
 

 

[RETIRED] Semester Course 
1.3 The Tax Cycle & Job Paperwork 

Lesson Guide 
UNIT: TAXES 

This is a retired document and is no longer being maintained. Visit the new Semester Course for 
up to date content.

 

Learning Objectives 
Students will be able to 

●​ Identify important dates of the tax cycle  
●​ Understand the difference between common tax 

forms 
●​ Explain the purpose of a W-4 and how it impacts 

their paycheck 
●​ Analyze and understand the fine print of a 

sample W-4  
 

Approximate Time 
●​ Lesson length: 45 mins 

Jump$tart Standards 
Earning Income 

●​ 7c: Differentiate between gross, net, and taxable 
income 

●​ 9a: Complete IRS Form W-4 
 

Customizable Parent Newsletter 
●​ Taxes Unit 

Distribute to Students 
●​ Student Activity Packet SC-1.3 

 Plan Your Unit 
●​ Semester Course Taxes Unit Plan  
●​ Customizable Parent Newsletter: Taxes 

 
​  

 LESSON PLAN 

 Resources  Questions Est. Time 

1 DATA CRUNCH 
●​ When Do People File 

Their Tax Returns? 
●​ Publisher: NGPF 

 
❖​ Teacher Tip: You can 

access the Essential 
Questions for this 
lesson here.  

When Do People File Their Tax Returns? 
Analyze the chart on this worksheet to complete this Data 
Crunch.  

5 mins 

2 ACTIVITY 
●​ RESEARCH: The Tax 

Cycle  
●​ Publisher: NGPF 

RESEARCH: The Tax Cycle  
Taxes can seem overwhelming, but in reality, there are only a 
few times per year you really need to focus on them. Follow 
the directions in this activity to find the dates of important 
events in the yearly tax schedule.  

15 mins 

3 ACTIVITY 
●​ COMPARE: Tax Forms 

and their Purpose 
●​ Publisher: NGPF 

COMPARE: Tax Forms and their Purpose 
Follow the directions in this activity and match the correct tax 
form to its purpose. 
 

5 mins 
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https://www.ngpf.org/courses/semester-course/
https://docs.google.com/document/d/1IluuewdQh4BzVRh2LfDGGPNV82mIGWx6PIcV4mVx5XI/edit?usp=sharing
https://docs.google.com/document/d/1ABJv2SAT__0hnKEnUp3HqlWWCsY_WFNEBkruPPqIgow/edit?usp=sharing
https://drive.google.com/open?id=1zySZAM1iyCz-8VGz54AX_dncCkXNcyvIQBdcde4WCZA
https://docs.google.com/document/d/1IluuewdQh4BzVRh2LfDGGPNV82mIGWx6PIcV4mVx5XI/edit
https://docs.google.com/document/u/1/d/143Z-p6J7EBk-nVf02wkE5zqqBZu7enPte9QkxZPNrQk/edit
https://docs.google.com/document/u/1/d/143Z-p6J7EBk-nVf02wkE5zqqBZu7enPte9QkxZPNrQk/edit
https://docs.google.com/presentation/d/1C2onv4ghQe5PRN8iPKy9-1jSJ4Ifh9sqbhHwbxFOH60/edit#slide=id.p
https://docs.google.com/presentation/d/1C2onv4ghQe5PRN8iPKy9-1jSJ4Ifh9sqbhHwbxFOH60/edit#slide=id.p
https://docs.google.com/document/d/1zKRFAkkxRzN0g1qkUX6wOuaNKXZc242O9Dl3B0VmImI/edit?usp=sharing
https://docs.google.com/document/d/1zKRFAkkxRzN0g1qkUX6wOuaNKXZc242O9Dl3B0VmImI/edit?usp=sharing
https://docs.google.com/document/d/1Wk2pJYB0YlitqnNW_HVErAGmPK8g--Yswow6i8jh-R8/edit#heading=h.bw5yx1fyxtd7
https://docs.google.com/document/d/1Wk2pJYB0YlitqnNW_HVErAGmPK8g--Yswow6i8jh-R8/edit#heading=h.bw5yx1fyxtd7
http://www.ngpf.org


 

4 VIDEO (1:17) 
●​ What You Need to 

Know About Form W-4 
●​ Gusto 

What You Need to Know About Form W-4  
So, when you start a new job, you’ll likely complete an I-9 
proving you are legally allowed to work in the US. After that, 
you’ll need to complete a W-4. Watch this video to learn more. 
Then follow your teacher’s directions to answer the questions 
either within the EdPuzzle itself or on this document.  
NOTE: EdPuzzle videos shuffle answer choices and do not 
always match the order provided in the lesson here. 

