
 

 

NEW EMPLOYEE INFORMATION 

Employer (COMPANY) Name:    ___________________________________________________________ 

EMPLOYEE:   

Employee Name:  _____________________________________________________________ 

Employee Address (Street, City, State, Zip:___________________________________________________ 

_____________________________________________________________________________________ 

Social Security Number: ________-________-________ 

Gender Identity: __________________________________ 

Date of Birth: _________________________________ 

Email address (PLEASE WRITE LEGIBLY):____________________________________________________ 

****************************************************************************** 

EMPLOYER: 

Date of Hire: ______________________________ 

Time Clock ID, if applicable (Choose a 4-digit number)__________________ 

Work location, if applicable: ____________________________ 

Department, if applicable: ______________________________ 

Supervisor: ________________________________ 

Pay Type: 

(  ) Hourly Pay Rate: ________            (  ) Salary: __________/Year   Month   Week (circle one) 

ACA reporting information (if Applicable Large Employer): 

Employee Type, check one: 

(  ) Salaried 

(  ) Average less than 30 hour per week 

(  ) Average more than 30 hours per week 

(  ) Exempt (Owners) 











Personal Allowances Worksheet - for line 4 above
A. Enter “1” for yourself if no one else can claim you as a dependent. ..........................................................................................A. ________________
B. Enter	“1”	for	your	spouse	if	you	will	file	as	married	filing	jointly.	You	may	choose	to	enter	“0”	if	you	are	married	and	have  

either	a	working	spouse	or	more	than	one	job.	(Entering	“0”	may	help	avoid	having	too	little	tax	withheld). .............................B. ________________     
C.	Enter	“1”	if	you	will	be	filing	as	Head	of	Household. .................................................................................................................. C. ________________
D.		Enter	the	number	of	children	and	dependents	eligible	for	the	federal	child	tax	credit	or	the	federal	credit	for	other	dependents ...D. ________________                               
E.		Add	lines	A	through	D.	(Maximum	number	of	allowances	you	may	claim). ................................................................................E. ________________

Under	penalties	of	perjury,	I	certify	that	I	am	entitled	to	the	number	of	withholding	allowances	or	the	exemption	claimed	on	this	certificate.
EMPLOYEE’S/PAYEE’S SIGNATURE
(Form	is	not	valid
unless	you	sign	it.)	 Date

TO BE COMPLETED BY EMPLOYER/PAYER (see Instructions)
7. Employer/Payer	Name	and	Address	(Employer/Payer:	Complete	lines	7,	8,	9,	and	10	only	if	sending	to 8. Identification	Number

Maine	Revenue	Services)

9. Employer/Payer	Contact	Person: 10. Contact	Person’s	Phone	Number:

3.	 Single	or	Head	of	Household	 Married

Married,	but	withholding	at	higher	single	rate
 Note:	 If	married	but	legally	separated,	or	spouse	

is	a	nonresident	alien,	check	the	single	box.

Form MAINE
W-4ME Employee’s	Withholding	Allowance	Certificate

1. Type	or	print	your	first	name M.I. Last	name	 2. Your	social	security	number
--

Home	address	(number	and	street)

City	or	town	 State	 ZIP	code

4. Total	number	of	allowances	you	are	claiming	from	line	E	of	the	personal	allowances	worksheet	below...................... 4.

5. Additional	amount,	if	any,	you	want	withheld	from	your	paycheck ................................................................................ 5. $

6. If	you	do not want any	state	income	tax	withheld,	check	the	appropriate	box	that	applies	to	you	(you	must	qualify	-	see	instructions	below).	By
signing	below,	you	certify	that	you	qualify	for	the	exemption	that	you	select:

a. You	claimed	“Exempt”	on	your	federal	Form	W-4 ............................................................................................................................... 6a.

b. You	wrote	“No	Withholding”	on	your	federal	Form	W-4P .................................................................................................................... 6b.

c. You	are	a	resident	employee	with	no	Maine	tax	liability	in	prior	and	current	years ............................................................................ 6c.

d. You	are	a	recipient	of	periodic	retirement	payments	with	no	tax	liability	in	prior	and	current	years .................................................... 6d.
e. Your	spouse	is	a	member	of	the	military	assigned	to	a	location	in	Maine	and	you	qualify	for	exemption	under	the	Military

Spouse’s	Residency	Relief	Act.	You	must	attach	supporting	documents.	See	instructions................................................................ 6e.

4 4

_ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _Cut	here	and	give	the	certificate	above	to	your	employer.	Keep	the	part	below	for	your	records.

