Revised 11/10/2021

Lecturer accepts invitation to
speak at UNC

Yes Background check is

Will traveler be on - 5 required. Ask
campus for 11 Cinnamon for details.
consecutive days?

Will monies be paid to the
visitor at any point?
(reimbursement, airfare,
honorarium)

Is visitor a U.S. Citizen
or a permanent
resident?

Will visitor be Will visitor be

receiving an receiving an
honorarium? honorarium?

Complete group Complete group Complete group Complete group
1 forms 2 forms 3 forms 4 forms

Need forms at least 8 weeks in Will airfare be issued
advance of travel. Once notified through CABS**? T
by office staff that paperwork has T st
been approved, committee chair be submitted to office
puts traveler in touch with travel prior to traveler’s
agent to book flight. departure from UNC

Will visitor be
reimbursed for travel
expenses?

**Central Airfare
Billing System —
means by which an
airfare is purchased
by UNC for traveler.
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Form Groups

1. U.S. Citizen/Permanent Resident Receiving Honorarium
a. Speaker Checklist*
b. Internal Vendor Form
c. W-9
d. ACHForm
2. U.S. Citizen/Permanent Resident Receiving Travel Funding and NOT Receiving Honorarium
a. Internal Vendor Form
b. W-9
¢. ACH Form if receiving travel reimbursement funds
3. Non-U.S. Citizen Receiving Honorarium
Internal Vendor Form
W-8BEN
Independent Contractor Form
Copy of Passport pages
Foreign Withholding Assessment Form
1-94 & Travel records for the DHS
IRS 8233
ACH form (Only if speaker holds a US bank account) OR
. Foreign Wire Set-Up Form
4. Non-U.S. Citizen Receiving Travel Funding and NOT Receiving Honorarium
Internal Vendor Form
W-8 BEN
Copy of Passport/Visa pages
ACH form (Only if speaker holds a US bank account and is receiving travel reimbursement) OR
Foreign Wire Set-Up Form (Only if receiving travel reimbursement)
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*If any speaker will be on campus for more than a week or be paid more than $5,000, they will need to fill out the full
Independent Contractor Form.



https://finance.unc.edu/wp-content/uploads/sites/298/2021/07/708-3-1f.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://finance.unc.edu/forms/1218-1-2f/
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://finance.unc.edu/forms/1218-1-2f/
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://finance.unc.edu/wp-content/uploads/sites/298/2021/07/708-1-1f.pdf
https://finance.unc.edu/wp-content/uploads/sites/298/2021/07/708-1-1f.pdf
https://unc.policystat.com/policy/4870249/latest/
https://unc.policystat.com/policy/4870249/latest/
https://unc.policystat.com/policy/4870249/latest/
https://finance.unc.edu/forms/1218-1-2f/
http://finance.unc.edu/files/2015/12/foreign-wire-setup.pdf
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://finance.unc.edu/forms/1218-1-2f/
http://finance.unc.edu/files/2015/12/foreign-wire-setup.pdf
https://finance.unc.edu/wp-content/uploads/sites/298/2021/07/708-1-1f.pdf

