Division Responsibilities for Employing Foreign Nationals Telecommuting Outside
the U.S.

Background
A Foreign National is an employee who is not a U.S. Citizen or US Permanent resident (green card holder).

UW-Madison permits departments to pay foreign nationals who are working or receiving scholarship/fellowship
payments from outside the country.

Summary

Departments employing foreign nationals outside the U.S. must work with OHR Payroll to monitor each employee’s U.S.
presencel. This ensures that employees receiving foreign source income (FSI) are taxed appropriately and receive the
correct tax reporting documents.

When does this process apply?

The below process assumes that the employee or scholar/fellow meets international telecommuting criteria. See
Remote Work: Guidance and Resources for Employees for more details.

If you are paying a foreign national:

- whois not a permanent U.S. resident AND
- is working outside the U.S. OR is receiving scholarship/fellowship payments while outside the U.S.

What do you need to do?

1. We expect divisions to answer employee FSI questions, so we strongly encourage HR and Payroll staff to
become familiar with Glacier. Please take the online Glacier training, which will provide context for Glacier
and the FSI process.

2. Collect and review foreign source income documents for accuracy. Read each form carefully. If two forms
ask for the same information (ie: days’ presence), the information on each form must match. If there is a
discrepancy between documents, the documents will not be accepted. Arrival and departure dates count as
one day present in the U.S.

For current foreign national employees who are telecommuting:
a. Updated UW-Madison Glacier documents
i. Notify the employee to update Glacier with accurate to-the-day U.S. presence. If you are uncertain if
someone has a UW-Madison Glacier account, you can ask the employee.
b. Foreign Source Income Statement for 2022
c. 1-94 travel history with a statement confirming its accuracy

For newly hired foreign national employees who are telecommuting:

a. Nonresident Alien U.S. Visit Summary
b. Foreign Source Income Statement for 2022
c. 1-94 travel history with statement confirming its accuracy

1 See Appendix for a definition of U.S. presence
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For one-time scholarship/fellowship recipients:

a. NRA Lump Sum Scholarship Procedure

3. Once your review is complete, upload all documents to your division’s Campus Payroll Box folder.
a. Send an email to foreignsourceincome@ohr.wisc.edu for the single-use link to the Campus Payroll Inbox
b. Include your Foreign Source Income Checklist as your file’s first page.
c. Label the upload: Foreign Source Income - Last Name, First Name — Empl ID

4. OHR Payroll will then review the documents to confirm FSI file.
Results from this Process:
OHR Payroll will notify you of your employees’ tax residency status.

a. Resident alien: treated like a U.S. citizen for tax purposes because they pass the IRS Substantial
Presence Test.

b. Nonresident alien (NRA): does not pass the IRS Substantial Presence Test. In most cases, NRAs have
taxes withheld from their paychecks. They cannot adjust their withholding settings. In the fall, the
employee’s foreign source income file will be reconciled.

NRAs are not subject to U.S. taxes when receiving FSI/working from outside the U.S. They are subject to
taxes whenever they are present in the U.S. and receiving income from a U.S. employer. UW-Madison
must account for all the U.S. presence to ensure that taxes are collected when required. An employee
with no U.S. presence in the calendar year will have taxes refunded. Employees with presence will have
taxes withheld, prorated to the number of days present, and any balance owed will be refunded.

In Fall 2022 divisions will recollect and submit FSI documents?. We will use these updated documents to
confirm Nonresident Alien U.S. presence and reconcile 2022 tax withholding. Employees may not
receive a tax refund if OHR Payroll does not receive these documents.

5. United States bank accounts are the preferred, most efficient method of payroll. Divisions should confirm
with employees if they have access to a United States bank account. For employees without a United States
bank account, divisions must also collect wire transfer information. Wire transfers can be submitted via the
wire transfer workflow. Shared Services needs wire transfer information at least 7 days before the final calc.
Note that divisions may have different deadlines.

HRS/JEMS Reminder: Check the JEMS box that indicates the employee is a foreign national.

Do not check the Foreign National Working outside the U.S. box in Modify a Person or in JEMS. This is a centrally
managed function.

2 See appendix for document recollection process.
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https://www.irs.gov/individuals/international-taxpayers/substantial-presence-test
https://www.irs.gov/individuals/international-taxpayers/substantial-presence-test
https://uwservice.wisconsin.edu/docs/publications/pay-international-wire-tipsheet.pdf

Appendix

A. Definitions

U.S. presence: Any time the employee is present in the U.S.

Date Duration Calculator: Use a date duration calculator to determine total days’ presence per calendar year. Include

start and end dates.

Arrival and departure dates each count as one day presence.

