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Agenda
• What is a vendor
• When do you need to set-up a vendor

• Payment to an individual or entity for goods or services, royalties, rent, leases, or other activities
• Payment to a Harvard nonemployee for a qualified business expense

• Types of vendors
• Why is it important that I select the correct vendor type?

• Federal compliance
• Review types of vendors and when to use them
• Vendor set-up documentation requirements

• Tax reporting or withholding requirements
• U.S. or foreign sourced income
• Reporting or withholding based on payment type and residency status

• Processing Payments and Payment Considerations

4/26/18 FAD PO Policy Review Session
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Accounts Payable Life Cycle
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What is a Vendor
Individuals or entities offering goods or services, rents, royalties, or other activities to Harvard must be 
set up as a vendor in Harvard’s Harvard Online Marketplace (HCOM) system. Certain information is 
required in order to be compliant with federal and state regulations.

Things to be thinking about when setting up vendors:
Is the individual eligible to receive a payment from Harvard?

• Prior to any formal agreements being made, schools or units must confirm an individual or vendor is legally allowed to be 
paid by Harvard. Criteria may include:

• Most Commonly Seen Visa Types of Foreign National Guest Speakers, Independent Contractors Policy, Debarment Certification
• Must complete any required documentation (e.g.,  W-9, GLACIER, etc.)

Who should be set up as a vendor?
• Individuals or entities offering goods or services, other to Harvard. 

• For the most part, non-benefits eligible employees are set up as vendors in the HCOM system.
• In rare instances, a Harvard employee may be paid for a service via HCOM (e.g., services unrelated to their current 

job).
• Nonemployees receiving reimbursements for a valid Harvard business expenses (qualified, non-taxable).
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What is a Vendor (continued)

Classify a vendor correctly
Vendor classification helps comply with federal and state regulations for both U.S. and Non U.S. vendors

• Some payments may be considered a Harvard business expense and may not be taxable or reportable.
• Some payments to vendors may be considered income and are taxable or reportable.
• Vendors may sometimes receive payments for both goods or services and qualified business expenses.

Classify a payment correctly
A detailed description of the payment (who, what, where, when, why) helps determine tax withholding and reporting 
requirements for both U.S. and Non U.S. vendors.

• U.S. vs foreign sourced income (i.e., location of the activity)
• Type of payment

• Payments to individuals completing services who are not classified as an employee
• Payments related to other activities such as:

• Supplies and equipment (i.e., lab supplies, office supplies, cleaning supplies)
• Contracted services (i.e., independent contractors or consultants and temporary agencies)
• Lease payments
• Honorarium, prizes, awards, or fellowship payments
• Royalty payments

• Use the object code that best describes the purpose of the expense
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Eligibility to Receive a Payment from Harvard
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These are the most commonly-seen visa types of nonresident aliens, some individuals may have visa types not listed below. Contact NRA Tax 
Compliance Office for more information before offering to pay an individual an honorarium or travel expenses. Students on an F-1 immigration status 
have limitations on work they are allowed to perform. See the Harvard International Office website for more information before services are 
performed.

2Harvard is not permitted to pay an honorarium or reimbursement to these visa holders, who may only be engaged by the employer or agent  sponsoring their visa. In limited 
circumstances, Harvard may make payment or reimbursement via the speaker’s sponsoring agency; contact NRA Tax Compliance for details.

http://www.hio.harvard.edu/optional-practical-training-opt
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Employee Type Pay Group Common Object 
Codes

Reimbursement
System

Weekly Trades SPC, WPT, WRT 6080, 6090 Concur

Bi-Weekly Employees 
(OT Eligible and Exempt)

POU, PON, PFX 6050, 6070 Concur

Monthly Faculty MFC 6010-6030 Concur

Internal Post Docs MIP 6150, 6152 Concur

Weekly Temps
(includes work-study)

