CLEAR

To: [Employer’s payroll contact]
[Legal name of employer]
[Company address]
[Employer city, state ZIP

Certified Mail #:

From: [Employee name]
[Employee address]
[Employee city, state ZIP]

Re: Release of Employer Liability for Not Withholding Income

Taxes from My Pay
Dear [Employee contact greeting, commal]

| recently filed exempt from withholding on the company’s online
payroll system. Attached to this letter, please find a printed copy of my IRS
Form W-4 Employee Withholding Exemption Certificate, which per the
Internal Revenue Code, subsection 3402(n), releases the company from any

liability for not withholding income taxes from my pay.

The IRS suggests that you retain this hard copy in my employment
file for four years.

Sincerely,

[Employee name]
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