Communication Topic:   W-4 Exempt Status Employee communication
Audience: Payroll Partners
Target Send Date: (Optional – Send as necessary)
Method of Communication: E- News
E-News Email Subject Line: Sample Notice to Employees of expiring W-4 Exempt Status

Sample Email for Agency Payroll Partners to communicate with employees: 

Greetings, 
This is a notice to inform you that your 2025 tax filing status of “Exempt” expired on Feb. 17, 2026. If you wish to continue to file “Exempt” for 2026 you are required to update your tax filing status annually and must update your status in Workday no later than Feb. 20, 2026.
If you do not update your 2026 tax filing to "Exempt” by Feb. 20, 2026, your tax filing status will remain “Single” for 2026.
Please follow the Help Article (linked below) to assist you with making changes to your W-4 by February 20, 2026, to be effective for the February 27, 2026, payslip.
· Help Article - Entering and Updating Withholding Elections (W-4)

If you have any follow up questions about your 2026 tax filing status, please reach out to (Insert Agency Payroll Contacts)
Sincerely, 

Agency Payroll

