
MANAGEMENT
DIRECTIVE Commonwealth of Pennsylvania

GOVERNOR’S OFFICE

525.17 Amended
Number

Subject:

Internal Revenue Service Levies on Wages, Salary, and Other Income or Payments

By Direction of: Date:

June 28, 1991
Michael H. Hershock. Secretarv of the udqet

Liens may be levied against wages, salary, and
other income of a taxpayer by the IRS for tax ii-
abilities. This amendment contains minor
changes.

1. PURPOSE. To establish policy, responsi-
bilities, and procedures for processing internal Rev-
enue Service (IRS) liens.

2. SCOPE. This directive applies to all agencies
serviced by comptrollers under the Governor’s juris-
diction It covers levies on wages, salaries, and
other income of Commonwealth employes as well as
levies on payments due contractors and vendors do-
ing business with the Commonwealth.

3. OBJECTIVE. To provide information and uni-
form procedures for promoting IRS tax levies.

4. POLICY.

a. The Internal Revenue Code provides for a
lien to be levied on wages, salary, or other income

l of a taxpayer who has a liability to IRS for unpaid
taxes.

b. A minimum amount of an employe’s wages,
salary, or other income is exempt from an IRS tax
levy. The exemption is based on a table that ap-

. pears on IRS Form 668-W, Part 8 (see Enclosure 2).

c. A levy on an employe’s wages, salary, or
other income is continuous from the date it is first
made until the tax liability is satisfied, unless a re-
lease of levy is received from IRS.

d. A levy on a contractor or vendor may be .
continuous from the date it is first made until the .
liability is satisfied, or may be for one payment only, l
depending upon the instructions received in or ac- l
companying the Notice of Levy. .

e. The Internal Revenue Code, Section 6334
(a)(9), provides that if an employe is required by a
court judgment (made before the date of the levy)
to contribute to the support of his or her minor
children, the amount of the employe’s wages, sal-
ary, or other income necessary to comply with the
judgment is already exempt from ievy. Therefore,
the employe may not claim these minor children as
exemptions on Form 668-W (formerly 668-P) State-
ment of Personal Exemptions.

5. DEFINITIONS.

a. Lien. A charge upon real or personal pro-
perty to satisfy a debt.

b. Levy. Demand made on the Common-
wealth for reduction of an employe’s wages, salary,
or other income or reduction of payment to a con-
tractor or vendor to pay an IRS liability.

c. Mandatory deductions. Deduction for
federal, state, and local income taxes, social
security, retirement (including SSI), and child sup-
port orders.

Distribution: B (Financial Management, OB, 717/78%1323)  Page 1 of 5



d. Notice of Levy. An IRS Form 668-A
notifying the Commonwealth to withhold payment to
a contractor or vendor on a one-time basis. Form
668-A consists of the following parts:

Part 1 - Notice of Levy (IRS copy)

Part 2 - Notice of Levy (Commonwealth copy)

Part 3 - Notice of Levy (Taxpayer’s copy)

Part 4 - (Retained by IRS)

e. Notice of Levy on Wages, Salary, and
Other Income. An IRS Form 668-W notifying the
Commonwealth to withhold wages, salary, or other
income on payments from an employe, contractor,
or vendor on a continuous basis until IRS liability is
satisfied. Form 668-W consists of the following
parts:

Part 1 -

Part 2 -

Part 3 -

Part 4 -

Part 5 -

Part 6 -

Part 7 -

Part 8 -

Notice of Levy on Wages, Salary,
and Other Income (IRS copy)

Notice of Levy on Wages, Salary,
and Other Income (Commonwealth
copy)
Notice of Levy on Wages, Salary,
and Other Income (Taxpayer’s copy)

(Retained by IRS)

Statement of Exemptions (IRS copy)
(See Enclosure 1)

Statement of Exemptions (Common-
wealth copy) (See Enclosure 1)

Statement of Exemptions (Taxpay-
er’s copy) (See Enclosure 1)

Instructions for Responding to Notice
of Levy on Wages, Salary, and
Other Income (Commonwealth copy)

f. Personal exemption. The amount of an
employe’s salary, wages, or other income that is
exempt from levy.