WTM 6110, 6120 HCOM

Monthly Teaching Fellow MTF 6140 HCOM

External Post Doc MEP 6450, 6452 HCOM

Student Stipend MST 6440 HCOM

This group must 
be set up as a 
vendor in the 
HCOM system

Generally, this 
group is 
reimbursed via 
Concur.
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Who to Set Up as a Vendor
• Individual – U.S. Citizen or U.S. Permanent Resident
• 1099 Employee – Reportable Income for University employees
• 1042S - Individual – Non U.S. Citizen
• Vendor 

• U.S. Sole Proprietorship
• U.S. or Foreign Partnership LLC
• U.S. or Foreign Corporation
• U.S. or Foreign Government Agency

• Harvard Registered Student – U.S. Citizen
• Harvard Business Expense (BER) – Foreign
• Temporary Vendor

4/26/18 FAD PO Policy Review Session
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Vendor Type
REQUIRED INFORMATION

Below is the minimum information required to set a vendor up in the system.
See Checklist Oracle Vendor Form and Using the Vendor Request Form for additional 

information.
Individual - US Citizen or Permanent Resident
US Citizen or green card holders – may include fellows, 
independent contractors, and invited guests - Considered a 
1099 vendor.

• Name
• Social Security Number (SSN) (do not request via email)
• Remit-to address
• Permanent legal address (if different)
• Completed W-9 form with Vendor Request ID

1099 Employee – Reportable Income
Employee with tax-reportable income that is earned while 
providing a service that is
unrelated to job responsibilities (e.g., Accounting Assistant 
hired as a harpist at a Holiday party)

• Name
• Harvard ID
• Social Security Number (do not request via email)
• Remit-to address
• Permanent legal address (if different)
• Completed W-9 form with Vendor Request ID

Individual - Non U.S. Citizen
A non-US permanent resident individual - Considered a 1042S 
vendor. Individual must supply immigration documentation 
that allows them to work in the US. Includes Harvard Students 
who are not U.S. Citizens.
The Foreign Individual Vendor Request Form may be 
completed and requests all the required information.
GLACIER Email is sent to individual’s will all visa types except, 
NE – No Entry

• Name
• Email Address
• VISA Type - If individual is entering the U.S., list a VISA type (use N/A if individual is entering 

U.S. but you do not know visa type.) If individual is not entering the U.S., select NE – No
Entry (which remains active for 90 days)

• SSN or ITIN (if none, enter N/A)
• Remit-to address
• Permanent legal foreign address (if different than remit to address)
• Individual will receive an email from support@online-tax.net for all visa types except NE 

and must complete information in GLACIER; an online tax system, before their payment can 
be processed. Individual must send completed tax summary page and documentation to 
Nonresident Alien Tax Compliance Office.

https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/resources/resourcedetail/simrs000000000003676
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/searchresults/vendor/ALL
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/resources/resourcedetail/simrs000000000003677
http://www.online-tax.net/
mailto:support@online-tax.net
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Vendor Type
REQUIRED INFORMATION

Below is the minimum information required to set a vendor up in the system.
See Checklist Oracle Vendor Form and Using the Vendor Request Form for additional information.

Harvard Registered Student – US Citizen
An enrolled Harvard student who is a US Citizen 
or Green Card Holder. Considered at 1099 vendor. 
Do not use for Harvard Students who are not a 
U.S. Citizen or permanent resident.

• Name
• Remit-to address
• Permanent legal address (if different)
• Social Security Number (do not request via email)
• Enter “Harvard Registered Student – US Citizen” and their HUID in the notes field.
• W-9 forms are not required for Harvard students

Harvard Business Expense (BER)  – Foreign
If the payment is a business expense 
reimbursement and the individual has a visa type 
under which reimbursements may be received 
than they may be set up as vendor type BER. No 
honoraria or services may be paid under this 
vendor type. This type of payment is considered a 
Harvard business expense and is non-tax-
reportable and is active for 90 days.  No GLACIER 
email is sent.

