UNIVERSITY OF MINNESOTA

Nonresident Alien Data Collection Worksheet  

INSTRUCTIONS:  Attach the Nonresident Alien Data Collection Worksheet to any CPS requisition (VCPS, CPS, etc) for a foreign vendor.  Identify these as internal documents when they are attached, so they are not forwarded to the vendor with the contract.  Some of this information is not available until the contractor arrives in this country for work.  Continue to gather any missing information to complete the form.
Image the final completed form and attachments along with invoice into ImageNow.
If the vendor is not set up, complete a Vendor Information Request, found at the following web address, 
 http://purchasing.umn.edu/docs/DSVdrForm.doc, and submit it to vendor maintenance.    The vendor will be set-up as ‘pending’ until Payroll Services updates the alien’s tax withholding data on the vendor payment.

For questions about payments to nonresident aliens, contact the Human Resources Call Center at 612-625-2016.

Complete and submit form W-8BEN

IRS form W-8BEN is required to establish that the payee is not a U.S. person for tax purposes.  This form is submitted with Vendor Authorization form (always before payment is made).  

IRS form W-8BEN    (Form W-8BEN instructions)

Tax Treaty data MUST be submitted directly to Payroll Services at:  545 WBOB, 1300 S. 2nd St., Minneapolis, MN 55454

   
IRS Tax Treaty data – Original signed forms 

               Nonresident alien individuals:  tax treaty form 8233      (Form 8233 Instructions) and tax treaty affidavit 

  Fellowship and royalty recipients: IRS Form W-8BEN
  (Form W-8BEN Instructions)
  Foreign Company (Corporation, Partnership, etc): IRS Form W-8ECI    (Form W-8ECI Instructions)

  Definition: Effectively connected Income (ECI)
                                 Note: Must have SSN, TIN, or ITIN to be eligible for tax treaty benefits. 

(Payroll web site identifies tax treaty criteria and eligibility under Tax Treaty Countries and Affidavits)


Identify following information copies can be attached to vendor payment, or kept with background materials in the department:

Current Date:                                                     Vendor Name:      
   
I-94 Departure Record: 
               
    
Passport 


Visa Status:  
             


Country of Citizenship:        
Expiration Date:         
Original Arrival Date:                                        Country of Residence:         









            (If different than citizenship country) 
   
Attach – B/WB Honoraria and Expense Form, if B or WB visa status above

Form available on the Payroll Services web site under International Students, Scholars & Visitors at http://www1.umn.edu/ohr/payroll/international/index.html

   
Attach – Copies of substantiated business and travel expenses

Expense reimbursements must be substantiated (under the accountable plan rules) to avoid tax withholding from the expense reimbursement amount.


  
Is the work being performed exclusively outside of the United States?

   If Yes, enter country where work will be performed:           
   CPS in process:  CPS #       

Requestor/Dept ID Information for above information: 

	Requestor ID: 

     
	Dept ID:

     
	Date: 

     
	Phone: 

     
	Email: 

     
	Fax #:

     


