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HARVARD UNIVERSITY FINANCIAL POLICY OFFICE 

Financial Administrator’s Job Aid 
for 

Human Subject Payments 
 

Review the Human Subjects Policy, Appendix A, and the below table. PI’s refer to the Human Subjects – PI Guide. 
U.S.-Based Study 

Pay by Value $100 or less Value over $100 
• Bank or Other Gift Card 
• Cash 
• Gifts In-Kind Items 
 

See: 
Human Subjects PI Guide 
Appendix B 

• Signed receipt or acknowledgment of 
payment log (see Appendix B). Keep on file 
with PI/Office. 

• Best Practice: Collect full legal name at time 
of payment (see Appendix B) and keep on 
file with PI/Office. 

 

• Check 
 

See: 
Financial Administrator’s Job Aid 
Glacier Job Aid for Foreign 
National/Nonresident Aliens 

• Financial Paperwork: (Send to department 
processing the payment) 

• U.S. Citizen - W-9  
• Foreign National - Foreign Individual Vendor 

Request Form 
• Payment in Lieu of Invoice or Other Invoice 

• Financial Paperwork: (Send to department 
processing the payment) 

• U.S. Citizen - W-9 
• Foreign National - Foreign Individual Vendor 

Request Form 
• Payment in Lieu of Invoice or Other Invoice 

Foreign-Based Study – U.S. Tax Resident 

Pay by Value $100 or less Value over $100 
• Bank or Other Gift Card 
• Cash 
• Gifts In-Kind Items 
 

See: 
Human Subjects PI Guide 
Appendix B 

• Signed receipt or acknowledgment of 
payment log (see Appendix B). Keep on file 
with PI/Office. 

• Best Practice: Collect full legal name at time 
of payment (see Appendix B) and keep on 
file with PI/Office. 

 

• Check 
 

Go to: 
Financial Administrator’s Job Aid 
Glacier Job Aid for Foreign 
National/Nonresident Aliens 

• Financial Paperwork: (Send to department 
processing the payment) 

• U.S. Citizen - W-9 
• Payment in lieu of invoice form or other 

Invoice 

• Financial Paperwork: (Send to department 
processing the payment) 

• U.S. Citizen - W-9 
• Payment in lieu of invoice form or other 

Invoice 

Foreign-Based Study – Foreign National 

Pay by Value $100 or less Value over $100 
• Bank or Other Gift Card 
• Cash 
• Gifts In-Kind Items 
 

See: 
Human Subjects PI Guide 
Appendix B 

• Signed receipt or acknowledgment of 
payment log (see Appendix B). Keep on file 
with PI/Office. 

• Best Practice: Collect full legal name at time 
of payment (see Appendix B) and keep on 
file with PI/Office. 

Signed receipt or acknowledgment of 
payment log (see Appendix B). Keep on file 
with PI/Office. 

• Best Practice: Collect full legal name at time 
of payment (see Appendix B) and keep on 
file with PI/Office. 

• Check 
 

See: 
Financial Administrator’s Job Aid 
Glacier Job Aid for Foreign 
National/Nonresident Aliens 

• Financial Paperwork: (Send to department 
processing the payment) 

• Foreign National - Foreign Individual Vendor 
Request Form 

• Payment in lieu of invoice form or other 
Invoice 

• Financial Paperwork: (Send to department 
processing the payment) 

• Foreign National -Foreign Individual Vendor 
Request Form 

• Payment in lieu of invoice form or other 
Invoice 
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HARVARD UNIVERSITY FINANCIAL POLICY OFFICE 

Department Checklist 
For 

Human Subject Payments by Check 
 

This job aid is for local department use only and does not need to be retained locally or sent to Central Accounts 
Payable or the NRA Tax Compliance Office. 
 
Human Subjects must be paid by check if: 

 You want human subject to receive a paper check rather than cash, a gift card or in-kind item, OR 

 The study is based in the U.S. and a single payment is over $100.00 (e.g., $100.01 or more), OR 

 The study is based outside the U.S., the participant is a U.S. Citizen or Permanent Resident and the payment is 
over $100.00 (e.g., $100.01 or more), OR 

 For a U.S.-based study, you have a reasonable expectation that the participant will earn over $600.00 in a 
calendar year from Harvard (as a human subject or in any other role). 

 
Human subjects receiving a check (rather than cash, gift cards, or in-kind items), must be set up as a Harvard vendor. 
If the individual is not already in the Harvard system, the below documentation must be collected. 
 
Please note that the information collected contains SSNs and foreign Tax ID Numbers, which are high-risk 
confidential information. This information must be stored in a secure place until submission to the appropriate 
financial processing office. The office setting up the individual(s) must shred this documentation as soon as the 
individual has been set up as a vendor. PIs do not need to keep this documentation unless it is part of the research. 