Purpose:	Complete	Form	W-4ME	so	your	employer/payer	can	withhold	the	
correct	Maine	 income	tax	from	your	pay.	Because	your	 tax	situation	may	
change,	you	may	want	to	recalculate	your	withholding	each	year.

Line 4.	 If	 you	qualify	 for	one	of	 the	Maine	exemptions	 from	withholding,	
complete	lines	1,	2,	3	and	6,	and	sign	the	form.	Otherwise,	complete	the	
Personal	Allowances	worksheet	above.	You	may	claim	 fewer	allowances	
than	you	are	entitled	to,	but	you	must	file	a	Personal	Withholding	Allowance	
Variance	Certificate	to	obtain	permission	from	the	State	Tax	Assessor	if	you	
want	to	claim	more	allowances	than	allowed	on	line	E	above.	

Box 3.	Select	 the	marital	status	 that	applies	 to	you.	You	must	select	 the	
same	marital	 status	you	selected	on	your	 federal	Form	W-4,	except	 that	
married	individuals	have	the	option	of	withholding	at	the	higher	single	rate	
and	if	you	selected	married	filing	separately	on	your	federal	Form	W-4,	you	
should	select	single.	Nonresident	aliens	are	 required	 to	check	 the	single	
box	regardless	of	actual	marital	status.

Line 6. Exemptions from withholding: 
Line	6a.	You	may	check	this	box	if	you	claimed	“Exempt”	on	your	federal	
Form	W-4.	Do	not	check	this	box	if	you	want	Maine	income	taxes	withheld	
even	though	you	are	exempt	from	federal	withholding.

Line	6b.	You	may	check	this	box	if	you	completed	federal	Form	W-4P	and	
wrote	“No	Withholding”	in	the	space	below	Step	4(c).	Do	not	check	this	box	
if	you	want	Maine	income	taxes	withheld	even	though	you	are	exempt	from	
federal	withholding.

Line	 6c.	 You	 may	 elect	 this	 exemption	 if	 you	 are	 a	 resident	 employee	
receiving	wages	and	you	meet	both	of	the	following	conditions:

1. You	had	no	Maine	income	tax	liability	last	year,	and
2. You	reasonably	expect	to	have	no	Maine	income	tax	liability	this	year.

This	exemption	will	expire	at	the	end	of	the	year	and	you	must	complete	a	
new	Form	W-4ME	for	next	year	or	you	will	be	subject	to	Maine	withholding	
at	the	maximum	rate.

Line	6d.	You	may	elect	 this	exemption	 if	 you	 receive	periodic	 retirement	
payments	pursuant	to	IRC	§	3405,	you	had	no	Maine	income	tax	liability	in	
the	prior	year	and	you	reasonably	expect	you	will	have	no	Maine	income	
tax	liability	this	year.	This	election	will	remain	in	effect	until	you	complete	a	
new	Form	W-4ME.		

(		 )	 -

Employee/Payee Instructions

Instructions continued on next page



Notice to Employers and Other Payers
Maine	law	requires	employers	and	other	persons	to	withhold	money	from	certain	payments,	most	commonly	wages,	retirement	payments	and	
gambling	winnings,	and	remit	to	Maine	Revenue	Services	for	application	against	the	Maine	income	tax	liability	of	employees	and	other	payees.	
The	amount	of	withholding	must	be	calculated	according	 to	 the	provisions	of	MRS	Rule	803	 (See	www.maine.gov/revenue/rules)	and	must	
constitute	a	reasonable	estimate	of	Maine	income	tax	due	on	the	receipt	of	the	payment.	Amounts	withheld	must	be	paid	over	to	Maine	Revenue	
Services	on	a	periodic	basis	as	provided	by	36	M.R.S.	Chapter	827	(§§	5250	-	5255-B)	and	MRS	Rule	803  (18-125	C.M.R.,	ch.	803).

Employer/Payer Information for Completing Form W-4ME
An	employer/payer	is	required	to	submit	a	copy	of	Form	W-4ME,	along	with	a	copy	of	any	supporting	information	provided	by	the	employee/payee,	to	
Maine	Revenue	Services	if:
A.		 The	employer/payer	 is	 required	 to	submit	a	copy	of	 federal	Form	W-4	 to	 the	 Internal	Revenue	Service	either	by	written	notice	or	by	published	

guidance	as	required	by	federal	regulation	26	CFR	31.3402(f)(2)-1(g);	or
B.		 An	employee	performing	personal	services	in	Maine	furnishes	a	Form	W-4ME	to	the	employer	containing	a	non-Maine	address	and,	for	any	reason,	

claims	no	Maine	income	tax	is	to	be	withheld.	This	submission	is	not	required	if	the	employer	reasonably	expects	that	the	employee	will	earn	annual	
Maine-source	income	of	less	than	$3,000	or	if	the	employee	is	a	nonresident	working	in	Maine	for	no	more	than	12	days	for	the	calendar	year	and	
is,	therefore,	exempt	from	Maine	income	tax	withholding.