Example: An employee arrives at JFK airport from Toronto at 11am on Friday, June 26%". They depart JFK for Ottawa at
5pm the same day. For foreign source income purposes, they record that layover as one day of presence.

Start Date

Month: Day: Year: Date:
—
6 /26 '/ 2020 *

Today

@ include end date in calculation {1 day is added)

Add fime fields
Add time zone conversion

Calculate Duration

From and including: Friday, June 26, 2020
To and including: Friday, June 26, 2020

Result: 1 day

Itis 1 day from the start date to the end date, end date included.

End Date

Month: Day: Year: Date:
—
6 /26 '/ 2020 °*

Today

Count only workdays

Alternative time units

1 day can be converted to one of
these units:

= 86,400 seconds
= 1440 minutes

o 24 hours

« 1 day

Example: An employee plans to arrive in the U.S. on 8/1/20 and stay through 12/31/20.

Days Calculator: Days Between Two Dates

How many days, months, and years are there between two dates?

Count Days Add Days Workdays Add Workdays

Weekday Week Ne

Start Date End Date
Month: Day: Year: Date: Month: Day: Year: Date:
— —
8 /1 f 2020 °* 12 /2020
Today Today
Einclude end date in calculation (1 day is added)
Add time fields Count only warkdays

Add time zone conversion

Calculate Duration

From and including: Saturday, August 1, 2020
To and including: Thursday, December 31, 2020

Result: 153 days
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https://www.timeanddate.com/date/duration.html

B. Document Details:

a. Nonresident Alien U.S. Visit Summary

i. If the employee has a Glacier account, they do not need to complete this form. They must,
however, correctly update their days’ presence in Glacier.

ii. Lists all U.S. visits since 1986 on an F or J visa.

iii. Lists all U.S. visits in the current and previous two calendar years, regardless of immigration
status.

MNonresident Alien U.S. Visit Summary

To be completed by nenresident aliens earning foreign source income from the University of Wisconsin
{who are unable to provide information through Glacier account data entry).

Please Print

SECTION |
Name:
Badger Bucky
Last First Middle
| certify that | am a tax resident of the country of: POLAND

SECTION Il If you need more space, list additional visits on separate page and attach.

1) List all visits to the U.5., since 1986, when you were in F or ] immigration status. Please specify the type
of J status listed in box 4 of DS 2019 (i.e. I-1 Student, J-1 Short Term Scholar, etc.)

2) Also list every U.S. visit in the current and two previous calendar years, regardless of the immigration
status or whether the visits were affiliated with the University of Wisconsin.

Year Immigration status during visit MNumber of Days in U.5. during visit. (If visitin
current or 2 previous years, list dates of visit_)

__2018 __11 Short Term Scholar, 167__ 1/16/18-7/1/18

__ 2019 11 Short Term Scholar, 165 1/17/19-6/30/19

SECTION I — | certify that to the best of my knowledge, all of the infermation | have provided above is
true, correct and complete. If any of the information provided changes, or if other relevant information
becomes available, | will notify the UW System as soon as possible so this information andfor my U5, tax
status may be updated.

Date: 6/1/2020 Signature: Bucky Badger
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b.

Updated 7/11/2022

Foreign Source Income Statement for 2022

Contains all 2022 planned and potential visits. This includes possible visits on B1/B2 tourist
visas. If they are hoping to come to the U.S. at all, they should include the tentative visit
dates.

Number of days present should match those listed on 1-94 travel history

If no completed or planned visits in 2022, employee should write ‘0’ in the number of days
in the U.S. column.

University of Wisconsin Senice Canter Hurnan Resoume System

Foreign Source Income Statement:
Nonresident Alien Income for Services/Activity Performed Outside the U5

Emgpl ID: 01234567 Date: 6120

{hiat E5H 1 TR 7 oar Ervployme I bl on y 0 Cainin gu Clsisrman]

Full Mame: Bucky Badger

LAY Institution: UWi-iadison LD AR

1, Bucky Badger certify that all of the following statements ars
true: {=tind your mame)

%  laminot 8 LS. citizen or permanent LS. resident;
= Iwill neot bein the LS. for encaugh days this calendar year to pass the RS substankisl presence test
{5 hitor/ Fansw. irs. mow tindivicusis interrations - Taspayers Sunstantisl-Presenoe- Test ]
® Al or the spedfied portion, of the mervices | parform for the University of Wisconsin, and any non-
servine scholarship or feliowship income recsived, i for wark/activity performed inc
POLAND
(=it coustry name)

