
 
 
 
 
 
 
Northwestern University 
Payment Packet for Non-Resident Independent Contractors 
Revised 7/08 
 
 
The following forms and documents need to be submitted to Northwestern University for payment upon 
completion of your services.  Please make sure and complete the forms completely.   
 

• Passport/I-94/Visa – Please attach a copy of your passport and I-94 arrival/departure record.  
Also attach a copy of your visa and immigration document, if applicable.  Please see the next 
page for information about appropriate immigration status for performing services in the U.S.  

 
• Form W-7 – You must fill this form out if you do not already have a U.S. Social Security Number 

(SSN) or Individual Taxpayer Identification Number (ITIN).   
 

• W-8BEN Form - Certificate of Foreign Status   
 

 
• Form 8233 – If your country of tax residence is listed on the chart on Page 8, complete this form 

and tax treaty benefits can be applied once you have a taxpayer identification number. 
 
• Alien Tax Status Form- Tax residency form and information about your days in the U.S.   

 
• Contracted Service Form for Non Residents – Fill out the top section down to the signature.  

The department official will complete the rest.   
 

• Visitors Travel Expense Report – Please attach original receipts with this form if you are being 
reimbursed for any travel expenses. 

 
 

This packet should include all information needed to comply with U.S. regulations on taxation and 
payment authorization.   
 
If you have questions about….. Contact 
Payment, when you will receive a check 
how to fill in paperwork, missing paperwork, 
taxation, or 
Social Security or Individual Taxpayer Identification Number 

Angela Gwinn 
Tax Compliance Supervisor 
Payroll Division 
720 University Place 
Evanston, IL  60208-1143 
(847) 491-7204 
 



 
 

VISA STATUS 
 

In order to perform services in the United States, and more particularly at Northwestern University, you 
must have an immigration status that permits you to receive independent contractor payments. You will 
not be allowed to perform services or receive payment without having an appropriate immigration 
status and being able to provide the University with the required documentation. Listed below are 
details regarding the type of documentation required to be able to perform services at Northwestern for 
the most frequently encountered statuses.  
 
If you are currently in the United States ...  
 
in B-1/B-2 (Visitor for Business) or WB/WT Status (Visa Waiver for Business/Tourist), you will need 
to show your I-94. Please note that you are only allowed to receive honoraria and associated incidental 
expenses for "usual academic activity" lasting no longer than 9 days at a single academic institution. 
Individuals cannot accept honoraria from more than five institutions within a 6 month period.  
 
in J-1 Research Scholar Status, you will need to show your (a) I-94, (b) DS-2019 form, and (c) a letter 
from your Responsible Officer (RO) or Designated School Official (DSO) authorizing the employment at 
Northwestern University as incidental to your program objectives. The letter should specify the dates and 
activities that you will be engaging in while at Northwestern and also include information regarding any 
reimbursement for travel expenses.  You should contact the RO or DSO at your J- 1 sponsor for 
assistance.  
 
in H-1B Status or TN status, you will need to show your (a)I-94 and (b) I-797 approval notice. Please 
note that because H-1B and TN status are employer specific, you may only be reimbursed for travel and 
reasonable, incidental living expenses for activities performed at Northwestern. Further, these activities 
must be incidental to your primary employment.   You cannot receive speaker’s fee or honorarium 
from Northwestern. 
 
in any other status, please contact the Payroll Office prior to coming to Northwestern University to 
determine whether you have the proper status and/or authorization to work in the United States.  
 
If you are currently outside of the United States… 
 
B-1/B-2 or WB/WT (visa waiver) status: The B-1/B-2 (Visitor for Business) or WB/ WT (Visa Waiver for 
Business/Tourist) is a visitor to the United States for business or leisure purposes. Individuals in B-1/B-2 
or WB/WT status may engage in "usual academic activities" for no more than 9 days at a single academic 
institution.  Additionally, they cannot accept honoraria from more than five institutions or organizations 
within a six-month period. To obtain B-1/B-2 or WB/WT status, you will need to request an offer letter from 
the inviting department describing the purpose and length of the visit as well as the amount to be paid as 
honoraria and for expenses.  
 
The WB/WT (Visa Waiver Business/Tourist) applies to citizens of Andorra, Australia, Austria, Belgium, 
Brunei, Denmark, Finland, France, Germany, Iceland, Ireland, Italy, Japan, Liechtenstein, Luxembourg, 
Monaco, the Netherlands, New Zealand, Norway, San Marino, Singapore, Slovenia, Spain, Sweden, 
Switzerland, and the United Kingdom. It permits citizens of those countries to enter the United States 
without first obtaining a visa. An individual in WB/WT status is, however, limited to a maximum stay of 90 
days and cannot apply for a change of status in the United States. To obtain WB/WT status, the individual 
must show their passport (proving that they are from one of the eligible countries) and the offer letter from 
the department at Northwestern.  
 