6. RESPONSIBILITIES.

a. Comptrollers. Verify employment of tax-
payer or payments due taxpayer for goods or serv-
ices and process levy in accordance with standard
procedures.

b. Agency personnel office. Have employe
complete Form 668-W, Parts 5 through 7, and
forward Parts 5 and 6 to the comptroller within three
workdays.

7. PROCEDURES. The following procedures will
be used to process IRS tax levies.

Procedure A - Employes

Procedure B - Contractor/Vendor - One-time
Payment

Procedure C - Contractor/Vendor -’ Continu-
ous Payment

Procedure A. Commonwealth employes paid
through the payroll system.

Action By Step Action

Comptroller. 1. Receives Form 668-W, Notice
of Levy on Wages, Salary, and
Other Income, from IRS (see
Enclosure 1).

2. Completes Certification of Serv-
ice section on Form 668-W,
Parts 1, 2, and 3.

3. Takes one of the following ac-
tions:

a. If taxpayer is no longer a
Commonwealth employe
due to termination, indi-
cates “terminated” on
Form 668-W and returns it
to IRS in the enve lope
provided.

b. If taxpayer has transferred
to another Commonwealth
agency, immediately for-
wards Form 668-W to ap-
propriate comptroller’s of-
fice.

c. If employe is on LWOP, l
employe return date may l

appear on ICS Employment l
History Detail Data series l

screens PET 112, PET l
113, PET 114, and PET .
115. Annotates that infor- l
mation on Form 668-W, l
Part 1, and returns Form l

668-W, intact, to IRS in l

envelope provided. e
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Action By Step Action Action By Step Action

Comptroller. d. If employe is on agency’s
payroll, proceeds to Step
4.

4. Forwards Form 668-W, Parts
5, 6, and 7, toagencyperson-
nel office.

Agency Per- 5. Receives Form 668-W, Parts
sonnel Office. 5, 6, and 7, and forwards to

employe.

Employe. 6. Completes Form 668-W, Paris
5, 6, and 7; returns Parts 5
and 6 to agency personnel of-
fice within three workdays; re-
tains Part 7.

Agency Per- 7. Forwards Form 668-W, Parts 5
sonnel Office. and 6 to comptroller’s payroll

unit.

Comptroller 8. Receives completed Parts 5
Payroll Unit. and 6, Form 668-W.

NOTE: If Form 668-W is not
returned within 10
days, only the $150
biweekly personal ex-
emption from levy will
be allowed.

9. Calculates biweekly deduction
to be withheld as follows:

a. Determines normal biweek-
ly gross pay and deducts
the following:

l federal, state, and local
income tax;

l social security;

l retirement (including
SSI);

l court orders for support
of minor children; and

Comptroller
Payroll Unit.

10.

11.

12.

13.

14.

l personal exemptions
from the levy. (Note:
Use IRS table at Enclo-
sure 2 to determine
amount of exemption.)

NOTE:

(1) Biweekly deduction
must be recalculat-
ed  whenever  b i -
weekly gross pay or
allowable deduc-
tions change.

(2) If calculation from
Step 9a results in a
negative amount,
annotates Form
668-W, to show ex-
emption exceeds
employe’s biweekly
gross pay and re-
turns Form 668-W,
intact, to IRS in en-
velope provided.

Upon processing, displays
amount of biweekly deductions
for IRS tax levy to appropriate
deduction type and maintains a
manual record of declining bal-
ance.

Receives check payable to In-
ternal Revenue Service through
normal payroll processing chan-
nels.

Attaches check to Form 668-W,
Parts 1 and 5, and sends to
IRS in envelope provided.

