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PURPOSE
The purpose of this document is to:
1) describe how Bryn Mawr College carries out its obligation to comply with immigration and tax laws concerning payments to nonresident aliens joining Bryn Mawr as international visitors;
2) describe the College J-Program for international visitors;
3) itemize what information is necessary to determine whether a nonresident alien is eligible to receive payment for services from Bryn Mawr College; and
4) describe the process by which authorized payments, e.g. honoraria and travel reimbursements, are processed and remitted to international visitors

This document is not intended to address compensation for prospective or current employees who will be placed on the Bryn Mawr College payroll.
BACKGROUND

The College frequently invites international scholars to campus as visitors to provide a short-term service, such as deliver a lecture, conduct a workshop, or stage a performance.  International scholars who are not U.S. citizens or resident aliens require both a visa and work authorization in order to receive payments for services.  Without valid non-immigration/nonresident documentation, Bryn Mawr College is not legally permitted to process payments for services.  If the proper work authorization paperwork cannot be provided, the Controller’s Office will not process a request for payment.  This results in either a non-payment or a delayed payment to our visitor.
Bryn Mawr College J-Program

The Department of Homeland Security (DHS) and the Department of State (DoS) have certified Bryn Mawr College as an institution with an Exchange Visitor Program (J-Program).
The objective of this program is to develop and strengthen professional and personal ties between key nonimmigrant exchange visitors with J-visas and Americans and American institutions.  The program is intended to bring foreign nationals, who are recognized as leaders, to participate in observation, tours, discussions, consultation, professional meetings, conferences, workshops, and travel in the U.S.
Any international visitor to the College who has a J-visa may benefit from streamlined processing of information and payments for services.
INVITING INTERNATIONAL VISITORS AND DETERMINING ELIGIBILITY FOR PAYMENTS
In order to determine what type of payments may be made to an international visitor, follow the checklist below.

STEP 1:
The Bryn Mawr College designee confirms that the international visitor is not a U.S. citizen by having him/her complete the College’s Tax Information Questionnaire.
For nonresident aliens, the Questionnaire also requests evidence of the visitor’s current U.S. immigration status through copies of:
1. Current visa;

2. Passport:  copy of Personal ID page;

3. Passport:  copy of expiration date stamp;

4. Form I-94 or I-94 W Arrival/Departure Record;

5. Form DS-2019 for those on J visas; and
6. Employment Authorization document (only if nonresident alien will be a College employee)

STEP 2:
The Bryn Mawr College designee reviews the completed Tax Information Questionnaire and its attachments to determine whether, for tax purposes, the international visitor is a resident alien or a nonresident alien.
· If the visitor is a resident alien, the guest completes IRS Form W-9.
Bryn Mawr designee sends request for payment (Request for Payment and/or Travel Advance and Expense Report) along with the W-9 to Accounts Payable.  SKIP STEP 3
· If the visitor is a nonresident alien, the Bryn Mawr designee consults the visa categories chart (attached) to determine whether:
1. the guest has appropriate valid visa status

2. the guest’s valid visa type restricts or prohibits payment for service/honorarium.  The following types of visas, under certain circumstances, allow for payments for services:  W/B, W/T, J-1, B-1, or B-2.  All other visa types prohibit payment for services.

a. If there are no prohibitions or restrictions, confirm that the guest has appropriate work authorization to be paid by Bryn Mawr College.
b. If a guest’s visa status prohibits payments for services, e.g. honoraria, Bryn Mawr College is still allowed to directly pay or reimburse for travel and living expenses related to the business trip to campus.
· If the visitor is a nonresident alien with a J-1 Visa, the Bryn Mawr designee sends him/her to the Bryn Mawr College Office of International Programs to participate in the College’s J Program.
STEP 3:
For those visitors eligible for payment for services, the Bryn Mawr College designee determines what the appropriate payment or honorarium to be offered.
STEP 4:
Bryn Mawr College designee extends offer for payment.
STEP 5:
After services are delivered, Bryn Mawr College designee processes payment request.  For visitors who have both an appropriate valid visa that allows for the payment of honoraria and the work authorization, the Bryn Mawr College designee sends a request for payment with the above-listed documentation and using the proper Bryn Mawr College forms (Request for Payment) to Accounts Payable.
The following two documents are required for payment:
1. A U.S. Social Security Number (SSN) or a U.S. tax identification number (ITIN).
Resident aliens:
The Social Security Administration issues social security numbers to aliens, who are lawfully admitted for U.S. employment.
Nonresident aliens:
The Social Security Administration issues social security numbers to eligible nonresident aliens, who complete Form SS-5.  Contact:  www.ssa.gov or @ 1-800-772-1213 to determine eligibility
The IRS issues  tax identification numbers to nonresident aliens who are not eligible for a SSN.   In this case, the individual completes IRS Form W-7.  Contact: www.irs.gov or @ 1-800-829-1040
2. A completed Form W-8BEN

STEP 6:
Processing of Reimbursements for Travel, Meals and Lodging
Use the Travel Advance and Expense Report to process reimbursements for Travel, Meals and Lodging expenses. 

Note:  If a visitor’s visa prohibits payment for services, e.g. honoraria, Bryn Mawr College is still allowed to directly pay for or to reimburse visitors for travel, meals, and lodging expenses directly related to the visit.
Travel and expense reimbursements are subject to the College’s general policies and procedures with regard to documentation, in addition to any restrictions which may be imposed by the visa type or source of funding (such as federal awards).

ADDITIONAL INFORMATION ABOUT TAXATION OF PAYMENTS FOR SERVICES

If the nonresident alien’s visa type allows for payment for services, the payment is subject to taxation at 30%, according to the Internal Revenue Service.  Taxes withheld under these circumstances are reported on IRS Form 1042-S.
Tax treaty benefits to exempt service payments from tax under an income tax treaty will not be applicable.
Nonresident alien may claim tax treaty benefits for service payments when filing a U.S. income tax return.

WHO TO CALL FOR ASSISTANCE

If you need additional information or assistance with compensation payments made to non-resident alien guests, please contact Christine Eigenbrot in the Controller’s Office at x5252.  For travel and expense reimbursements, please contact Annemarie Thompson in the Controller’s Office at x5262.
Should you require additional information or assistance in reference to the appropriate visa type and status for a guest, please contact Theresa Cann in the International Programs Office at x7390.

RESOURCES
The following website links are helpful for obtaining forms, instructions, and general guidance:
IRS Publication 515 – “Withholding of Tax on Nonresident Aliens and Foreign Corporations”: http://www.irs.gov/pub/irs-pdf/p515.pdf
IRS Publication 519 –“US Tax Guide for Aliens” (Substantial Presence Test): http://www.irs.gov/pub/irs-pdf/p519.pdf
IRS Form W-7: http://www.irs.gov/pub/irs-pdf/fw7.pdf
IRS Form W-8BEN: http://www.irs.gov/pub/irs-pdf/fw8ben.pdf
IRS Form W-9: http://www.irs.gov/pub/irs-pdf/fw9.pdf
SS-5: http://www.irs.gov/pub/irs-pdf/fss5.pdf
United States Citizenship and Immigration Service: http://www.uscis.gov/portal/site/uscis
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