Individuals from any country not eligible for the WB/WT program or those from a visa waiver eligible 
country who wish to remain in the U.S. for longer than 90 days must apply for a B-1/B-2 visa at a U.S. 
Embassy or Consulate before entering the United States. Take your passport and the offer letter to the 
embassy or consulate to apply for the visa. You may also need to show the letter at the port of entry. After 
you have arrived at Northwestern, you will need to show your I-94 and visa to prove that you have the 
proper status to receive honoraria and expense reimbursement from Northwestern University.  
 



 

 

FORM W-7 

Individual Taxpayer Identification Number (ITIN) 
 
Nonresident aliens present in the U.S. who are unable or ineligible to obtain a Social Security 
Number are now required to apply for and obtain an Individual Taxpayer Identification Number 
(ITIN). Form W-7 must be filled out by all individual’s who do not already have a Social Security 
Number or Individual Taxpayer Identification Number.  If you already have one of these numbers, 
please use that number on the forms and do not fill out Form W-7.  
 
Form W7 must be submitted to the IRS with required documentation to substantiate an 
individual's foreign status and true identity such as a passport. Notarized documents must be 
included with the application, which requires you to obtain the notary outside the university or visit 
the payroll office in person where someone can take a copy of your documents for you.  Please 
contact the payroll office for an appointment.   
 
Note: If you are applying for a tax treaty, you must have a social security number or ITIN 
before treaty benefits will be granted. 
 
Please visit http://www.irs.gov/pub/irs-pdf/fw7.pdf if you require complete instructions 
 
1a- Enter your first and last name 
2-   Enter your mailing address 
4-   Enter date of birth, country of birth 
5-   Enter sex 
6a- Enter Country of citizenship 
6c- Enter visa type, number, and expiration date.  Visa waivers should enter VWB as visa type 
and the expiration date should be 90 days from your arrival into the U.S. 
6d- Check passport and enter your passport information including country issued by, passport 
number, and passport expiration date.  Also enter the date you entered the U.S. for this visit. 
 
Sign and Date the form. 

http://www.irs.gov/pub/irs-pdf/fw7.pdf


Form
 

W-7
 (Rev. February 2008)

 Department of the Treasury
Internal Revenue Service
 

Application for IRS Individual
Taxpayer Identification Number
 

© For use by individuals who are not U.S. citizens or permanent residents.
 

OMB No. 1545-0074
 

● Do not submit this form if you have, or are eligible to obtain, a U.S. social security number (SSN).
 

Before you begin:
 
● Getting an ITIN does not change your immigration status or your right to work in the United States
and does not make you eligible for the earned income credit.
 

Name
 

1a
 

First name
 

Middle name
 

Last name
 

Name at birth if
different ©

 

1b
 

First name
 

Middle name
 

Last name
 

Foreign
address
 

Street address, apartment number, or rural route number. Do not use a P.O. box number.
 

City or town, state or province, and country. Include ZIP code or postal code where appropriate.
 

Applicant’s
mailing address
 

Street address, apartment number, or rural route number. If you have a P.O. box, see page 4.
 

City or town, state or province, and country. Include ZIP code or postal code where appropriate.
 

Birth
information
 

Date of birth (month / day / year)
 

/ /
 

Country of birth
 

Male
 Female
 

Other
information
 

6a
 

Country(ies) of citizenship
 

6b
 

Foreign tax I.D. number (if any)
 

FOR IRS USE ONLY
 

6d
 

Identification document(s) submitted (see instructions)
 

Type of U.S. visa (if any), number, and expiration date
 

6e
 

Have you previously received a U.S. temporary taxpayer identification number (TIN) or employer identification number (EIN)?
 

Yes. Complete line 6f. If more than one, list on a sheet and attach to this form (see instructions).
 

No/Do not know. Skip line 6f.
 

Under penalties of perjury, I (applicant/delegate/acceptance agent) declare that I have examined this application, including
accompanying documentation and statements, and to the best of my knowledge and belief, it is true, correct, and complete. I
authorize the IRS to disclose to my acceptance agent returns or return information necessary to resolve matters regarding the
assignment of my IRS individual taxpayer identification number (ITIN), including any previously assigned taxpayer identifying number.
 

Sign
Here
 Signature of applicant (if delegate, see instructions)

 
Date (month / day / year)
 

/ /
 

Phone number
 

Name of delegate, if applicable (type or print)
 

Delegate’s relationship
to applicant
 

Parent
 

Court-appointed guardian
 

Acceptance
Agent’s
Use ONLY
 

Signature
 

For Paperwork Reduction Act Notice, see page 4.
 

Cat. No. 10229L
 

Form W-7 (Rev. 2-2008)
 

© 

© 

Passport
 

(if different from
above)
(see instructions)
 

© See instructions.
 

