Checklist - Nonresident Alien Honorarium Payment
Get the following information ahead of time.  It will save you time!
· At the beginning of the academic year or semester, obtain a copy of your department's list of guest speakers from the individuals who are organizing your colloquium/ lecture/workshop series.  

· Identify the foreign national guest speakers in advance of their arrival.  

· Work with your faculty and the Center for International Education to determine the type of visa the guest speaker will have. 

· Assemble the paperwork necessary for that type of visa. 

· To avoid federal withholding on your guest speaker's honorarium, have your guest speaker fill out the forms listed on the checklist and obtain photocopies of other necessary documentation before they arrive.  
Prior to Visit:

___ 1. Ensure Nonresident Alien Individual has a SSN or ITIN (time to obtain ITIN is approximately 4-6 weeks after filing form W-7) if wanting to claim treaty benefits.  Otherwise the University must withhold taxes at a 30% rate.
· Form W-7 - This is the application form used to obtain an IRS Individual Taxpayer Identification Number (ITIN).  Do not complete this form if you have a social security number or are eligible to receive a social security number.  Complete the W-7 only if the Social Security Administration Office notifies you that a social security number cannot be issued.  If you have an application for an SSN pending, do not file Form W-7.  

· Form SS-5 – Application for SSN.  To get Form SS-5 or to find out if you are eligible to obtain an SSN, go to http://www.socialsecurity.gov/foreign/index.html or contact a Social Security Administration (SSA) office.

___ 2. Send invitation letter to the visitor which clearly specifies the honorarium related event or activity, the honorarium amount, the date and the location of the event, and whether travel and/or other incidental expenses will be reimbursed. 

To Receive Payment During Visit:

___ 1. Provide Financial Affairs office with check request for the honorarium payment and include copy of passport, social security or ITIN card, I-94 and invitation letter.  If the department is also paying for travel reimbursement, please submit a separate check request for travel as detailed below in item 4.
___  2. If treaty benefits apply submit original, signed Form 8233** and certification statement (see Line 10 of the form) to Financial Affairs office at least 15 days before payment is required to allow time for IRS review.  This form must be submitted with the check request and supporting documentation listed above.  
· Publication 901, U.S. Tax Treaties – This publication will tell you whether a tax treaty between the United States and a particular country offers a reduced rate of, or possibly a complete exemption from, U.S. income tax for residents of that particular country. Tables in the back of this publication show the countries that have income tax treaties with the United States, the tax rates on different kinds of income, and the kinds of income that are exempt from tax. 
· United States Income Tax Treaties, A - Z - This page provides links to tax treaties between the United States and particular countries. 

· Form 8233 – This form, when treaty benefits apply, allows the guest to claim exemption from federal withholding on honorarium payments. 

· Instructions for Form 8233
___  3.  If treaty benefits do not apply standard 3-4 day processing time is appropriate for payment (assuming all documentation requested in #1 is provided).  The University will withhold taxes at a 30% rate.

___  4.  If reimbursing for actual expenses, provide Financial Affairs office with check request for 

payment and include all original receipts.  If using approved GSA per diem rate for reimbursement attach printed copy of rate from www.gsa.gov to request. 

To Receive Payment After Visit: 

___ 1. Provide Financial Affairs office with check request for the honorarium payment and include copy of passport, social security or ITIN card, I-94, and invitation letter.  If the department is also paying for travel reimbursement, please submit a separate check request for travel as detailed below in item 4.
___  2. If treaty benefits apply submit original, signed Form 8233** and certification to Financial Affairs office.  This form must be submitted with the check request and supporting documentation listed above.  
· Publication 901, U.S. Tax Treaties – This publication will tell you whether a tax treaty between the United States and a particular country offers a reduced rate of, or possibly a complete exemption from, U.S. income tax for residents of that particular country. Tables in the back of this publication show the countries that have income tax treaties with the United States, the tax rates on different kinds of income, and the kinds of income that are exempt from tax. 
· United States Income Tax Treaties, A - Z - This page provides links to tax treaties between the United States and particular countries. 

· Form 8233 – This form, when treaty benefits apply, allows the guest to claim exemption from federal withholding on honorarium payments. 

· Instructions for Form 8233
___  3.  If treaty benefits do not apply standard 3-4 day processing time is appropriate for payment (assuming all documentation requested in #1 is provided). The University will withhold taxes at a 30% rate.

___  4.  If reimbursing for actual expenses, provide Financial Affairs office with check request for payment and include all original receipts.  If using approved GSA per diem rate for reimbursement attach printed copy of rate from www.gsa.gov to request. 

**Please note that copies of Form 8233 are unallowable per IRS regulations.  The University must have an original, signed form in order to apply for treaty benefits.  Payments with applied for treaty benefits cannot be processed for 10 days following submission of Form 8233 to IRS to see whether the IRS has any objections to the Form 8233.