Submit	copies	of	Form	W-4ME	directly	to	the	MRS	Withholding	Unit	separately	from	any	other	tax	filing.
Employers/Payers	must	complete	lines	7	through	10	only	if	required	to	submit	a	copy	of	Form	W-4ME	to	Maine	Revenue	Services.	
a	 Line	7		 Enter	employer/payer	name	and	business	address.
a	 Line	8	 Enter	employer/payer	federal	identification	number	(EIN	and/or	SSN).
a	 Line	9	 Enter	employer/payer	contact	person	who	can	answer	questions	about	withholding	 (i.e.	human	 resources	person,	company	officer,	

accountant,	etc.).
a	 Line	10	 Enter	employer/payer	contact	person’s	phone	number.

Important Information for Employers/Payers
Missing or invalid Forms W-4, W-4P or W-4ME. If	any	of	the	circumstances	below	occur,	the	employer	or	payer	must	withhold	as	if	the	employee	or	
payee	were	single	and	claiming	no	allowances.	Maine	income	tax	must	be	withheld	at	this	rate	until	such	time	that	the	employee	or	payee	provides	a	valid	
Form	W4-ME.
(1)	The	employee/payee	has	not	provided	a	valid,	signed	Form	W-4ME;
(2)	The	employee’s/payee’s	Form	W-4	or	W-4P	is	determined	to	be	invalid	for	purposes	of	federal	withholding;
(3)	The	Assessor	notifies	the	employer/payer	that	the	employee’s/payee’s	Form	W-4ME	is	invalid;	or
(4)	The	employee’s/payee’s	Personal	Withholding	Allowance	Variance	Certificate	has	expired,	a	new	variance	certificate	has	not	been	approved	and	

submitted	to	the	employer/payer	and	the	payee	has	not	provided	the	payer	with	a	valid	Form	W-4ME.	
Exemptions from withholding Form W-4ME, line 6. Generally,	employers/payers	must	withhold	from	payments	subject	to	Maine	income	tax	unless	an	
exemption	is	claimed	on	line	6.	

Federal exemption from withholding	(lines	6a	and	6b).	An	employee/payee	who	is	exempt	from	federal	income	tax	withholding	is	also	exempt	from	
Maine	income	tax	withholding.	The	employee/payee	must	check	the	applicable	box	on	line	6.	An	employee/payee	exempt	from	federal	withholding	that	
wants	Maine	withholding	must	leave	line	6	blank.	See	the	instructions	for	line	6d	for	recipients	of	periodic	retirement	payments	who	are	exempt	from	
federal	income	tax	withholding.
Resident employee exemption from Maine withholding	(line	6c).	A	resident	employee	who	is	subject	to	federal	income	tax	withholding	is	exempt	from	
Maine	income	tax	withholding	if	the	employee	had	no	Maine	tax	liability	for	the	prior	year	and	expects	to	have	no	Maine	tax	liability	for	the	current	year.		
The	exemption	on	line	6c	expires	at	the	end	of	each	year.	If	the	employee	fails	to	submit	a	new	Form	W-4ME	for	the	next	calendar	year,	the	employer	
must	begin	withholding	at	the	single	rate	with	no	allowances.
Withholding from payments to nonresident employees.	An	employee	who	is	exempt	from	Maine	income	tax	because	of	the	nontaxable	thresholds	
applicable	to	nonresidents	is	not	required	to	complete	and	submit	Form	W-4ME;	however,	an	employee	becomes	subject	to	Maine	income	tax	withholding	
immediately	upon	exceeding	a	threshold	at	any	time	during	the	year.	Because	all	 income	earned	in	Maine	 is	 taxable	by	Maine	once	a	threshold	 is	
exceeded,	employers	should	work	with	affected	employees	to	ensure	that	Maine	withholding	is	adequate	to	cover	Maine	income	tax	liability	for	the	year.		
This	may	require	the	employee	submitting	a	new	Form	W-4ME	with	the	employer.	
Withholding exemption for periodic retirement payments	(line	6d).	Recipients	of	periodic	retirement	payments	as	defined	by	IRC	§	3405	that	are	
subject	to	federal	income	tax	withholding	are	exempt	from	Maine	income	tax	withholding	if	the	recipient	certifies	(by	checking	the	box	on	line	6d)	that	he	
or	she	had	no	Maine	income	tax	liability	for	the	prior	year	and	expects	to	have	no	Maine	income	tax	liability	for	the	current	year.	The	exemption	remains	
in	effect	until	the	recipient	submits	an	updated	Form	W-4ME.
Exemptions under the Military Spouse’s Residency Relief Act (MSRRA).	If	the	box	on	line	6e	is	checked,	the	employer	must:
(1)	 Ensure	that	a	copy	of	the	military	member’s	Leave	and	Earnings	Statement	(LES)	is	attached,	and	verify	that	the	assignment	location	entered	