6f
 

Keep a copy for
your records.
 

Reason you are submitting Form W-7. Read the instructions for the box you check. Caution: If you check box b,
c, d, e, f, or g, you must file a tax return with Form W-7 unless you meet one of the exceptions (see instructions).

 

Dependent of U.S. citizen/resident alien
 Spouse of U.S. citizen/resident alien
 

U.S. resident alien (based on days present in the United States) filing a U.S. tax return
 

Nonresident alien filing a U.S. tax return
 

% 
Enter name and SSN/ITIN of U.S. citizen/resident alien (see instructions) ©

 

b
 c
 d
 e
 

(see instructions)
 

City and state or province (optional)
 

6c
 

Driver’s license/State I.D.
 

USCIS documentation
 

Other
 

EIN
 

Nonresident alien required to obtain ITIN to claim tax treaty benefit
 

a
 

Phone ( )
 

Power of Attorney
 

An IRS individual taxpayer identification number (ITIN) is for federal tax purposes only.
 

Nonresident alien student, professor, or researcher filing a U.S. tax return or claiming an exception
 

f
 

6g
 

Name of college/university or company (see instructions)
 City and state Length of stay

 

Dependent/spouse of a nonresident alien holding a U.S. visa
 

g
 Other (see instructions)  © 

 Additional information for a and f: Enter treaty country © and treaty article number © 

 

h
 

Entry date in U.S. / /
 

( )
 

No.: Exp. date: / /
 

2
 

3
 

4
 

5
 

Issued by:
 

Enter: TIN or EIN ©  and
Name under which it was issued ©

 

Fax ( )
 

Date (month / day / year)
 

/ /
 Name and title (type or print)

 © 
Name of company
 

© 
Office Code
 



 
 
 
 

FORM W-8BEN 
Certificate of Foreign Status 

 
 
 
Enclosed is a copy of Form W-8BEN, Certificate of Foreign Status of Beneficial Owner for United 
States Tax Withholding.  All nonresident alien independent contractors must provide the 
University with a Social Security or Individual Taxpayer Identification number and certify foreign 
status by submitting a Form W-8BEN to the withholding agent.  Listed below are the step by step 
instructions on how to complete the W-8BEN Form. 
 
Please make sure to provide complete information to the fields listed below. 
 
If you require complete instructions, please visit the IRS website http://www.irs.gov/pub/irs-
pdf/iw8ben.pdf
 
1-  Name: Enter the name of the individual completing the contracted services 
2-  Country of Incorporation or Organization:  Country you are from 
3-  Type of Beneficial Owner:  Check off Individual 
4-  Permanent Address: Enter the permanent foreign address. 
5-  Current Mailing Address: Enter a U.S. or current mailing address (if same as foreign 
 address put same) 
6-  U.S. Taxpayer Identification Number: Enter the Social Security or Individual Taxpayer 
 Identification Number. 
9-  If a TIN was indicated in Line 6, check off box B (otherwise leave all sections blank). 
 
 
Signature and Date: The nonresident alien must sign and date the form. 
 
 
 
 
 
 

http://www.irs.gov/pub/irs-pdf/iw8ben.pdf
http://www.irs.gov/pub/irs-pdf/iw8ben.pdf


Form W-8BEN
(Rev. February 2006)

Department of the Treasury
Internal Revenue Service

Certificate of Foreign Status of Beneficial Owner
for United States Tax Withholding

� See separate instructions.
� Give this form to the withholding agent or payer. Do not send to the IRS.

OMB No. 1545-1621

Do not use this form for: Instead, use Form:

● A foreign partnership, a foreign simple trust, or a foreign grantor trust (see instructions for exceptions) W-8ECI or W-8IMY
● A foreign government, international organization, foreign central bank of issue, foreign tax-exempt organization,

foreign private foundation, or government of a U.S. possession that received effectively connected income or that is
claiming the applicability of section(s) 115(2), 501(c), 892, 895, or 1443(b) (see instructions) W-8ECI or W-8EXP

● A person acting as an intermediary W-8IMY

● A person claiming that income is effectively connected with the conduct
of a trade or business in the United States W-8ECI

Part I

Part II

Identification of Beneficial Owner (See instructions.)
1

3

2

4

5

6 7

Name of individual or organization that is the beneficial owner

Type of beneficial owner:

Country of incorporation or organization

Permanent residence address (street, apt. or suite no., or rural route). Do not use a P.O. box or in-care-of address.

City or town, state or province. Include postal code where appropriate. Country (do not abbreviate)

U.S. taxpayer identification number, if required (see instructions) Foreign tax identifying number, if any (optional)

Individual Corporation Partnership Simple trust

Mailing address (if different from above)

City or town, state or province. Include postal code where appropriate. Country (do not abbreviate)

Claim of Tax Treaty Benefits (if applicable)
I certify that (check all that apply):

The beneficial owner is a resident of within the meaning of the income tax treaty between the United States and that country.

