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EVANS FOUNDATION

CHECK & NON-TRAVEL REIMBURSEMENT REQUESTS

Note that travel reimbursements are covered under a separate process.

A pre-numbered payment request form is prepared for all payments. This form contains information on

· Who is requesting and approving the disbursement

· Who the disbursement is to be paid to, including the address
· General Ledger account and section account # to be charged for expenditure

· Description of item/service

· Amount to be paid

· Check handling instructions (Interoffice or US mail)

By approving for payment, you are verifying that items/services were received as invoiced.  The person approving the payment must be a person listed as authorized for the section listed on the signature authority matrix.
Please print legibly, especially payee name and address and section name.  Please be sure all fields and documentation is attached as incomplete vouchers will be returned to the approver.  
Documentation that need to be attached to request:
If payee is a company:
· The original invoice 

· For catering, please state purpose of meeting and list the meeting attendees
If payee is an individual employed by BMC being reimbursed for expenses incurred:
· The original itemized invoice/receipt and if applicable, the signed credit card receipt, copy of cancelled check, etc.
· For catering, please state purpose of meeting and list the meeting attendees
· For travel attach a completed Travel Form – See Travel Reimbursement Requests

If payee is non-employee individual:
· IRS Form W-9 (TIN Certification). Be sure name, home address, and tax ID info is provided and the form is signed.
· Agreement or contract signed by non-employee individual and Evans Medical Foundation indicating the terms of the payment arrangement.

· A numbered invoice for goods/services rendered and the time period covered.
Distribution of Checks:
Checks will be sent via interoffice or US mail as indicated on the Payment Request Form.  If requesting interoffice, please indicate the address where the check should be sent.

Your current contact person is Tamika Roberson. She can be reached at x8-8797

Tamika.Roberson@bmc.org 

Please note special requirements for Foreign Nationals:

Payments made to foreign nationals are subject to special requirements resulting from the aftermath of 9/11 and the changing status of international tax treaties between the United States and the host countries.

In summary, honorariums for foreign nationals must be paid thru the payroll office due to the US Tax withholding requirements as outlined below. Reimbursements for travel related expenses should be submitted to Evans accounts payable. An IRS form W-9, copy of passport and I-94 Card are required. Updated detail can be found on the University website at http://www.bu.edu/isso/administrators/b1/index.html
International visitors generally travel to the US in either a B-1 (Visitor for Business) or B-2 (Visitor for Tourism) classification. They may be paid an honorarium, a per diem and/or reimbursed for travel expenses for activities lasting no longer than 9 business days, from no more than 5 academic institutions in the US within the past six months. If the activity will last longer than 9 business days, please refer to the immigration classifications table. 

Nationals of certain countries are waived by the US Department of State from obtaining a B-1 or B-2 Visitor Visa to enter the US for short visits. Nationals of approximately 27 countries can enter the US with a valid passport and obtain WB (Visa Waiver for business) or WT (Visa Waiver for Tourism) status at a US port of entry. They may also receive payments for limited academic activities and must follow the same regulations and guidelines stated above.

The host department is strongly advised to send a formal letter of invitation to the international visitor outlining the terms of the academic activities and remuneration, if applicable, to assist the international visitor with his/her application for a non-immigrant visa at a US Embassy or Consulate. Please refer to the ISSO sample letter of invitation.

International visitors who will be paid as indicated above must provide copies of their immigration documents to the host department while physically present in the US at the time of the academic activity (i.e. photocopy of the personal data page of passport and a dark, legible copy of the front and reverse side of I-94 departure card) in addition to a US social security number (SSN) or a US individual taxpayer identification number (ITIN) for tax purposes. Payments for travel reimbursements and per diems are processing through the Office of Accounts Payable. Honorarium payments for foreign nationals are processed through the Payroll Office.

US taxes will be deducted for honorarium payments to international visitors at a withholding rate of 30%. If the individual is eligible for tax treaty benefits for honorarium payments, they must present a US Social Security number or a US taxpayer identification number to the Payroll Office and complete an application for tax treaty benefits while present in the US . If the individual is unable to provide a US Social Security number or a US taxpayer identification number while present in the US , US taxes will be deducted at the standard 30% withholding rate. The individual may be eligible to apply for a refund from the US government after obtaining a US Social Security number or a US taxpayer identification.
