Payment Determination Guidelines for Non-U.S. Citizens Performing Services Inside U.S.

Aforeign person may not be eligible to work depending on immigration status. Must be approved by Payroll Services before service is provided.

(Contact payroll-nr

edu for assi e.)
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Citizen and allwork is
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Refer to the Payment Determination
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Citizens flowchart for guidance.
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Refer to the Non-U.S. Citizen-
Outside the U.S. flowchart for

guidance.

Payee enters the U.S. on a B-1/B-2/WB/WT, J-1, F-1 (CPT/OPT), or has an EAD in visa types H4, J2, AOS, etc.

NO
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Complete a Payroll Voucher, submit to
Payroll Services for approval and to
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The University of lowa - Payroll Services

Service / payment may not be allowed.
Contact Payroll Services for additonal

information.
1 YES
The service provider is an NO The service provider is an YES
individual does not have a valid ividiual that has a valid SSN or
SSNor ITIN.

Payee is required to complete an online FNIS form. Payroll Services will initiate
FNIS email with instructions.

Payees must also provide:

Photocopy of valid passport photo page.

Photocopy of I-94 or port-of-entry stamp in passport.

For RAs, payee is required to :
Complete IRS Form W-9.

For NRAs, payee is required to:
Complete IRS Form W-8BEN

B1/B2/WB/WT visa holders, payees are required to complete a Compliance
Statement.

J-1visa holders, payee is required to:

Provide a photocopy of DS-2019

Provide an approval letter from the J-1 sponsor stating they can participate in the
activity at the Ul

Payee with EAD is required to:
Provide a photocopy of their EAD

Payroll Services will request any other applicable documentation.

in order to participate in

quil affecting

aliens coming to the U.S.

when an
be awarded can vary.

may

Helpful Links:

Payroll Services:

Payroll Voucher Form
Payroll Voucher Instructions
IRS Form W-9

IRS Form W-8BEN
Compliance Statement

Purchasing, Accounts Payable & Travel:
Professional Service Agreements (PSAs)
Purchase Requisitions (Pregs)

Sole Source Purchase Justification Form

Contact Information:
payroll-services@uiowa.edu
payroll-nra@uiowa.edu (non-U.S. Citizens)
workforce-operations@uiowa.edu
Purchasing, Accounts Payable & Travel

Payments must be made in the E-Pro System
using the Services Voucher.

A bidding process is necessary unless a Sole Justifiation Form

A/P &Travel for

A PReq may also be required.
Refer to the Purchasing Office website for more information.

A/P &Travel for

Paid with a Payroll Voucher or Service Voucher, as determined

Paid with a Payroll Voucher or Service Voucher, as

Key:

CPT = Curricular Practical Training

EAD = Employment Authorization Card

FEIN = Federal Employee Identification Number
ITIN = Individual Tax Identification Number
NRA = Non-resident Alien

OPT = Optional Practical Training

Preq = Purchase Requisition

PSA = Professional Services Agreement

RA =Resident Alien

SSN =Social Security Number
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https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2019-06/Payroll%20Voucher%20Form.pdf
https://hr.uiowa.edu/pay/payroll-services/payroll-forms/payroll-voucher
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2019-07/compliance_statement.pdf
https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2019-07/compliance_statement.pdf
https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2019-07/compliance_statement.pdf
https://ap-purchasing.fo.uiowa.edu/purchasing/professional-services-agreements
https://ap-purchasing.fo.uiowa.edu/purchasing/preqs
https://ap-purchasing.fo.uiowa.edu/sites/ap-purchasing.fo.uiowa.edu/files/2020-03/SoleSource.pdf
mailto:payroll-services@uiowa.edu
mailto:payroll-nra@uiowa.edu
mailto:workforce-operations@uiowa.edu
https://ap-purchasing.fo.uiowa.edu/contacts
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