If required, the U.S. taxpayer identification number is stated on line 6 (see instructions).

The beneficial owner is not an individual, derives the item (or items) of income for which the treaty benefits are claimed, and, if
applicable, meets the requirements of the treaty provision dealing with limitation on benefits (see instructions).

The beneficial owner is not an individual, is claiming treaty benefits for dividends received from a foreign corporation or interest from a
U.S. trade or business of a foreign corporation, and meets qualified resident status (see instructions).

The beneficial owner is related to the person obligated to pay the income within the meaning of section 267(b) or 707(b), and will file
Form 8833 if the amount subject to withholding received during a calendar year exceeds, in the aggregate, $500,000.

Under penalties of perjury, I declare that I have examined the information on this form and to the best of my knowledge and belief it is true, correct, and complete. I
further certify under penalties of perjury that:
1 I am the beneficial owner (or am authorized to sign for the beneficial owner) of all the income to which this form relates,
2 The beneficial owner is not a U.S. person,
3 The income to which this form relates is (a) not effectively connected with the conduct of a trade or business in the United States, (b) effectively connected but is
not subject to tax under an income tax treaty, or (c) the partner’s share of a partnership’s effectively connected income, and
4 For broker transactions or barter exchanges, the beneficial owner is an exempt foreign person as defined in the instructions.

Sign Here � Signature of beneficial owner (or individual authorized to sign for beneficial owner) Date (MM-DD-YYYY)

For Paperwork Reduction Act Notice, see separate instructions. Cat. No. 25047Z Form W-8BEN (Rev. 2-2006)

� Section references are to the Internal Revenue Code.

a

b

c

d

e

SSN or ITIN EIN

Capacity in which acting

Disregarded entity

Certification

9

Special rates and conditions (if applicable—see instructions): The beneficial owner is claiming the provisions of Article of the

treaty identified on line 9a above to claim a % rate of withholding on (specify type of income): .

Explain the reasons the beneficial owner meets the terms of the treaty article:

10

Government International organization

Central bank of issue Tax-exempt organization

Part IV

Part III Notional Principal Contracts
11 I have provided or will provide a statement that identifies those notional principal contracts from which the income is not effectively

connected with the conduct of a trade or business in the United States. I agree to update this statement as required.

● A U.S. citizen or other U.S. person, including a resident alien individual W-9

Private foundation

Note: These entities should use Form W-8BEN if they are claiming treaty benefits or are providing the form only to
claim they are a foreign person exempt from backup withholding.

Note: See instructions for additional exceptions.

Grantor trust EstateComplex trust

Furthermore, I authorize this form to be provided to any withholding agent that has control, receipt, or custody of the income of which I am the beneficial owner or
any withholding agent that can disburse or make payments of the income of which I am the beneficial owner.

8 Reference number(s) (see instructions)

Printed on Recycled Paper



 
FORM 8233 

 
Exemption from Withholding on Compensation for Independent (and certain dependent) 

Personal Services of a Nonresident Alien Individual 
 

 
Do not complete this form if your country of tax residency does not appear on the next 
page (Independent Contractor Treaties) 
 
Form 8233 must be filed by all nonresident aliens who claim a withholding exemption on 
compensation income based on a tax treaty between the U.S. and the individual's home country.  
 
Individuals without a valid ITIN or Social Security number will not be granted benefits until the 
number is issued.  Individuals should fill this form out even if you do not have an ITIN or SSN.  If 
you receive your ITIN during the current calendar year (before December), you may contact the 
payroll office for a refund of your taxes as long as we have a completed 8233. 
 
Please make sure to provide complete information to the fields listed below. 
 
If you require complete instructions, please visit the IRS website at http://www.irs.gov/pub/irs-
pdf/i8233.pdf
 
Year - Enter the tax year to which the form applies. 
 
1- Name of individual performing the Contracted Services 
2- Social Security number or ITIN (Do not enter a number assigned by a Canadian 
 government.) 
4-     Foreign Address - Enter permanent address in home country.  
5- U.S. local address 
6- Visa type (ie. B1/B2, VWB/VWP) 
7a- Name of country that issued your passport 
7b-  Passport number 
8- Date you entered the U.S. for this visit 
9a- Immigration status (visa type or other immigration status) 
9b- Date your current immigration status expires (date on visa for B1/B2, 90 days from entry 
 for VWB/VWP) 
11a- Description of Personal Services you are providing - Describe the services provided 
11b  Enter the approximate total dollar amount expected to be paid for these services during 

this calendar year. 
12a  Tax Treaty and Provision Number - List both Country and Article number (See 
 Independent Contractor Treaties on next page) 
12b- Tax Treaty Exemption Amount - Enter the approximate dollar amount claimed as an 

exemption under the tax treaty. 
12c- Enter the country you are a tax resident of. 
14- Enter the number of days you will be physically present in the U.S. this year and the 
 country you are a tax resident of. 
16- Enter the approximate number of days the individual will perform services in the U.S. 

during this calendar year. 
 