Files Form 668-W, Parts 2 and
6.

Sends Form 668-W, Part 3, to
employe.
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Action By Step Action

Comptroller 15. If more than one payment is
Payroll Unit. needed to satisfy levy, sends

subsequent payments to IRS
with a photocopy of Form
668-W, Part 2.

NOTE: If payment being sent
to IRS is a final pay-
ment due to employe
termination, anno-
tates photocopy of
Form 668-W, Part 2,
to show employe has
terminated.

16. If employe transfers to another
Commonwealth agency, for-
wards copies of Form 666-W,
Parts 2 and 6, to gaining
Comptroller’s Payroll Unit indi-
cating balance of liability re-
maining.

NOTE: Balance may be ob-
tained by using termi-
nal display PET035.

Procedure 8. Contractors and vendors, one-
time deduction.

Action By Step Action

Comptroller. 1. Receives Form 668-A, Notice
of Levy, from IRS.

2. Completes Certification of Serv-
ice on Form 668-A, Parts 1,
2, and 3.

3. Researches Vendor File rec-
ords and contacts agency to
determine whether the agency
has a contract with the taxpayer
or is otherwise obligated to pay
the taxpayer for goods or serv-
ices.

Action By Step Action

Comptroller. 4. Takes one of the following ac-
tions:

a. If the agency does not owe
the taxpayer money or is
not obligated to pay for
goods or services, anno-
tates and returns Form
668-A, intact, to IRS at
the address shown on Form
668-A.

b. If the agency owes the tax-
payer money or is obligated
to pay the taxpayer for
goods or services, returns
Form 668-A, Part 1, to
IRS and proceeds to Step
5.

5. Reduces contractor or vendor’s
invoice for total amount of levy
or any smaller amount that is
due the contractor or vendor.

NOTE: Only one invoice may
be attached to satisfy
the levy even though
the payment may not
satisfy the liability.

6. Prepares Form STD-152, Gerr-
era1  Invoice, for the amount to
be paid to IRS and shows IRS
as the payee; processes in ac-
cordance with standard proce-
dures to obtain check.

7. Receives a check payable to
Internal Revenue Service from
Treasury Department.

8. Sends check and photocopy of
Form 668-A, Part 1, to Inter-
nal Revenue Service.
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Action By Step Action Action By Step Action

Comptroller 9. Prepares a letter of explana-
tion and forwards it with a copy
of the invoice and Form 668-A,
Part 3, to the contractor or ven-
dor.

10. Retains Form 668-A, Part 2.

.

.

.

.

.

.

.

.

.

.

.

NOTE: For levies on contrac-
tors and vendors,
IRS may use Form
668-A, Form 668-W,
or another form. In
every case it is impor-
tant to follow instruc-
tions on the form pre-
sented in processing
a levy under Proce-
dures B or C.

Procedure C. Contractors and vendors, con-
tinuous deduction.

Action By Step Action

Comptroller. 1. Receives Form 668-W from
IRS.

2. Completes Certification of Serv-
ice on Form 668-W, Parts 1,
2, and 3.

3. Researches Vendor File rec-
ords and contacts agency to
determine whether the agency
has a contract with the taxpayer
or is otherwise obligated to pay
the taxpayer for goods or serv-
ices.

4. Takes one of the following ac-
tions:

a. If the agency does not owe
the taxpayer money or is
not obligated to pay for
goods or services, anno-
tates and returns Form
668-W, intact, to IRS at
the address shown on Form
668-W.

Comptroller. b. If the agency owes the tax-
payer money or is obligated
to pay the taxpayer for
goods or services, returns
Form 668-W, Part 1, to
IRS; retains Part 2, and
proceeds to Step 5.

5. Prepares a letter of explanation
and forwards it with Form
668-W, Part 3, to the contrac-
tor or vendor.

6. Follows standard procedures
and makes vendors payments
payable to Internal Revenue
Service until total amount of
levy has been satisfied.