• Name
• Email Address
• VISA Type
• Remit-to address
• Permanent legal foreign address (if different than remit to address)
• SSN or ITIN (if none, enter N/A).
• Active for 90 days only
• When submitting the nonemployee reimbursement, the certain immigration document must 

be submitted with the paperwork. Details may be found on the NRA Tax Compliance website.

Temporary Vendor
A vendor typically set up to receive a one-time 
REFUND payment. This type of payment is non-
tax-reportable and is active for 30 days. 

• Name
• Remit-to address
• Permanent legal address (if different)
• Temporary Vendors are for one-time payments and are active for 30 days.

https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/resources/resourcedetail/simrs000000000003676
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/searchresults/vendor/ALL
https://nratax.oc.finance.harvard.edu/reimbursement-business-expenses
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Vendor Type
REQUIRED INFORMATION

Below is the minimum information required to set a vendor up in the system.
See Checklist Oracle Vendor Form and Using the Vendor Request Form for additional 

information.
US Vendor Types
US - Sole Proprietorship
A type of business entity that is owned and run by one individual 
– considered a 1099
vendor

US Partnership LLC
A hybrid business entity having certain characteristics of both a 
corporation and a
partnership or sole proprietorship - considered a 1099 vendor.

US Corporation
Created under the laws of a state as a separate legal entity that 
has privileges and liabilities that are distinct from those of its 
members. Includes 501(3)(c) nonprofit, US
colleges/universities.

US Government Agency
An organization in the machinery of government that is 
responsible for the oversight and administration of specific 
functions.

•Name
• SSN – for US Sole Proprietorship or Federal Tax ID/EIN – for all other US Vendor 

Types (do not request via email)
• Remit-to address
• Permanent legal address (if different)
• Completed W-9 form with Vendor Request ID

Note:
Select US-Corporation if Partnerships or Trust/Estate box is checked on the W-9
Select US-Partnership LLC if Partnerships or Trust/Estate box is checked on the W-9
Select US-Corporation if one of the below is checked on the W-9 form.

C – Corporation
S-Corporation
Limited Liability Company
Exempt Payee, or
Other

https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/resources/resourcedetail/simrs000000000003676
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/searchresults/vendor/ALL
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
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Vendor Type
REQUIRED INFORMATION

Below is the minimum information required to set a vendor up in the system.
See Checklist Oracle Vendor Form and Using the Vendor Request Form for additional 

information.
Foreign Vendor Types
Non US Corporation
A corporation based outside of the US.

Non US Partnership
A partnership based outside of the US.

Non US Government Agency
Government agencies for countries outside the US.

• Name
• EIN/Tax ID Number (if applicable)
• Tax Reporting Name if different from vendor name
• Remit-to address
• Permanent legal address (if different)
• Completed W-8 form (if applicable) with Vendor Request ID

https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/resources/resourcedetail/simrs000000000003676
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/searchresults/vendor/ALL
http://www.irs.gov/pub/irs-pdf/fw8ben.pdf
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Vendor Type Inactivation Date
Any vendors with no activity for two years will be automatically 

inactivated
1099 Employee - Reportable Income N/A
Business Expense Reimbursement – Foreign (BER) 90 days from Oracle approval date
Harvard Registered Student – US Citizen N/A
Individual – Non‐US Citizen

ADVTR – Advance Travel Request (always taxable) 90 days from Oracle approval date
NA – Not Applicable/Unknown Should be switched to another visa type
NE – No Entry 90 days from Oracle approval date
NE-RC – No Entry Royalty Payment (taxable) 2 years from Oracle approval date
All other visa types Based on immigration documentation end dates

Individual: US Citizen/ Perm Res. N/A
Temporary Vendor 30 days
Vendor – US ‐ Sole Proprietorship N/A
Vendor – US Partnership LLC N/A
Vendor ‐ US Corporation N/A
Vendor –US Government Agency N/A
Vendor – Non US Corporation N/A
Vendor – Non‐US Partnership N/A
Vendor – Non‐US Government Agency N/A
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Temporary Vendor

4/26/18 FAD PO Policy Review Session

15

A temporary vendor is typically an individual receiving a one-time refund payment. Examples 
include refund for registration fees for an executive education program or an overpayment for 
an event registration.