My WS, presence during 2020 {print ymar). Provicie a separste form for esch Calendar year.
Lizt 2l planned and all potental .5 visits during the spedtied calendar year. Acd a separste page for additionsl visis.
Wil S har? Dale |msyzcdivwy) Humber of Dap | immigration Stetu Duding Thi Yisk jscemie: B via|
T v nthe UL 11 Rewarch Schedar
Wit End Dube (rerdldd el 158 Purpass of Vish |sxamgis: vecation, seminar, sz}
12312000 e
Vit St Gete KWurrlser of Days | Immigratizn Skatus During The VeR
inthe U,
whit End Duts Furposs of Vhit
Vit Slart Dete Hurrler of Days | immigration Status During Thi vaR
inthe UA.
hit End Duts Furposs of Vhil
Whit Start Date Wiarnber of Days | Immigraticn Status During This ViR
inthe US.
Wit End Dube Purpose of Vhit

& If mywisit plans chenge, | Bpres to inform the University immadiately by =mail notitiostion ssnt to my department
mayroll conkact.

® | realizs that if | D0 retun to the United States during this calendar year, | may owe the University of Wisconsin
federsl, stbs, Sodal Sscurity snd Medicare tax for the periods | sm present. bn scdition, if | pass the substanti
presence best during this calender yesr, | mey owe tax rebroactively on all income received during the yesr

Buciy Sacgar 08/01/2020

Employes Signature Diate (e ekl el

Fleaze return your complsted and signed form to your hifing department contact within 30 days of reosipt
Rzturn to:

Clce Lhe Onaly:
Uesartrsent Payrell Contect, pleane forwerd & cooy of thes frm o youwr Glader Arcoum Rmponsisle Bdminstrator ) Carmpus Fareeol] Offics.

HREGLA201512M


https://uwservice.wisconsin.edu/docs/forms/pay-foreign-source-income.pdf

c. 1-94 Travel History: This document is created by U.S. Customs and Border Protection. It includes an

employee’s arrival and departure history for the past 5 years.

The 1-94 must include all entries and departures. If an entry and/or departure is not listed,
the employee must write them in with dates.

The employee must also write ‘This travel history is accurate to the best of my knowledge.’
Then sign and date.

If an employee has changed passports in the last 5 years, they must provide an 1-94 travel
history for both passports.

If their record comes back stating “No record found for the traveler”, but they have traveled
to the U.S. previously, please have them write in all their entries and departures to the U.S.,
sign, and date including the accuracy statement listed above.

If they have not been to the U.S., please send a screenshot of their 1-94 history search with
the no traveler results found. At the bottom of that screenshot, write “I have no U.S. travel
history”, then sign their name and date. The FSI Team will use this as proof that they have
not traveled to the U.S.

Example of Complete 1-94 Travel History:

154.= Offcial Wabsite

Location

)
Passport Number ;00000000
Passport Cauntry of lssuznce : India
Date Type
1 2020-08-13 Arrival
2 2019-08-05 Departure
3 2019-07-24 Arrival
4 2018-05-12 Departure
5 2018-05-05 Arrival
6 2016-04-25 Departure
7 2016-04-10 Arrival
This history is accurate to the best of my knowledge
Mnaﬂm ﬁw%h 0609121

No U.S. Travel History (example)

I have no U.S. travel history:
y Bede, p
Signature 6%,er\ N

Date: December 31, 2022
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https://i94.cbp.dhs.gov/I94/#/home

Example of Incomplete 1-94 Travel History:

14 2018-02-18 Arrival LEW (oo, 400l Seid o Tro®
a 15 2017-10-08 Arrival LEw ot o S jo- 5B
T
Fatapait Namber )
16 2017-08-13 Arrival PBB | Licetar! Solfolo
Pamport Cogntry af luance - Canada
17 20170707 Departure Unavailable
Date Type Location 1B 2017-06-11 Arrival TOR
1 20181208 Geparture a7 19 20170416 Arrival Unavailable Cbyriel .
Yo P51
z 20191209 Arrival REB 20 2017:02-26 Arrival LEW Toeefod S0 7o%. T
3 2015-08-10 Dieparture 440 P 20170108 Arrhval Lew Lot goifodo
4 20190727 Arriwal FHU 2 20161113 Arrival LEW gt { i la-of
5 2019-06-07 Arrival PEB  Urpnemill Sorf. -0 23 2016-10-02 Arrival LEW '.l'_fr.r'i'3~'l-l" bl
5 2015-04-21 Arrival PHU Trpreine] Sfofpors. o 24 2016-07-31 Arrival Unavailable Cepe forl
o el T30
T 2019-04-15 Arrival RBEB Motewial Sefl-od-15 5 2016-06-22 Arrival ATL Dopertee] doje-o7.3F
8 2018-11-18 Arrival PHU |FErerd Sl i % 2016-06-12 Departure ATL
9 2018-10-01 Arrival CHI et B 100k 7 2016-02-14 Arrival PHU
0 0180812 Arrival PHU Depetec] Jeofr oo ® 20151228 Arrival pHy Copoetd] 200513
11 2018-08-05 Arrival pag Copevted Foilrid-| 29 2015-12-27 Arrival PBB Copred JaTia. o7
12 018042 Arrival LEW {opew el So8-iH-a5 M 2015-10-04 Arrival pHy DR 0z
4o e e & Employee Signature
13 2018.04-14 Arrival PHU Ciopre-foed Jo8-0-2 JRrs Fame incha@s AU S ANNESSERTS - MM/ DDYYYY,

