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Session Objectives
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How does the process differ from
resident Contracted Services Form
(CSF) and why?

Why are all of these forms needed?

What information must be completed
by the department?

What information must be completed
by the foreign national?

What supporting documentation must
accompany the payment packet?

What are common errors that result Iin
delay in payment.



Types of payments issued with
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For work done inside the U.S. by a
non-residents

Speakers fees
Consulting
Independent Services

Research subject fees (new packet
coming soon)

Prizes & awards for non-residents
have their own payment packet



Changes to Packet
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IRS Instructions were removed and
replaced with simpler instructions

Application for Social Security Card
was removed

Wording was changed to account for
common mistakes, especially
Substantial Presence Test (SPT)
iInformation

New edition of IRS forms are added
all the time

Forms are writable



Resident vs.
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Residents do not have to pay taxes
up front, they claim the income on
their tax return.

Residents issued 1099-Misc tax
statement at end of the year (for
payments over $600).

Non-residents have to pay taxes up
front (30%) unless they are eligible
for a tax treaty.

Non-residents are issued a 1042-S
tax statement at end of year (for any
amount of income).



Visa/ Immigration
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Make sure the individual has/ or will
have proper immigration status
before inviting them to
Northwestern.

Northwestern will not pay

|l ndi vi dual 060s who
authorized to receive

ndependent Contractor

payments.

H1-B not sponsored by NU cannot
accept honoraria payments under
any circumstance.




Common Visas/
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Visa Waliver Business/Tourist (WB/WT)-
If the individual is from a visa waiver
eligible country they can come to the US
without a visa.

B-1/B-2 visitor/tourist visa

Individuals in visa waiver or B status
cannot perform services at Northwestern
for longer than 9 days. They cannot
accept honoraria from more than 5
Institutions in a 6 month period.

J-1 not sponsored by NU- must have a
letter from Designated School Official
(DSO) of sponsoring institution stating
honoraria and travel is okay to pay and
will not interfere with their J program.

If an individual has any other immigration
status, you must inquire with payroll office
BEFORE the services are performed.



Visa Waiver
eligible countries
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Andorra, Iceland, Norway,
Australia, Ireland, Portugal, Austria,
Italy, San Marino, Belgium, Japan,
Singapore, Brunei, Latvia, Slovakia,
Czech Republic, Liechtenstein,
Slovenia, Denmark, Lithuania,
South Korea, Estonia, Luxembourg,
Spain, Finland, Malta, Sweden,
France, Monaco, Switzerland,
Germany, the Netherlands, United
Kingdom, Hungary, New Zealand
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Beginning 1/12/2009, those traveling to the U.S.
on a visa waiver must first have Electronic
System for Travel Authorization (ESTA)
approval.

ESTA is a free, automated system used to
determine the eligibility of visitors to travel to the
United States under the visa waiver program. It
collects the same information as the paper I-
94W form that VWP travelers fill out en route to
the United States. ESTA applications may be
submitted at any time prior to travel. An ESTA
authorization generally will be valid for up to two
years. Authorizations will be valid for multiple
entries into the United States. DHS
recommends that travelers submit an ESTA
application as soon as they begin making travel
plans. Please visit the CBP website for the
ESTA application.

http://cbp.gov/xp/cgov/travel/id_visa/esta/
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Alien Tax Status Form- Immigration
history and tax residence

WS8BEN- Attesting to non-resident
status

Form 8233- Tax treaty form (only
needed if they are from a treaty
eligible country and they want the tax
treaty- see W-7)

Form W-7 Application for an individual
taxpayer identification number (only
needed if an individual does NOT
have a SSN or ITIN and is going to
come to the Payroll Office IN
PERSON to have their passport
notarized)

Contracted Services Form for Non-
Residents

Visitor's Expense (only needed if
you are reimbursing expenses)




Additional Required

NORTHWESTERN Information

UNIVERSITY

Copy of foreign passport

Copy of 1-94 arrival/ departure record
This Is surrendered when an
individual leaves the country so the
copy MUST be made while they are

on campus.

(Canadi anodos somet |
of these)

Copy of visa (visa waivers do not
have)

Copy of immigration document (DS-
2019 if J visa)

Letter from designated school official
(DSO) for J-1 visas only

Flyer or invoice (this is especially
Important if being paid on a grant
account



Common mistakes
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Need all original signatures on forms
(faxes are not acceptable with IRS
forms)

All forms need to be signed

Alien Tax Status Form- Part C
(residency status) must be filled out
completely

Must have all appropriate forms

Must have copies of the appropriate
documents (passport, 1-94, etc.)

Attach receipts for ALL expenses
(even under $25)




Common Mistakes
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B-1/B-2 and visa waivers (WB/WT) must
sign on both lines on the Contracted
Services Form

Account 75011 must be open for
payments

Account 75016 must be open for
reimbursements

Must have depart ment
level signature

Must have ASRSP signature if on a grant

Must include the department code
(HRIS website or ask department
administrator)

Must include the check address code
(HRIS website or ask department
administrator)

Contact information for department


http://www.northwestern.edu/hr/hris/adminfunctions/codes/codedeptid.pdf
http://www.northwestern.edu/hr/hris/adminfunctions/codes/codedeptid.pdf
http://www.northwestern.edu/hr/hris/adminfunctions/codes/codecheckad.pdf
http://www.northwestern.edu/hr/hris/adminfunctions/codes/codecheckad.pdf

Form W-7/
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If the individual does not already have a
SSN or ITIN, they can apply for an ITIN
with Form W-7.

This form requires documentation
(passport) to be seen IN PERSON at the
payroll office.

If they cannot come to the payroll office to
show their passport in person or have
their passport notarized themselves, they
should not complete this form.

Tax treaties will not be granted until we
have a taxpayer identification number
(ITIN or SSN).

Individuals with a tax treaty available but
without an ITIN or SSN will be taxed at
30%. If the individual receives their ITIN
during the same calendar year, we will
refund their taxes.
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Payment Packet
Completed Example

(Visa waiver individual without a SSN
or ITIN)
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Northwestern University
Payment Packet for Non-Resident Independent Contractors
Revised 5/09

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/l-94/Visa — Please attach a copy of your passport and 1-94 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. and
Northwestern University.

Copy of offer letter from hiring department or flier from event

Form W-7 — You may fill out the application for a Taxpayer Identification number if you would like
to have Northwestern apply for the number on your behalf. Please read the instructions and
requirements for completing the form.

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(s).
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 Angela Gwinn

how to fill in paperwork, missing paperwork, Tax Compliance Supervisor

taxation, or Payroll Division

Social Security or Individual Taxpayer Identification Number 720 University Place
Evanston, IL 60208-1143
(847) 491-7204
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