• Considered non-taxable or reportable
• Active for 30 days
• Should not be used to reimburse individuals for business expenses (use BER, Harvard 

Registered Student, or 1099 Vendor)
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Harvard Business Expense Reimbursements
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• Any time Harvard gives money or other 
value to an individual, it can have tax 
implications.

• The “Accountable Plan” is the set of IRS 
rules Harvard must follow to ensure 
reimbursements are not taxable to the 
recipient/reimbursee. 

• The rules aren’t necessarily intuitive. 
Some expenses -- even though they 
relate to work – are still considered 
personal expenses (commuting, 
professional attire, etc.)

SUMMARY OF ACCOUNTABLE 
PLAN RULES

• Must be substantially business-
related – not a personal 
expense

• Must be substantiated –
documented with receipts and 
business purpose

• Reimbursement request must 
be submitted timely (Best 
Practice for Nonemployees is 90 
days) 

• Amount reimbursed can’t 
exceed actual expense
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Common Payments to Students and Nonstudents
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Type Definition PR or NR? Taxable?

Prize or Award A gift for a task well done or a past accomplishment, i.e., writing the best 
essay, earnings the highest GPA

HCOM - PR Yes

Nonqualified Fellowship 
(Stipend)

A payment to aid in an individual's pursuit of study or research. A fellowship 
may take the form of a travel award or allowance. This is not related to 
performance of services on behalf of Harvard.

HCOM – PR

PeopleSoft

Yes 

Qualified Fellowship 
(Scholarship for Tuition and 
Required Fees)

Payment for required tuition and fees for a degree program. SIS Feed – Term Bill No

Course Expenses Some travel or other course expenses are nontaxable if:
• The travel or other expense is required as part of a course (see below); and 
• The recipient is a registered degree candidate; and
• The expenses are necessary in delivering the course and budgeted as part 

of the course cost. 

HCOM – NR No

Harvard Business Expense Expenses may be reimbursed as University business expenses if a faculty 
member or another authorized Harvard employee determines that the 
expense is in direct support of University research or scholarship 

HCOM - NR No

Employment or Work or
Service or Researcher

Student must preform an action or complete a deliverable in order to be 
paid.

PeopleSoft

HCOM – PR

Yes
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Payment Considerations
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Notes to CRT Field or Reactivation Reason:
• List any time you want to communicate additional information to Vendor Setup team (e.g. 

Temporary Vendor, BER – what is the payment for, etc.)

• Site requests: 
• Consider which sites need to be made inactive when adding/reactivating other sites (tax 

reporting implications); is this a permanent site or only needed one-time? 
• Harvard Office address for a one-time payment

• Consistency in the Vendor Name: 
• The vendor name on the W-9 should match the vendor name on the invoice to match the 

vendor name on the payment.
• Mismatched or inconsistent names can result in wire transfers or other types of payments 

being rejected by the bank.

• Strong and detailed description of the business purpose will help AP determine tax and reporting 
requirements.
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The VISA Expiration Date shows the expiration date for the current immigration documentation 
on file. These dates also appear in the Inactive Date column. 

Looking up Vendor Expiration Dates
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Vendor Processes Specific
to

Individuals – Non U.S. Citizens
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Individual - Non U.S. Citizen (aka, nonresident aliens, NRA, 1042S vendor)

Prior to setting Individual – Non U.S. Citizens up as a vendor, please be sure to confirm:
• If the individual will or will not be entering the U.S. Selecting an incorrect visa type can result in a delay when activating new 

vendors.
• Schools and units must confirm that the individual is legally allowed to be paid by Harvard based on their visa type.
• Individual – Non U.S. Citizens may be subject to tax withholdings for income earned in the U.S. Improper classification may 

result in under withholding which can result in taxes being charged back to department in order to remain compliant with IRS 
regulations.