Signature and Date: The nonresident alien must sign and date the form. 
 

 

http://www.irs.gov/pub/irs-pdf/i8233.pdf
http://www.irs.gov/pub/irs-pdf/i8233.pdf


 
 

 
 
 
 

Independent Contractor Treaties 
 

Residents of the following countries are eligible for exemption from United States and Illinois 
income taxes if they are at Northwestern University primarily to do independent personal 
services.  Treaty Articles are listed next to each country for inclusion on Form 8233.   

 

 
Armenia- VI(2) 

 
Egypt - 15 

 
Italy - 14 

 
New Zealand - 14 

 
Sweden - 14 

 
Australia - 14 

 
Estonia- 14 

 
Jamaica - 14 

 
Norway - 13 

 
Switzerland - 14 

 
Austria - 14 

 
Finland - 14 

 
Japan - 7 

 
Pakistan - XI 

 
Tajikistan- VI(2) 

 
Azerbaijan- VI(2) 

 
France - 14 

 
Kazakstan - 14 

 
Philippines - 15 

 
Thailand - 15 

 
Bangladesh- 15 

 
Georgia- VI(2) 

 
Korea- 18 

 
Poland - 15 

 
Trinidad & Tobago - 

17 
 

Barbados - 14 
 

Germany - 7 
 

Kyrgyzstan- VI(2) 
 

Portugal - 15 
 

Tunisia - 14 
 

Belarus-VI(2) 
 

Greece - X 
 

Latvia- 14 
 

Romania - 14 
 

Turkey - 14 
 

Belgium - 14 
 

Hungary – 13 
 

Lithuania- 14 
 

Russia - 13 
 

Turkmenistan- VI(2) 
 

Canada - XIV 
 

Iceland -18 
 

Luxembourg - 15 
 

Slovak Republic – 14 
 

Ukraine- 14 
 

China - 13 
 

India - 15 
 

Mexico – 14 
 

Slovenia-14 
 

United Kingdom- 7 
 

Cyprus - 17 
 

Indonesia - 15 
 

Moldova- VI(2) 
 

So Africa - 14 
 

Uzbekistan- VI(2) 
 

Czech Republic - 14 
 

Ireland - 14 
 

Morocco - 14 
 

Spain - 15 
 

Venezuela- 14 
 

Denmark - 14 
 

Israel - 16 
 

Netherlands - 15 
 

Sri Lanka- 15 
 
 



Exemption From Withholding on Compensation
for Independent (and Certain Dependent) Personal

Services of a Nonresident Alien Individual

8233Form

OMB No. 1545-0795(Rev. December 2001)

Identification of Beneficial Owner (See instructions.)
Name of individual who is the beneficial owner

Permanent residence address (street, apt. or suite no., or rural route). Do not use a P.O. box.

City or town, state or province. Include postal code where appropriate.

Department of the Treasury
Internal Revenue Service

Part I

Caution: See the line 10 instructions for the required additional statement you must attach.

� See separate instructions.

This exemption is applicable for compensation for calendar year , or other tax year beginning

IF you are a nonresident alien individual who is
receiving . . .

Compensation for independent personal
services performed in the United States

THEN, if you are the beneficial owner of that
income, use this form to claim . . .

A tax treaty withholding exemption for part or
all of that compensation and/or to claim the
daily personal exemption amount.

A tax treaty withholding exemption for part or
all of that compensation.

Claiming only foreign status or treaty benefits
with respect to income that is not
compensation for personal services

IF you are a beneficial owner who is . . .

Form W-8BEN

Form 8233 (Rev. 12-2001)Cat. No. 62292KFor Paperwork Reduction Act Notice, see separate instructions.

Compensation for dependent personal
services performed in the United States

INSTEAD, use . . .

U.S. taxpayer identifying number Foreign tax identifying number, if any (optional)1 2 3

4

Address in the United States (street, apt. or suite no., or rural route). Do not use a P.O. box.5

Country (do not abbreviate)

City or town, state, and ZIP code

Country issuing passport7a

Date of entry into the United States8

U.S. visa type6
Note: Citizens of Canada or Mexico are not required to complete lines 7a and 7b.

If you are a foreign student, trainee, professor/teacher, or researcher, check this box �10

DO NOT Use
This Form. . .

Who Should
Use This Form?

and ending .

Date your current nonimmigrant status expires

Passport number7b

A tax treaty withholding exemption for part or
all of both types of income.

Noncompensatory scholarship or fellowship
income and personal services income from
the same withholding agent

Note: Do not use Form 8233 to claim the daily
personal exemption amount.

