Guide to Payment of Honoraria and Travel Reimbursements To Non-Resident Aliens (NRAs) or Foreign Nationals


.The Role of the Department Administrator

Be pro-active!  

· At the beginning of the academic year or semester, get a copy of your department's list of guest speakers from your chair, director, or the person organizing your colloquium /lecture/workshop series.  

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

· Work with your faculty to determine the type of visa the guest speaker will have. 

· Assemble the paperwork necessary for that type of visa. 

· If you know in advance that your guest speaker will be entering the U.S. on a B visa or on a Waiver, get in touch with them and advise them to declare B1 or WB when passing through U.S. Customs.  

· To avoid federal withholding on your guest speaker's honorarium, have your guest speaker fill out the forms listed below and obtain photocopies of other necessary documentation as soon as they arrive.  Ask the Corporate Tax Office ( http://www.finance.upenn.edu/comptroller/tax/ ) to confirm eligibility of treaty benefits and obtain the 8233 treaty form for signature.  
Most Common Types of Visas

Most guest speakers at Penn hold either a J1 Visa, B Visa, or have Waiver Status.   

SPECIAL NOTE FOR VISITORS ON TN, H-1B or O VISAS: Visitors on TN, H-1B or O visas not sponsored by Penn may NOT receive honoraria or service payments (including employee compensation).
· The J1 Visa is issued by invitation from a host institution.  Honoraria and travel reimbursements can be paid to holders of this type of visa.   

Documentation for Paying Honoraria to J1 Visa Holders

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8 

· If your guest speaker's J1 visa was issued by a U.S. institution other than Penn, a letter from the issuing institution giving their permission for your guest speaker to be paid by Penn

· Photocopy of main page of passport

· Photocopy of I-94 Departure Card  (located in passport)

· Photocopy of visa (located in passport)

· Photocopy of DS-2019 form (formerly IAP-66)

· Photocopy of Social Security Card (mandatory for payment and for treaty benefits)

· If the Corporate Tax Office has determined that treaty benefits apply, the 8233 Treaty Form, with original signatures, obtained from the Corporate Tax Office

· Poster documenting date and location of lecture

Documentation for Paying Travel Expenses to J1 Visa Holders

· Photocopy of main page of passport

· Photocopy of I-94 Departure Card (located in passport)

· Photocopy of visa (located in Passport)

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8

· If your guest speaker's J1 visa was issued by a U.S. institution other than Penn, a letter from the issuing institution on that institution’s official letterhead giving their permission for your guest speaker to be paid by Penn

· The F1 Visa is available for international students wishing to pursue full-time academic studies and/or language training programs in the United States. 
Documentation for Paying Honoraria to F1 Visa Holders

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8 

· If your guest speaker's F1 visa was issued by a U.S. institution other than Penn, a letter from the issuing institution on that institution’s official letterhead giving their permission for your guest speaker to be paid by Penn

· If  your guest speaker’s F1 visa was issued by a U.S. institution other than Penn, a letter from the speaker stating that it is directly related to their course of study.

· Photocopy of main page of passport

· Photocopy of I-94 Departure Card  (located in passport)

· Photocopy of visa (located in passport)

· Photocopy of DS-2019 form (formerly IAP-66)

· Photocopy of Social Security Card (mandatory for payment and for treaty benefits)

· If the Corporate Tax Office has determined that treaty benefits apply, the 8233 Treaty Form, with original signatures, obtained from the Corporate Tax Office

· Poster documenting date and location of lecture

Documentation for Paying Travel Expenses to F1 Visa Holders

· Photocopy of main page of passport

· Photocopy of I-94 Departure Card (located in passport)

· Photocopy of visa (located in Passport)

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8

· If your visiting student’s F1 visa was issued by a U.S. institution other than Penn, a letter from the issuing institution on the institution’s official letterhead  giving their permission for to be paid by Penn for travel to the event.

· If  your visiting student’s F1 visa was issued by a U.S. institution other than Penn, a letter from the student stating that the visit is directly related to their course of study.

