December 13, 2005

UC W-8BEN DATE

Office of the President has announced that the Payroll/Personnel System is being modified to add a new data element, the date the UC W-8BEN form was signed, to the Employee Data Base (EDB).   This is to assist the Payroll Office with determining the proper citizenship status coding of Non-U.S. Citizens.  

Under Federal tax laws, all non-U.S. citizen employees are classified as either resident aliens or nonresident aliens. The University must establish proper classification with respect to residency for Federal tax purposes in order to determine the proper tax withholding and file the appropriate reports with the Internal Revenue Service. By reviewing the information on the completed UC W-8BEN form, the University can determine whether individuals should be classified for Federal tax purposes as a resident alien or nonresident alien.    

Non–resident alien employees must complete this form at the time of hire, rehire, or when there are any changes to their visa status.  The UC W-8BEN form will remain in effect for a period of three years from the date that it is signed, unless there are changes to visa status which require a new form be completed immediately.  The date the UC W-8BEN form was signed needs to be entered into the payroll system at the time the form is completed.  It may be entered OEU on the EALN screen (within the hire bundle) if the hiring unit has received the form from the individual.  If the form has not been received, the date may be left blank and it will be updated by the Payroll Office when the form is received from the individual (see the UC W-8BEN announcement and procedure letter of May 19, 2004 on the Payroll Office web site under the Alien Information link):




            http://www.ucsc.edu/finaff/payroll/index.htm

The UC W-8BEN date can be viewed on the Alien Information (IALN) screens in PPS and on the IBA1 History Inquiry Employment Data screen.