on	the	LES	is	a	location	in	Maine;	and
(2)	 Review	the	employee’s	military	ID	to	ensure	that	the	date	on	the	ID	is	not	more	than	four	years	prior	to	the	date	on	the	employee’s	Form	W-4ME,	

and	that	the	ID	denotes	the	employee	as	a	current	military	spouse.	
An	exemption	claimed	on	line	6e	expires	at	the	end	of	the	calendar	year.	If	the	employee	does	not	submit	a	new	Maine	Form	W-4ME,	the	employer	must	
begin	withholding	for	the	first	pay	period	in	the	following	year	at	the	maximum	rate	(single	with	one	allowance).
See	the	employee	instructions	for	line	6e	above	for	more	information	about	this	exemption.

Revised:	December	2021

Line	6e.	If	you	are	the	spouse	of	a	member	of	the	military,	you	may	claim	
exemption	from	Maine	withholding	if	you	meet	the	following	requirements:

1.	Your	spouse	is	a	member	of	the	military	located	in	Maine	in	compliance	
with	military	orders.	

2.	You	are	in	Maine	solely	to	be	with	your	spouse.
3.	You	and	your	spouse	have	the	same	domicile	in	a	state	other	than	Maine.
4.	You	attach	a	copy	of	your	spouse’s	latest	Leave	and	Earning	Statement	
reflecting	an	assignment	location	in	Maine.

5.	You	present	your	military	ID	to	your	employer.	The	ID	must	identify	you	
as a military spouse.

Your	 exemption	will	 expire	 at	 the	end	of	 the	 calendar	 year	 during	which	
you	submit	Form	W-4ME	claiming	the	exemption,	at	which	time	you	must	
complete	and	submit	a	new	Maine	Form	W-4ME	for	the	new	year.

Note: You	may	be	subject	to	penalty	if	you	do	not	have	sufficient	withholding	
to	meet	your	Maine	income	tax	liability.



 

Revised 12/7/20 

 
DIRECT DEPOSIT 

Employee/Contractor Authorization 
 
 
Company Name: _____ ______________________________________________________ 
 
Employee name:   ___________________________________________________________ 
 
 
Email address (required for online paystubs) _______________________________________________ 
 
I authorize my employer as noted above, Local Economy, LLC, National Payment Corporation, and all 
financial institution(s) involved in each transaction to deposit my pay automatically to the indicated 
account(s) and to make adjusting entries including the removal of funds if the employer does not make 
them available, in which case, I waive any rights I may have to return debit entries to my account and I 
personally guarantee the return of the funds in question. 
   

      Account 

       Type  

Bank or Credit Union               State    (Circle 1) Amount or %          Routing #                             Account  

  
      Checking 
      Savings   
      Loan 

   

  
      Checking 
      Savings   
      Loan 

   

  
      Checking 
      Savings   
      Loan 

   

 

 

 

 
 
Deposits are normally available two (2) banking days after payroll is processed. It is my responsibility to verify deposits 
on a per pay period basis before writing checks against these funds. This Authorization can take up to three (3) pay 
periods to activate. I understand that neither my employer, Local Economy, LLC, or National Payment Corporation is 
responsible for bank errors or bank fees. Direct Deposit Financial services are provided in accordance with Local 
Economy, LLC Deposit Agreement, National Payment Corporation’s Power of Attorney/Guaranty/Terms and Conditions 
and the limitations and restrictions of the National Automated Clearing House Association. I may cancel these Direct 
Deposit(s) at any time. 
 

________________________________________________________________________ 

Signature        Date 

 

VOID CHECK REQUIRED!  We cannot process direct deposit 

without verification of your bank information. 

Please attach a voided check or printed bank document for 

the Direct Deposit bank account as verification for each 

request. 
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