· The B Visa is a visa that can be obtained by the foreign national from the U.S. Consulate in their home country.   It is usually good for a number of years and can be used repeatedly to enter the U.S. for short periods of time (generally less than six months).  The B Visa will be either B1 (business status) or B2 (tourist status), depending on which type your guest speaker declares when he/she comes through US Customs.  If your guest speaker declares B1 (business), they can be paid an honorarium and be reimbursed for travel expenses.  If your guest speaker declares B2 (tourist), they can be paid an honorarium but CANNOT be reimbursed for travel expenses.  For ease of payment, guest speakers should be encouraged to declare business status.
Documentation for Paying Honoraria to B Visa Holders

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8

· Foreign Visitors Honoraria Eligibility Certification Form, with original signature

· http://www.finance.upenn.edu/comptroller/tax/forms/ForVisHonElCert.pdf
· Photocopy of main page of passport

· Photocopy of I-94 Departure Card (located in passport)

· Photocopy of visa (located in passport)

· Photocopy of Social Security or ITIN Card (optional for payment; mandatory for treaty benefits)

· The 8233 Treaty Form, with original signatures, obtained from the Corporate Tax Office if they have determined that treaty benefits apply AND you have a photocopy of the Social Security or ITIN Card

· Poster documenting date and location of lecture

Documentation for Paying Travel Expenses to B Visa Holders

· Photocopy of main page of passport

· Photocopy of I-94 Departure Card (located in passport) with B1 status indicated

· Photocopy of visa (located in Passport)

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8

· The Waiver program is available only to citizens of Andorra, Austria, Australia, Belgium, Brunei, Denmark, Finland, France, Germany, Iceland, Ireland, Italy, Japan, Liechtenstein, Luxembourg, Monaco, Netherlands, New Zealand, Norway, San Marino, Slovenia, Spain, Sweden, Switzerland, and the United Kingdom. Under this program, foreign nationals may enter the U.S. for a maximum of 90 days without a visa as long as they have a nonrefundable round trip ticket. The Waiver will be either WB (business status) or WT (tourist status), depending on which type your guest speaker declares when he/she comes through U.S. Customs.  If your guest speaker declares WB (business), they can be paid an honorarium and reimbursed for travel expenses.  If your guest speaker declares WT (tourist), they can be paid an honorarium but CAN NOT be reimbursed for travel expenses.  Again, to make payment simpler, business status is best.
Documentation for Paying Honoraria to Guests with Waiver Status

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8

· Foreign Visitors Honoraria Eligibility Certification Form, with original signature

· http://www.finance.upenn.edu/comptroller/tax/forms/ForVisHonElCert.pdf
· Photocopy of main page of passport

· Photocopy of I-94 Departure Card (located in passport)

· Photocopy of Social Security or ITIN Card (optional for payment; mandatory for treaty benefits)

· The 8233 Treaty Form, with original signatures, obtained from the Corporate Tax Office if they have determined that treaty benefits apply AND you have a photocopy of the Social Security or ITIN Card

· Poster documenting date and location of lecture
Documentation for Paying Travel Expenses to Guests with Waiver Status

· Photocopy of main page of passport

· Photocopy of I-94 Departure Card (located in passport) with WB status indicated

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8

· Canadians.  Canadians are not required by law to present a passport or visa when entering the U.S.  However, if they will be paid or reimbursed by Penn, the Corporate Tax Office requires a passport. The Corporate Tax Office, ideally, would also like a photocopy of the I-94 Departure Card, but it is unlikely that your guest will have one because getting one involves requesting the card at U.S. Customs, at a cost of $6.00 to the guest.

Documentation for Paying Honoraria to Canadians

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8

· Foreign Visitors Honoraria Eligibility Certification Form, with original signature

· http://www.finance.upenn.edu/comptroller/tax/forms/ForVisHonElCert.pdf
· Photocopy of main page of passport

· Photocopy of I-94 Departure Card (located in passport), if available

· Photocopy of Social Security or ITIN Card (optional for payment; mandatory for treaty benefits)

· The 8233 Treaty Form, with original signatures, obtained from the Corporate Tax Office if they have determined that treaty benefits apply AND you have a photocopy of the Social Security or ITIN Card

· Poster documenting date and location of lecture

Documentation for Paying Travel Expenses to Canadians

· Photocopy of main page of passport

· Photocopy of I-94 Departure Card (located in passport), if available

· Foreign National Information Form (FNIF), with original signature http://www.finance.upenn.edu/comptroller/tax/forms/fniform.pdf
· Form W-8

· Penn CANNOT pay honoraria to holders of O, F1, and H1-B visas issued through other U.S. institutions.  In these cases, it may be necessary to arrange to pay your guest speaker's home institution so that they can in turn pay your guest speaker.  Penn’s Corporate Tax Office reviews travel reimbursement requests for holders of these types of visas on a case by case basis. 