1.​ Which of the following statements about the W-4 
form is TRUE? (Select all that apply) 

a.​ This form is given to employees on their first 
day on the job. 

b.​ The purpose of the form is to let employers 
know how much money to withhold from an 
employee's paycheck for taxes. 

c.​ The purpose of the form is to provide 
employees with reported wage and salary 
information. 

d.​ This form is given to employees every January. 
2.​ Miguel has been working at his job for 3 years and 

already filled out a W-4 when he was first hired. This 
year, he just got married and is planning on filing his 
taxes jointly with his spouse. What should he do? 

a.​ Keep the same information on his W-4 
b.​ Wait until next April to fill out a new W-4 
c.​ Request to fill out a new W-4 from his 

employer 
d.​ Email his HR department that they need to 

update his W-4 
3.​ You will need to include all of the following 

information on a W-4 form EXCEPT… 
a.​ Earned income from previous job 
b.​ Name and address 
c.​ Social security number 
d.​ Marital status 

3 mins 

5 ACTIVITY 
●​ FINE PRINT: W-4 Form 
●​ Publisher: NGPF 

FINE PRINT: W-4 Form 
Now that you know what a W-4 form is for, it’s time to practice 
analyzing one. Follow the directions on the worksheet to 
complete this activity and to better understand how to read 
and fill out a W-4 form.  

12 mins 

6 EXIT TICKET 
 
❖​ Teacher Tip: To access 

this Exit Ticket, please 
see the Sample 
Completed Student 
Activity Packet (SSAP). 
You can find this on the 
Unit Page this resource 
is in.  

Exit Ticket 
Follow your teacher’s directions to complete the Exit Ticket. 

5 mins 
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https://edpuzzle.com/media/5e13d304ed78fa6d6499cb1c
https://edpuzzle.com/media/5e13d304ed78fa6d6499cb1c
https://docs.google.com/document/d/1ghxZ4QVQwv90bx1X76mPEiFmQfrMhzUJj6o9M7uttpU/edit?usp=sharing
https://www.ngpf.org/curriculum/
http://www.ngpf.org


 
 
 

 WE VALUE YOUR FEEDBACK! 
After you have completed this lesson, we would appreciate one 
minute of your time to provide feedback about this lesson’s 
relevance and ease of implementation in your classroom.  ​
 

 

EXTEND THE LEARNING 

DO MORE... 
 
INTERACTIVE 

●​ Quizlet Cashcabulary | Taxes 
●​ Publisher:  NGPF 

 
●​ Compare Tax Forms and Their Purpose 
●​ Publisher: Brian Page 

 
ACTIVITY 

●​ CALCULATE: What Affects How Much We Pay in 
Taxes? 

●​ Publisher: NGPF 

LEARN MORE... 
 
ARTICLES  

●​ A Guide To Commonly Used IRS Tax Forms 
●​ Publisher: TurboTax 

 
●​ FAQs on the 2020 W-4 Form 
●​ Publisher: IRS.gov 

 
●​ Payroll Tax Definition 
●​ Publisher: Investopedia 

 
REFERENCE 

●​ Earned vs Unearned Income 
●​ Publisher: NGPF 

 
QUESTION OF THE DAY 

●​ What percent of taxpayers don’t know what a 
W-4 is?  

●​ Publisher: NGPF 
 

FAST FACTS... 
●​ In fiscal year 2019, the IRS collected almost $3.56 trillion in revenue and processed more than 253 million tax 

returns and spent just 33 cents for each $100 it collected. (IRS, 2020) 
●​ Americans collectively spend 8.9 billion hours preparing their taxes (Motley Fool, 2017) 
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https://forms.gle/gbRkkfmThftCDWZPA
https://quizlet.com/242000010/taxes-flash-cards/
https://wordwall.net/resource/1938191
https://docs.google.com/document/d/1Jl4L9fs4_Az69bIEMwNK-ssEIRCl-UfCsLmNg6F-dXE/edit
https://docs.google.com/document/d/1Jl4L9fs4_Az69bIEMwNK-ssEIRCl-UfCsLmNg6F-dXE/edit
https://turbotax.intuit.com/tax-tips/irs-tax-forms/a-guide-to-commonly-used-irs-tax-forms/L7YJv3Sbh
https://www.irs.gov/newsroom/faqs-on-the-2020-form-w-4
https://www.investopedia.com/terms/p/payrolltax.asp
https://docs.google.com/presentation/d/1bkouzeUhiL4h4qYZYREZeAC_Ak6_LFTIFCd38rUfL_Y/edit?usp=sharing
https://docs.google.com/presentation/d/17UhAkPnRnZkXKpmUP8RJSQdmx5N5DUAI-YRagszA7F8/edit?usp=sharing
https://docs.google.com/presentation/d/17UhAkPnRnZkXKpmUP8RJSQdmx5N5DUAI-YRagszA7F8/edit?usp=sharing
http://www.ngpf.org
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