Receiving compensation for dependent
personal services performed in the United
States and you are not claiming a tax treaty
withholding exemption for that compensation

Receiving noncompensatory scholarship or
fellowship income and you are not receiving
any personal services income from the same
withholding agent

Form W-4

Form W-8BEN or, if elected by the
withholding agent, Form W-4 for the
noncompensatory scholarship or
fellowship income

Note: For
definitions of terms
used in this section
and detailed
instructions on
required
withholding forms
for each type of
income, see
Definitions on
pages 1 through 3
of the instructions.

9a 9bCurrent nonimmigrant status



Page 2Form 8233 (Rev. 12-2001)

How many days will you perform services in
the United States during this tax year? �

16Number of personal exemptions
claimed �

Withholding Agent Acceptance and Certification
Name Employer identification number

Address (number and street) (Include apt. or suite no. or P.O. box, if applicable.)

City, state, and ZIP code Telephone number

Under penalties of perjury, I certify that I have examined this form and any accompanying statements, that I am satisfied that an exemption from withholding is warranted,
and that I do not know or have reason to know that the nonresident alien individual is not entitled to the exemption or that the nonresident alien’s eligibility for the
exemption cannot be readily determined.

Date �Signature of withholding agent �

 

Sufficient facts to justify the exemption from withholding claimed on line 12 and/or line 13 (see instructions)

15

Noncompensatory scholarship or fellowship income:

14

Amount $a
b Tax treaty and treaty article on which you are basing exemption from withholding

13

Under penalties of perjury, I declare that I have examined the information on this form and to the best of my knowledge and belief it is true, correct, and complete. 
I further certify under penalties of perjury that:

● I am the beneficial owner (or am authorized to sign for the beneficial owner) of all the income to which this form relates.

● The beneficial owner is not a U.S. person.

● The beneficial owner is a resident of the treaty country listed on line 12a and/or 13b above within the meaning of the income tax treaty between the United States
and that country.

● The beneficial owner is not a former citizen or long-term resident of the United States subject to section 877 (relating to certain acts of expatriation) or, if subject
to section 877, the beneficial owner is nevertheless entitled to treaty benefits with respect to the amounts received.

Sign Here � Signature of beneficial owner (or individual authorized to sign for beneficial owner) Date

Certification

Part IV

Note: Lines 15 through 18 are to be completed only for certain independent personal services (see instructions).

Part III

Daily personal exemption amount claimed (see instructions) �17

Note: Do not complete lines 13a through 13c unless you also received compensation for personal services from the same
withholding agent.

Description of personal services you are providinga

Total compensation you expect to be paid for these services in this calendar or tax year $b
If compensation is exempt from withholding based on a tax treaty benefit, provide:12

a Tax treaty and treaty article on which you are basing exemption from withholding

b Total compensation listed on line 11b above that is exempt from tax under this treaty $
c

11 Compensation for independent (and certain dependent) personal services:

Country of permanent residence

Claim for Tax Treaty Withholding Exemption and/or Personal Exemption AmountPart II

Furthermore, I authorize this form to be provided to any withholding agent that has control, receipt, or custody of the income of which I am the beneficial owner or
any withholding agent that can disburse or make payments of the income of which I am the beneficial owner.

Total personal exemption amount claimed. Multiply line 16 by line 17 �18

c Total income listed on line 13a above that is exempt from tax under this treaty $



 
 

ALIEN TAX STATUS FORM 

DETERMINATION OF RESIDENCY STATUS  

As a visitor to the United States, you must determine whether you are a resident alien or a nonresident alien 
for taxation purposes. This status will determine if you are eligible for a tax treaty or if you will be taxed at the 
standard rate of 30%.  

Resident aliens are processed through accounts payable and will receive a 1099 for the income over $600 at 
the end of the year. You are considered a resident alien if you meet either the green card test or the 
substantial presence test for the calendar year.  

SUBSTANTIAL PRESENCE TEST. You will be considered a U.S. Resident for tax purposes if you meet the 
substantial presence test of the calendar year.  To meet this test, you must be physically present in the 
United States on at least:  

1- 31 days of the current calendar year, and  
2- 183 days of the current calendar year and the 12 preceding calendar months, counting all the days of 
physical presence in the current calendar year but only 1/3 of the number of actual physical presence in the 
first preceding calendar year and only 1/6 the number of days of actual physical presence in the second 
preceding calendar year.  
 
Days present in the United States: Generally you are treated as present in the United States if you are 
physically present in the country at any time during the day.  

Please make sure you fill out this section of the form completely, even if you think you are a non-
resident alien.  Leaving the section blank will result in a delay in processing payment. 
 
