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Due to the 2017 Tax Cut and Jobs Act, the method for determining Federal Tax Withholding has 
changed.  To aid you in completing the STD 686 Employee Action Request (EAR) form as a new employee 
or to update your withholdings, the following is a Quick Start Guide. 

Please note that your Human Resources Office may not assist you in determining the appropriate 
withholdings for your circumstances, and this guide does not replace the advice of a tax professional. 

The Internal Revenue Service has specific instructions for completing the W4 Withholdings Certificate.  
The State of California uses the EAR form in lieu of the IRS document.   

Please note that use of the IRS’ Tax Withholding Estimator as part of this process will yield the most 
accurate results. There is a link to it in the W4 form, or you may click this link: 

 http://www.irs.gov/W4App 

To begin determining your withholdings: 

 

Go to www.irs.gov.  Click on Search Forms & Instructions 

 

 

 

 

 

 

 



Quick Start Guide to Completing the STD 686 Employee Action Request (EAR) 

2 | P a g e  
 

Click on Form W4. 
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The W4 form will load.  It is four pages.  Follow the instructions on the form to determine the 
appropriate withholding for your circumstances. 

 

 

 

The IRS Tax Withholding Estimator referenced in Step 2(a) can be found here: 
https://www.irs.gov/individuals/tax-withholding-estimator or go directly to the app 
https://apps.irs.gov/app/tax-withholding-estimator-2020 
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Fill out the Form STD 686, Employee Action Request (EAR) accordingly.  It can be found at 
www.dgs.ca.gov; search for STD 686.                                                      

Alternatively, it may also be found here:  https://www.documents.dgs.ca.gov/dgs/fmc/pdf/std686.pdf  
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The following samples may also be useful in assisting you.  Please note that these are general examples 
and are not intended to be used without first using the IRS instructions to determine the appropriate 
federal withholding for you. 

IMPORTANT NOTE #1:  Fields E05, E06, and E07 are no longer for exemptions, but rather for 
annualized dollar amounts.   

When zeroes appear in the samples, it confirms for the Personnel Specialist that it was intentional and 
correct that you did not include annualized dollar amounts. 

IMPORTANT NOTE #2:  This document strictly focuses on the federal portion of the EAR form.  State 
exemption with allowances’ are separate; Section E II must be completed as well.  This process has 
not changed.  Please reference EDD Form DE-4 for more information here:  https://edd.ca.gov/ 

SAMPLES begin on the following page. 
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SAMPLE #1:   

Single income; no additional jobs, dependents, additional other income, or additional withholding: 

IRS Form W-4 
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SAMPLE #1:  Corresponding STD 686 EAR 
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SAMPLE #2  

Single income, one additional job using Step 2(b) with a first income of $60,000 and a second of 
$20,000; no dependents, other income, deductions, or additional withholding 

IRS Form W-4 
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IRS W4 Step 2(b) Worksheet 
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IRS Form W-4 Multiple Jobs Table 
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SAMPLE #2 Corresponding STD 686 EAR 
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SAMPLE #3  

Single income; one additional job using Step 2(c), no dependents, other income, deductions or 
additional withholding: 

IRS Form W-4 
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SAMPLE # 3 Corresponding STD 686 EAR 
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SAMPLE #4  

Married filing jointly; one income, one dependent, no other income, deductions or additional 
withholding: 

IRS Form W-4 
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SAMPLE #4 Corresponding STD 686 EAR 
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SAMPLE #5  

Married filing jointly using Step 2 (b) method; two incomes of $80,000 and $60,000, one dependent, 
other income, deductions or additional withholding: 

IRS Form W-4 
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IRS Form W-4 Step 2(b) – Multiple Jobs Worksheet 
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IRS Form W-4 Multiple Jobs Table 
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SAMPLE #5 Corresponding STD 686 EAR 
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SAMPLE #6  

Married filing jointly using Step 2 (c) method; two incomes, no dependents, other income, deductions or 
additional withholding: 

IRS Form W-4 
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SAMPLE #6 Corresponding STD 686 EAR 
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SAMPLE #7  

Married filing jointly using Step 2 (c) method; two incomes, no dependents or deductions, with other 
income and deductions: 

IRS Form W-4 
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SAMPLE #7 Corresponding STD 686 EAR 
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SAMPLE #8  

Head of Household; one income, two dependents, no other income, deductions or additional 
withholding: 

IRS Form W-4 

 

 



Quick Start Guide to Completing the STD 686 Employee Action Request (EAR) 

25 | P a g e  
 

SAMPLE #8 Corresponding STD 686 EAR 
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SAMPLE #9  

Exempt from withholding, Federal Only 

IRS Form W-4 General Instructions 
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SAMPLE #9 Corresponding STD 686 EAR 
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SAMPLE #10  

Exempt from withholding, Federal and State 

IRS Form W-4 General Instructions 
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SAMPLE #10 Corresponding STD 686 EAR 

 

 

 