4/26/18 FAD PO Policy Review Session
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Individual is not entering the U.S.

If you know the individual will not be entering the U.S. – select visa type “NE – No Entry/No U.S. Presence”. No GLACIER email 
will be sent to the individual, since income is considered foreign sourced income and is not subject to U.S. taxes (it may be 
subject to taxes in the country received).

Individual is in or will be entering the U.S.

Harvard Students that are foreign individuals must be set-up as “Individual- Non- US Citizen”, and NOT “Harvard Student.”

Schools and units must confirm that the individual is legally allowed to be paid by Harvard. 

If you know the individual will be entering the U.S., but do not know their visa type, select “NA – Not Available”. This will trigger a 
GLACIER email to the individual. Vendor Set-up (VST) will update the visa type upon receipt of the GLACIER tax summary report 
and immigration documentation. 
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Individual - Non U.S. Citizen (aka, nonresident aliens, NRA, 1042S vendor)

If an Individual – Non U.S. Citizens is entering the U.S. or earning income that is considered U.S. income, Harvard 
uses a third-party system, called GLACIER Online Tax Compliance System, to calculate the tax withholding. Tax 
withholding rates may range between 14-30% based on an individual’s visa and income type. 

• Individuals must complete GLACIER before they will be activated as a vendor.
• It is the best interest of the individual to complete and update their GLACIER record when they have changes to 

their visa or earnings type since they may qualify for tax treaties and have less taxes withheld.
• Liability and rates for tax withholding is based on:

• Tax Residency Status (determined by GLACIER and can include eligibility for tax treaty benefits)
• Whether the income is considered U.S. or Foreign-Source Income
• Income type:

• Salary/Wage
• Stipend/Scholarship/Fellowship/Grant
• Honorarium, Royalty, Prize, or other Payment
• Harvard Business Expense

• Visa type
• ADVTR – Advanced Travel – Taxable Income
• NE-RC – No Entry Royalty Payment- Taxable Income

4/26/18 FAD PO Policy Review Session
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GLACIER Highlights
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Non Resident Alien VISA Type History Required
B1, B2, Visa Waiver, ESTA Prior 6 years of U.S. presence

F, J, M, Q, TN, O, H1B, A, G, E3, etc. Back to 1986

VISA Information
Entering all prior visits to the U.S. related to any sponsored immigration 
status is required due to IRS regulations that impact accurate tax 
calculations. F-1 or J-1 nonresident alien visa holders may be eligible for 
a FICA tax exemption, be sure to complete GLACIER in order not to 
have these taxes withheld from your paycheck!

To get a copy of your most recent I-94 or travel history, go 
https://i94.cbp.dhs.gov/I94/#/home and click “Get Most Recent I-94” 
or “View Travel History.”

Sample GLACIER Fields

Guidance and reference materials on GLACIER can be found on the Nonresident Alien Tax Compliance website 
https://nratax.oc.finance.harvard.edu/Glacier . Guidance and the NRA website link is also included in the Harvard auto-generated 
GLACIER email sent to each new foreign payment recipient.
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GLACIER 
Processing Times 

for
Individuals –

Non US Citizen
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Business Expense Reimbursement (BER) Vendor Type
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Vendor type Business Expense Reimbursement (BER) allows Harvard administrators to reimburse foreign individuals 
who do not have a prior payment relationship with Harvard and are only being reimbursed for Harvard business 
expenses. Foreign payees can bypass the GLACIER process, since they will not be paid income. 

Requirements (see Vendor Type: BER for additional details)
• The individual has not or will not be paid any income (e.g., honoraria, fellowship, grant, royalty, stipend, etc.) If 

the individual will be paid income, then they must be paid as vendor type Individual – Non U.S. Citizen.
• Individual must follow the accountable plan rules:

• Submit a complete business purpose and receipts
• Submit receipts in a timely manner (within 90 days)
• Complete and submit a nonemployee reimbursement form

• Administrators must submit any signed certification forms, and required copies of immigration documents along 
with each Nonemployee Reimbursement (NR) Payment Request in order to support that the individual is legally 
allowed to be reimbursed by Harvard. Payment cannot be processed without this required information. 