EXEMPT INDIVIDUAL - For the substantial presence test, do not count days for which you are an exempt 
individual. An exempt individual is anyone in the following categories:  

1- An individual temporarily present in the United States because of (a) full-time diplomatic or consular 
status, (b) full-time employment with an international organization, or (c) membership in the immediate family 
of a person described in (a) or (b).  
2- A teacher or trainee, temporarily present in the United States under a "J" visa (other than as student), who 
substantially complies with the requirements of the visa. You will not be exempt under this category for a 
calendar year if you were exempt as a teacher or trainee or as a student for any 2 calendar years during the 
preceding 6 calendar years.  
3- A student, temporarily present in the Untied States under an "F" or "J" visa, who substantially complies 
with the requirements of the visa. Generally, you will not be exempt as a student for any calendar year after 
the fifth calendar year for which you were exempt as a student or as a teacher or trainee.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



NORTHWESTERN UNIVERSITY 
ALIEN TAX STATUS FOR INDEPENDENT CONTRACTORS 

Part A  

Name:  U.S. Social Security Number (SSN) or ITIN:  

Country of Citizenship: Country of Tax Residence:  

Latest Entry to U.S. (Attach legible copy of Form I-94 (both 
sides). : 

How many days will you perform services in the U.S. 
this year? 

 
Part B (immigration information) 

Indicate the type of visa or immigration status that authorizes you to perform services at Northwestern University.  
(Attach copy of most current visa and immigration document if applicable).  
B-1/B-2   WB/WT 

(visa waiver)  
 J-1 (must include letter from 

DSO authorizing payment) 
 Other (please specify): __________________ 

 
Part C (Residency Status)  
An alien will be considered a United States tax resident if the individual is a lawful permanent resident of the United 
States at any time during the current calendar year, or meets the requirements of the Substantial Presence Test (see 
previous page for explanation) as specified by the Internal Revenue Service regulations.  

Please make sure to fill in this section completely (even if you think you are a non-resident alien). Incomplete 
information in this section will result in a delay in payment. 
Number of days of actual physical presence in the U.S. in 2008    

Number of days of actual physical presence in the U.S. during 2007  ÷ 3 =   

Number of days of actual physical presence in the U.S. during 2006  ÷ 6 =   

Total number of days present in the U.S.   
 
Part D 
 
To claim a tax treaty exemption, please answer the following questions: 

Yes No 
 

1- If your services are covered by a treaty agreement between the United States and your 
home country, do you wish to claim exemption from United States and Illinois tax based on 
the treaty agreement?  (If yes, Please complete Form 8233)  

  

 

2- Are you at the University primarily to perform independent personal services or receive 
an honorarium? 

  

 

3- Have you previously been exempt from U.S. income tax because of the treaty 
agreement during your current visit to the United States?  

  

 

4- If you answered “yes” to question 4 above, what was the period of time that you were 
exempt from U.S. taxes  
From ____________________ To ____________________ 
 

  

 
I hereby certify under the penalties of perjury that all of the above information is true and correct.       
I understand that I must submit a new Alien Tax Status form if my status changes from that indicated 
on this form.  

Signature of Alien 

 

Date 

 
 



 
 
 
 

CONTRACTED SERVICE FORM FOR NON RESIDENTS 
 

Please complete the following information:  

Name of contractor or consultant 
U.S. Social Security Number (SSN) or Individual Tax Identification Number (ITIN) 
Local address (can use hotel information) 
Citizenship/ tax residence  
Description of services (speaker at conference, consulting) 
Period of service (dates performing services at Northwestern) 
Rate (amount being paid and unit of measure such as hour/day)  
 
Signatures -You must sign and date the Contracted Services Form for Non Residents to signify the 
completion and performance of the contracted services.  

To provide these services as a B-1/B-2, WB/WT (Visa Waiver Business/Tourist), you must provide 
an additional attestation that your activities at Northwestern will last no longer than nine days, and 
that during the past six months you have not accepted honoraria and incidental expenses from 
more than five institutions.  

Accounting Information -The Northwestern department representative should complete the accounting 
information (making sure object code 5011 and 5016, if applicable, are open on the account before 
sending the form to payroll), department code, check address code, and contact information of the 
department submitting the request.   
 
Signatures- All CSF must have the appropriate department and school signatures on the Contracted 
Services Form for Non Residents attesting that the work is complete and that you are to be paid according 
to Northwestern and federal policy.   The appropriate signatures include the principal investigator or hiring 
representative (owner of the account or department chair), a signature from the dean’s office or school 
level approval, and ASRSP, if a grant account is being used.  Forms missing the appropriate signatures 
will be delayed until the appropriate signatures can be obtained. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

NORTHWESTERN UNIVERSITY 
Contracted Services Form For Non Residents 

Name of Contractor  U.S. Social Security Number or Individual Tax Identification Number  

Local Address of Contractor (List Hotel or Lodging Information)  

No & Street  Apartment  

City   

State  Zip Code  Country  

Sex:    Female  Male  Country of Residence  

VISA:  F1,  J1,  H1,  B-1/B-2,  WB/WT,  Other  Country of Citizenship 

Summary of Contractual Services:  

Rate of Pay  Or Flat Fee  Period of Service  

Contractor's Acknowledgement 
I understand that payment will not be issued until performance and completion of the contracted services, and that the date of payment 
cannot be prior to the work completion date.  I understand that agreed upon expenses will not be reimbursed unless I complete a Travel 
Expense Report and attach original receipts.  