7. Forwards each check and a
photocopy of Form 668-W,
Part 2, to IRS.

2 Enclosures:

1 - Statement of Exemptions (Sample Form).
2 - Table for Figuring the Amount Exempted from

Levy on Wages, Salary, and Other Income

This amended version replaces, in its entirety, Management
Directive 525.17 dated June 2, 1983.
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F o r m  66&W
(Rev. March 1981)

Oepartme”t  01 the Treasury  - lnwrnal  Revenue  selwce
Statement of Exemptions

I
Name and address of Employer

r Department of XXX 1
Commonwealth of Pennsylvania
Harrisburg, PA XXXXX

Statement to be completed by taxpayer named below

A Notice of Levy on Wages, Salary, and Other Income was served on my income. To help figure
the amount of my income the law exempts from levy, I certify that the persons named below re-
ceive more than half of their suppon from me.

Name (Last. first. middle initial) Relationship CSpouse.  son, daughrer,  etc.)

XYZ, Ann K. Spouse

XYZ, Melissa C. Daughter

I further certify that no one named above is my minor child to whom (as  requiredby  /awl  I make
support payments that are already exempt from levy. I understand that the information I have
provided above is subject to verification by the Internal Revenue Service. Under penalties of per-
jury, I declare that this statement of exemptions is true and correct.

Your signature Date

Name and address of Taxpayer

r 1
Jonathan XYZ
ABC Street
Harrisburg, PA 17104

l - - l

Part 6 - For employer Form 688-W (Rev. 3-81)
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I Table for Figuring the Amount Exempted from Levy on Wages, Salary, and Other Income
I (Amounts are for each pay period)

ParsOnal Personal Exemption and Exemptions Shown on Statement
W ExemptionPeriod Only 1 2 3 4 5 6 7 8 9 10 11 or more

Daily $ 1 5 . 0 0 $ 2 0 . 0 0 $ 25.00 s 3 0 . 0 0 s 35.00 $ 4 0 . 0 0 $ 4 5 . 0 0 s 5 0 . 0 0 $ 55.00 $ 6 0 . 0 0 $ 6 5 . 0 0
$15 plus $5 for each
additional exemption

Weekly 75.00 100.00 125.00 150.00 175.00 200.00 225.00 250.00 275.00 300.00
$75 plus $25 for

325.00 each additional
exemption

Biweekly 150.00 200.00 250.00 300.00 350.00 400.00 450.00 500.00 550.00 600.00
$150 plus $50 for

650.00 each additional
exemption

Semi-monthly
$162.50 plus $54.17

162.50 216.67 270.84 325.01 379.16 433.35 467.52 541.69 595.66 650.03 704.20 for each additional
exemption

Monthly 325.00 433.33 541.66 649.99 758.32 666.65
$325.00 plus

974.98 1083.31 1191.64 1299.97 1408.30 $108.33 for each
additional exemption

The above table shows the exempted amounts allowable, depending on the employee’s pay period and number of exemptionsclaimed on the Statement of
Exemptions, Parts 5 through 7.

The following examples show how to use the table to determine the minimum exemption amount:

1. An employee with a semimonthly pay period claiming only a personal exemption has an exemption from levy of $162.50 for each pay period.

2. An employee with a biweekly pay period claiming four exemptions has an exemption from levy of $350 for each pay period.

Note: The amount shown on the table for the applicable pay period and number of exemptions includes the personal exemption allowed the employee
and the additional exemptions ctaimed on the statement.

If the employee is required by a court judgment /made  before the  dale of rhe  levy)  to contribute to the support of his or her minor children, the amount of the
employee’s wages, salary, or other income necessary to comply with the judgment is already exempt from the levy. Therefore, the employee should not list
these minor children as exemptions on the Statement of Exemptions.

I Remarks

Form 688-W (Rev. i-83)