Check 
when 

Complete 

U.S. Citizen/Permanent Resident/Resident Alien Foreign National 

 Completed W-9 Form –the address on the W-9 
form is the payee’s permanent address. If there is 
a local or different address for the check to be 
sent, that address also needs to be collected. 
 
W-9 forms are not required for Enrolled Harvard 
students 

Complete Foreign Individual Vendor Request 
Form. 

 Open Vendor Request (VR) in Oracle Open Vendor Request (VR) in Oracle 

 Search VR to see if Recipient exists. If vendor 
exists with correct information, work is complete 
and payment may be processed. 

Search VR to see if Recipient exists. If vendor 
exists with correct information, work is 
complete and payment may be processed. 

 If individual does not exist, create new vendor 
using New Vendor Button* 

If individual does not exist, create new vendor 
using New Vendor Button* 

 Select correct vendor type ‘Individual US Citizen or 
Permanent’ and enter all required information, 
including email address. 

Select correct vendor type ‘Individual Non US 
Citizen’ and enter all required information, 
including email address. 

 Complete remaining form using information from 
the W-9 

Select Visa Type from drop down list. 
Study inside U.S. – select VISA type 
Study outside U.S. - select NE– No Entry  

 Select Tub Approver and Submit Request Complete remaining form using information 
from the Foreign Individual Request Form. 
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HARVARD UNIVERSITY FINANCIAL POLICY OFFICE 

Check 
when 

Complete 

U.S. Citizen/Permanent Resident/Resident Alien Foreign National 

 Write vendor request ID on the upper right corner 
of the W-9 form and fax it to AP at 617-495-3660 
(or submit via sealed envelope to your central 
finance office for review and processing if required 
by your school/unit). 

Select Tub Approver and Submit Request 

 Check status at Vendor Search – List of My 
Requests. 

If there was no entry into the U.S. Glacier is 
not required, but individuals must check “No 
Entry” as the VISA type when being set up in 
HCOM. If work was done within the U.S., the 
individual will receive information from 
support@online-tax.net. They must complete 
and submit information to the Tax Office 
before they can be activated as a vendor. 
 
See attached GLACIER reference sheet 
regarding communication to the individual. 

 Once vendor is active, prepare a payment request 
form using the payment in lieu of invoice form 
using object code 8273 

Check status at Vendor Search – List of My 
Requests. 

 Departments should shred W-9 form once vendor 
is active in the system. Central Accounts Payable 
will be the office of record for the W-9 form. 

Once vendor is active, prepare a payment 
request form using the payment in lieu of 
invoice form using object code 8273. 

  Departments should shred Foreign Individual 
Request form once vendor is active in the 
system.  

 
Notes: 
* If an individual is set up as a vendor but not active or if address or other information needs to be updated, refer 

to the Harvard Training Portal for additional instructions. 
* Payment in Lieu of Invoice Form: http://oc.finance.harvard.edu/lieu-invoice-form 
* Glacier Information: http://admin-enews.eureka.harvard.edu/news/topics/glacier or 

https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/searchresults/glacier/ALL 
 
 

 

http://www.irs.gov/pub/irs-pdf/fw9.pdf
mailto:support@online-tax.net
http://oc.finance.harvard.edu/lieu-invoice-form
http://oc.finance.harvard.edu/lieu-invoice-form
http://oc.finance.harvard.edu/lieu-invoice-form
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/resources/resourcedetail/simrs000000000003643
http://oc.finance.harvard.edu/lieu-invoice-form
http://admin-enews.eureka.harvard.edu/news/topics/glacier
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/searchresults/glacier/ALL


: 

Responsible Office: Financial Policy Office 
Date First Effective: 01/01/2011 

 Revision Date: 09/01/2017 
http://policies.fad.harvard.edu/ 

 

For Harvard Business Use Only   Page 4 

HARVARD UNIVERSITY FINANCIAL POLICY OFFICE 

If study outside of the U.S. – Note NE for 

“No Entry” as VISA type. 
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Glacier Job Aid for 
Foreign National - Nonresident Alien Human Subjects 

 

 You will receive an email from support@online-tax.net. Please check for this e-mail in your 
inbox or junk e-mail folder. 

 Log into GLACIER following the email directions and complete the questionnaire. 

 Printout forms and send originally signed forms with copies of any VISA documentation (e.g., I-
94, VISA passport sticker, etc.) to the NRA Tax Compliance Team via sealed envelope or fax. 
Never send this information via email. Originally signed forms are required and must be mailed 
or faxed before a payment may be issued. 
 

NRA Tax Compliance Team 
President and Fellows of Harvard College 
1033 Massachusetts Ave 
2nd Floor 
Cambridge, MA 02138 
FAX: 617-496-3196 
For questions contact: nratax_ufs@harvard.edu or 617-495-8500, option 5. 
 

Human Subjects should check the following boxes in GLACIER 

Check 
Independent Personal Services 

 

Check Consultant/ 
Independent Contractor 

http://www.online-tax.net/

