every tax year, Payroll Services is inundated with calls from employees who did not 
pay enough federal income tax during the year. Legally, the University of Kentucky, and the Payroll Services office 
are not permitted to advise employees on their withholding settings. This often results in frustrated employees 
who are burdened with an unexpected tax bill from the IRS. The W-4 calculations are complex and difficult for 
most workers to spend time learning. Phone calls from employees with tax questions can deplete valuable time 
and resources that could otherwise be utilized on more important projects. This memo seeks to present a 
resource that should be made available to employees so that they can be better informed when making decisions 
on their tax withholdings. 

Autogenerated email: An autogenerated email should announce to an employee that a change has been made 
to their withholding record. If they did not make the change then they can alert the payroll office.  

Visible withholding Settings: The employee should be able to look in Employee Self Service and see their 
current withholding settings. That is currently not possible. This should include any deductions, credits, or 
additional withholdings currently active on their record. 

Link to the IRS Tax Estimator: The automated email (mentioned above) should include a link and a blurb 
directing the employees to the IRS Tax Estimator. The blurb will describe the estimator’s utility and urge the 
employee to research their own tax situation. 

Link to tax reference tables: A link to tax reference tables should also be included in the auto-generated 
email stated above. A blurb can recommend that the employee reviews the changes that they just made to their 
withholding settings by visiting this link. This will enable employees to take a quick glance and make an educated 
guess on whether their settings are appropriate. Copious warnings and instructions can be placed at the top of the 
reference page to guide employees on their quick review.  

This is not tax advice: All figures presented in the following charts are based upon the math and procedures 
provided by the IRS in publication 15. This is commonly available knowledge that employees can research 
themselves by reviewing the published information. We are merely providing the “answer” to the math. This math 
can all be verified by utilizing the various independent calculators available on the internet.  

The purpose here is to prevent the overuse of critical resources provided by the Payroll Services Office. 
Employees can self-guide through the tax-withholding process and come to their own conclusions. If they must call 
Payroll Services, then perhaps they will at least be more informed, and their questions will be more direct and to 
the point.      