• The vendor record will be active for 90 days. 

NOTE: If a individual’s status changes (e.g., they were paid as a BER vendor for travel expenses a year ago, but are 
returning to Harvard and will be given a travel allowance), their vendor type must be changed to Individual – Non 
U.S. Citizen.

https://trainingportal.harvard.edu/content/socialtenantngx/DmRb2cQZbzPhqQlDdm0Kwg/1524229193/1/0048MjAxOEZFQjI2X0JFUl9WZW5kb3JfVHlwZV9GSU5BTC5wZGY=RnJpIEFwciAyMCAwODo1OTozOCBFRFQgMjAxOA==/0088T3FadTBldnZXRDFqTC9YUDJ6WmFSTDV1S0h6Vy9GeWx3bHpHM1VXWVlCU1lUNkcrQysrTlZXaGo4SWttb3BNcA==RnJpIEFwciAyMCAwODo1OTozOCBFRFQgMjAxOA==/eot/MjAxOEZFQjI2X0JFUl9WZW5kb3JfVHlwZV9GSU5BTA==.pdf
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Where to Note Payment Descriptions 
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Reference Materials
Business Expense Reimbursements Policy
Employee and Nonemployee Gifts and Celebratory Events
Fellowship Payments and Reimbursements for Students and Non-employee Postdocs/Fellows
Fellowships Toolkit
GLACIER Instructions
Honoraria and Reimbursements for Foreign Nationals
Independent Contractors
Training Portal
Travel Policy
Vendor Set Up Materials

• Checklist Setting UP Foreign Individual as Vendor  Using the Vendor Request Form
• Setting Up Vendor Type – Individual – Non US Citizen  Setting up Foreign Individuals with BER Vendor Type
• Vendor Address Standards

Forms:
Foreign Individual Vendor Request Form W-8 Form W-9 Form HCOM Non-Employee Reimbursement Form
Travel Reimbursements to B-2 or WT Visa Certification Form (for BER Vendors)
In Lieu of Invoice Form Deposit, Pre-Payment, Enclosure, and Special Mailing Form

For questions regarding vendor setup or reactivation processes, contact the Vendor Set-up at 617-495-8500 option 3 or vendorsetup_ufs@harvard.edu

For questions regarding the GLACIER process, tax issues, reference materials, and FAQ see the “Nonresident Alien Tax Compliance” website 
https://nratax.oc.finance.harvard.edu/ or contact the Nonresident Alien Tax Compliance at 617-495-8500 option 5 or nratax_ufs@harvard.edu . 

27
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https://policies.fad.harvard.edu/pages/business_expense_reimbursements
https://policies.fad.harvard.edu/pages/employee-gifts-and-celebratory-events
https://policies.fad.harvard.edu/fellowships-vs-reimbursements
https://policies.fad.harvard.edu/files/fad_policies/files/fellowships_toolkit_2.5.15_0.pdf
https://nratax.oc.finance.harvard.edu/Glacier
https://policies.fad.harvard.edu/pages/honoraria-foreign-nationals
https://policies.fad.harvard.edu/pages/independent-contractors
https://trainingportal.harvard.edu/Saba/Web_wdk/NA1PRD0068/index/startIndex.rdf?spfUrl=/Saba/Web_spf/NA1PRD0068/local
https://policies.fad.harvard.edu/pages/travel-0
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/searchresults/vendor/ALL
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/searchresults/vendor/ALL
https://apps.irs.gov/app/picklist/list/priorFormPublication.html?resultsPerPage=200&sortColumn=sortOrder&indexOfFirstRow=0&criteria=formNumber&value=W-8&isDescending=false
https://apps.irs.gov/app/picklist/list/formsInstructions.html?value=W9&criteria=formNumber&submitSearch=Find
https://finance.harvard.edu/resources/forms-templates
http://nratax.oc.finance.harvard.edu/files/nra/files/b2_or_wt_visa_certification_form.pdf?m=1457380632
https://oc.finance.harvard.edu/ap-forms
https://oc.finance.harvard.edu/ap-forms
mailto:vendorsetup_ufs@harvard.edu
https://nratax.oc.finance.harvard.edu/
mailto:nratax_ufs@harvard.edu