Forms

· All federal forms must have original signatures.  The Corporate Tax Office WILL NOT accept faxed federal forms.

· Under no circumstances should a foreign national fill out and sign a W-9 form.  This form is intended for U.S. Citizens and Permanent Residents ONLY.

· All needed forms can be found on our forms page:  http://ccat.sas.upenn.edu/lhbas/forms.html
       (with the exception of 8233 Treaty Form, which is obtainable by contacting the Tax Office)
Social Security and Individual Taxpayer Identification Number (ITIN) Cards

J1 visa holders must have a Social Security Card or an application receipt from the Social Security office.  Many B visa and Waiver holders already have a Social Security or ITIN card obtained during a previous visit.  B visa and Waiver holders are not eligible to apply for a Social Security card but may apply for an ITIN card.  

Treaty Benefits and Withholding

Many countries have treaties with the U.S. that allow their citizens to claim exemption from federal withholding on payments made to them by U.S. institutions.  If treaty benefits apply and all the paperwork is in order, honorarium payments will not be withheld.  If there is no treaty or if the paperwork is not in order, Penn will withhold 30% of the honorarium payment and it will be necessary for your guest speaker to file a U.S. tax return at the end of the year to reclaim the amount withheld.  For example, if the honorarium is $500 and there is no treaty or inadequate paperwork, the guest speaker will receive a check for $350 and the rest will go to the IRS.  

To avoid withholding on honorarium payments the following is necessary:

· A treaty between the U.S. and the guest speaker's home country allowing for exemption from federal withholding.  Please note that sometimes the guest speaker's prior earnings history in the U.S. may make them ineligible for treaty benefits.  Each case is different and only Penn's Corporate Tax Office, after looking over the paperwork provided, can make a decision as to whether or not your guest speaker is eligible.

· A photocopy of a U.S. Social Security Card for J1 visa holders or a photocopy of either a Social Security card or an ITIN card for B visa and Waiver holders.  If the guest speaker is entitled to treaty benefits, but cannot produce a Social Security or ITIN Card, Penn will withhold 30%.  

· Completion of the 8233 treaty form, with original signatures

The Corporate Tax Office

· Home Page: http://www.finance.upenn.edu/comptroller/tax/
· Location: Franklin Building, Suite 329/6284 

· Office Hours: Monday CLOSED; Tuesday, Thursday, Friday 10:00 AM - 12:30 PM and
1:30 PM - 4 PM; Wednesday 10:00 AM - 12:30 PM

Office of International Programs (OIP)

· Home Page: http://www.upenn.edu/oip/
· Location: 3701 Chestnut Street, Suite 1W / 3199 

· Main Number: (215) 898-4661 

Suggestions and Observations

· The web sites mentioned above are useful but might contain confusing and/or conflicting information.  If you are not sure, ASK!! Our contact information can be found here:  http://ccat.sas.upenn.edu/lhbas/index.html 

· If you have a question for OIP, call the main number, identify yourself as Penn staff, and ask to speak with an advisor.

· Since the 8233 treaty form is produced by the Corporate Tax Office, gathering all of the forms and documentation required for treaty benefits can be difficult.  It is unlikely that you will be able to obtain all the necessary forms and documentation in time to go to the Corporate Tax Office, obtain approval for treaty benefits, and bring back the treaty forms WHILE your guest speaker is still on campus.  If you get the treaty forms after your guest speaker leaves, hold on to the other paperwork while you fax or mail the treaty forms to your guest speaker.  Remember that the treaty forms must be returned to you by mail with original signatures.  Once you have all of the paperwork in hand, submit everything you have to your business office for payment.  This may delay getting an honorarium check to your guest speaker, but has the advantage of allowing them to receive their full honorarium payment. 

4 of 4