I certify I have not been paid as an employee of Northwestern within the last twelve months.  I understand that this payment does not 
include any employment benefits.  

Signature of Contractor Date 

 
Additional Acknowledgement for B-1/B-2, WB/WT (visa waiver)
1. The activities will last no longer than 9 days at Northwestern University.  
2. I have not accepted honoraria and incidental expenses as a B-1/B-2 or WB/WT (visa waiver) visitor from more than 5 institutions or 
organizations in the previous 6 months.  
 

Signature of Contractor Date 

 

University Approvals   This section must be completed when payment is requested by the department 
(missing information will result in delayed payment) 

Date Services Started: Department Name & Code: Check Address Code: 

Date Services Completed: Name of individual completing form (department contact): Contact Phone Number: 

 
Accounting 

 
Fund 

 
Area 

 
Org 

 
Object Code 

 
Amount 

 
Services 

    
5011 

 
$ 

 
Reimbursable Expenses 

    
5016 

 
$ 

I approve the payment for services and expenses noted above.  The cost was incurred in conformance with the policy on Independent 
Contractors and Consultants dated May 10, 1999.  If charged to a Sponsored Project account, it is understood and agreed that these 
expenditures are subject to review and audit and if found to be unallowable, they will be transferred to a non-sponsored departmental 
account.  The payment requested includes only the expenses associated with the contracted services, is not in payment of honorarium 
or for subsistence, and is not in avoidance of immigration restrictions, Affirmative Action requirements, payment of fringe benefits, 
statutory taxes, fees, insurance premiums or any other applicable statutory employment regulation.  

Principal Investigator or Hiring Representative Signature  Date  

School or Center  Date  

ASRSP  Date  

 



 

VISITOR’S TRAVEL EXPENSE REPORT 

 

All expenses for travel must be documented and receipts must be presented to the department based on the 
IRS accountability plan rules.  If such documentation is presented, the travel expenses are exempt from 
income tax.   
 
Contractors should complete the following information at the top of the Visitor’s Travel Expense Report: 
Name 
Social Security Number or Individual Taxpayer Identification Number,  
Address 
Dates of travel 
 
Expense details should be recorded within the body of the Travel Expense Report.   
 
Receipts - Contractors should obtain receipts for all expenses.  Original charge card slips and receipts must 
be submitted for all major travel expenses. Include airline and rail ticket stubs, hotel, meal, and automobile 
rental bills, etc.  
 
Signatures - You must sign and date the Travel Expense Report. 

Accounting Information - The Northwestern representative should complete the accounting information, and 
must sign the Visitor’s T & E attesting that these travel expenses may be charged to University account(s) and 
that you are to be paid according to the university and IRS policies.  All reimbursements must be paid on object 
code 5016.  Please make sure the object code is open prior to submission to payroll.  
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

OTHER PERTINENT INFORMATION 
 
 
FILING OF TAX RETURNS 
 
If you are a resident alien and earn taxable income, you must file Form 1040, a Form 1040EZ, or a Form 
1040A with the Internal Revenue Service.  These forms must be filed for each calendar year in which you 
have taxable earnings. 
 
If you are a nonresident alien and earn taxable income, you must file either a Form 1040NR or a 1040NR-EZ 
and form 8843 with the Internal Revenue Service.  Northwestern University will issue you a 1042-A by March 
15th of the following year to assist in preparing your tax return.   
 
The deadline for filing tax return Forms 1040, 1040EZ, 1040NR, 1040NR-EZ, and 1040A is April 15 for the 
previous calendar year ending on December 31.   If all of your income was exempt under a tax treaty, you 
have until June 15th.   
 
You may obtain tax forms on-line at the IRS website.   www.irs.gov
 
If you need help in filing your federal income tax return, you may go to an office of the Internal Revenue 
Service for free assistance or you may hire a tax accountant.  Generally, the newspapers contain 
advertisements of several tax accountants at tax filing time.  It is best to obtain a referral from a friend or 
associate.  Be certain that you use someone who is familiar with the tax laws that apply to foreign citizens.  
Consult a telephone directory for the address of the Internal Revenue Service or Illinois Department of 
Revenue office nearest to you. 
 
Internal Revenue Service Publication 519, U.S. Tax guide for Aliens, may help you understand the U.S. tax 
law.  You may obtain these publications by calling the Internal Revenue Service at 1-800-829-1040 or by 
visiting the IRS website.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.irs.gov/