HARVARD
Financial Administration

Appendix: W-9 Form
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Appendix: U.S. or Foreign-Source Income
Payments from Harvard may be subject to taxation. Depending upon where the income is earned, it may be taxable to an a 
nonresident alien or foreign entity. For tax purposes, nonresident aliens, unlike U.S. citizens and resident aliens are only subject to 
tax on income that is considered “U.S. source” by the IRS. Depending upon the payment type, U.S. citizens and resident aliens may 
receive need to self-report or may receive a 1099 at the end of the tax year, or may need to do both, based on the income type.

4/26/18 FAD PO Policy Review Session

29

Income Type Source Determined By

Pay for Personal Services Where services are performed
If services are performed in the U.S. considered U.S. 
income.

Scholarship or Fellowship Grants Generally, residence of payer (Harvard)
Exceptions would be when such payments relate to 
activities conducted outside of the U.S. They are deemed 
“foreign source” and not subject to taxes for NRAs.

Rents Where property is located

Royalties – Patents, Copyrights, etc. Where intellectual property is used
Payments made by Harvard for royalties, copyrights, or 
permission fees are generally considered U.S. source 
income

Pensions due to personal services performed Where services were performed while a nonresident alien
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Appendix: Examples of Reporting Requirements
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Fellowship Prize

US Tax Residents Nonresident Aliens US Tax Residents Nonresident Aliens

• Harvard is not required to 
report payments to the 
IRS or to the recipient

• No withholding is 
required

• Recipient must self-report
as gross income

• Harvard is required to 
report payments to the 
IRS and to the recipient 
on Form 1042-S

• Withholding is required 
(usually at 14% or 30%) 
but can be reduced by tax 
treaties if available

• Harvard must report to 
the IRS and issue prize 
recipients a Form 1099 if 
the prize amount is $600 
or more

• 1099MISC Box 3

• Harvard is required to 
report payments to the 
IRS and to the recipient 
on Form 1042-S

• Withholding is required 
(usually at 14% or 30%) 
but can be reduced by tax 
treaties if available


	Vendor Set-Up Process
	Financial Policy Website: policies.fad.harvard.edu
	Agenda
	Accounts Payable Life Cycle
	What is a Vendor
	What is a Vendor (continued)
	Eligibility to Receive a Payment from Harvard
	Business Expense Reimbursements 
	Who to Set Up as a Vendor
	Vendor Types
	Vendor Types
	Vendor Types
	Vendor Types
	Vendor and Visa Type Inactivation Dates
	�Temporary Vendor
	Harvard Business Expense Reimbursements
	�Common Payments to Students and Nonstudents
	�Payment Considerations
	The VISA Expiration Date shows the expiration date for the current immigration documentation on file. These dates also appear in the Inactive Date column. �
	Vendor Processes Specific�to�Individuals – Non U.S. Citizens
	�Individual - Non U.S. Citizen (aka, nonresident aliens, NRA, 1042S vendor)
	�Individual - Non U.S. Citizen (aka, nonresident aliens, NRA, 1042S vendor)
	GLACIER Highlights
	GLACIER Processing Times for� Individuals – Non US Citizen
	�Business Expense Reimbursement (BER) Vendor Type
	Where to Note Payment Descriptions 
	Reference Materials
	Appendix: W-9 Form
	Appendix: U.S. or Foreign-Source Income
	�Appendix: Examples of Reporting Requirements

