
LCTCS CENTRALIZED PEOPLESOFT PAYROLL 
MEMORANDUM  

#2008-08 
 
TO:  All PeopleSoft Users 
 
FROM:  Lura A. Kamiya 
  LCTCS Human Resources Director 
 
DATE:  January 4, 2008 
 
RE:  Annual Reminder:  IRS “Lock-in Letters” 
 
What Employers Should Know About IRS “Lock-in Letters” 
 
In the past, employers were required to send to the Internal Revenue Service any Form 
W-4, Employee’s Withholding Allowances certificate, claiming either complete 
exemption from withholdings of $200 or more in a weekly wage or more than 10 
allowances. 
 
Under the new compliance program, the Internal Revenue Service uses information 
from the employees W-2’s to identify employees withholding compliance problems. 
 
The Internal Revenue Service may request the current copy of W-4 on file to examine 
and may notify the employer in writing that the employee is not entitled to claim 
exemption from withholding or that a claimed number of withholding allowances will not 
be allowed.  The IRS will provide the number of withholding allowances specified in the 
IRS notice which is known as the IRS Lock-in Letter. 
 

 Payroll must provide a copy of the lock-in letter to the affected employee 
immediately upon receipt.  This will also be provided to the campus. 

 Payroll will impose the new withholding rate by the date specified on the original 
“lock-in” letter and maintain that rate, unless a specified date is ordered. 

 Payroll will update the employees withholding record and by check the box 
“Lock-in Letter” and will enter the number of withholding allowances as instructed 
on the Federal Tax Data record. 

 Human Resource personnel must not change withholding allowances if this box 
is checked.   

 Remind employees that the notice they received tells them how to contact IRS if 
they want to change the withholding status and allowances stipulated. 

 
Employee Options 
 
Employee who wishes to protest a lock-in letter will need to call or write IRS with the 
following information: 
 

 The Form W-4 and its worksheets 
 Their most current pay stub for each job 
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 The number of allowances claimed on current Forms W-4 
 The Social Security numbers and dates of birth for any children and proof of any 

deductions they want to use to claim additional withholding allowances. 
 

To avoid Lock-in Letters, employees who have a pattern of owing taxes on their 
personal returns each year should consider increasing the amount of the tax withheld 
from their salaries. 
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