This I-94 had missing departures, so the employee wrote in the missing dates.

Updated 7/11/2022



Template for Document Requests:
Subject: Foreign Source Income — Last Name, First Name — Empl ID

Hello,

It has come to our attention that (INSERT EMPLOYEE NAME — LASTNAME, FIRSTNAME (EMPLID) is
considered a Foreign Source Income recipient. Please have them read below and submit the forms as early as
possible.

Thank you in advance,
Foreign Source Income Team
foureignsourceincome@ohr.wisc.edu

>k 3k 3k ok ok ok ok ok ok >k ok 3k ok ok ok ok ok K >k >k ok ok ok ok kK >k k ko k ok ok k k

Hello,

We understand you are working for UW Madison from outside the U.S. and you are not a Permanent Resident
or U.S. citizen. There are tax implications for foreign nationals working outside the U.S. Because of this, UW—
Madison is required to track all U.S. presence for foreign nationals while on the payroll. Depending on an
employee’s tax status, they may or may not be subject to U.S. taxes while working for UW—Madison.

UW-Madison will collect documents from employees multiple times per year to verify their tax status and
determine the appropriate payroll taxation. It is very important that employees working outside the U.S.
complete everything accurately and submit the documents in a timely manner each time they are requested.
Failure to submit documents may result in inaccurate tax withholding from the paychecks.

To verify your tax status and determine your payroll taxation, we need the following documents. You must
complete everything accurately. These are the forms we need to open a Foreign Source Income file for you:

1. Nonresident Alien U.S. Visit Summary or Glacier Tax Summary Report
2. Foreign Source Income Statement (for the current year and sometimes we'll need past or future years)
3. I-94 Travel History
4. Additional documents may be needed, such as immigration documents (i.e. DS-2019, 1-20, I-797),
Most Recent I-94 Entry Record, Visa sticker/stamp for most recent entry).
a. We will let you know after the initial review of your documents if additional items are required.

Detailed instructions on how to complete each of the requested documents are listed below,
along with screenshots/examples. Please save this email as a reference for later use.

1. Nonresident Alien U.S. Visit Summary (see screenshot below for example):
To be completed by nonresident aliens earning foreign source income from the University of Wisconsin
(who are unable to provide information through Glacier account data entry). If you have a Glacier
account, please update your account and provide our office with an updated Tax Summary Report
(please remember to block out your Social Security Number and sign/date the bottom of the form).
e List all visits to the U.S., since 1986. Please specify the type of visa status listed in box 4 of DS
2019 or I-20 (i.e. J-1 Student, J-1 Short Term Scholar, etc.)
e List every U.S. visit in the current and two previous calendar years, regardless of the
immigration status or whether the visits were affiliated with the University of Wisconsin
e Each visit should include the dates that you were here and the number of days next to the
dates
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e Add the statement “This history is accurate to the best of my knowledge” at the bottom of the
form

¢ Sign and date. An original signature, please. UW System will not accept electronic or digital
signatures

Honresident &lien U.S. Visit Summary|

To becompleted. by nonresdentaliens srming fore ign seurce income from the Un e ity of Wisconsin
[who are unable to provide information throughGhcieraccountdats =mtryl.

Pleazs Prirt
SECTION |
Name:
Eadp=r. Buc ky,
laxr e ks
leartify that lama s res d=nt of the country of: FOLAND

SECTION Il Fyau ne=d more smce, lstadditional veits ons=mmat=s mg= and attach.

1] Letallviits to the U5, since 1985, whenpouwsrs inForl immigmtion stitus. Plmse specify the type
of | status |sted in box & of D5 218 [i=.J-1 5tudent, -1 Short Term Schobir, =t ]

AlAks st =varg S vt inthacurrentand tao previous calendar p=ars, regam b of the immigmtion
status orwhathar the vis s we r= affilated with the Unheersity of Wecomsin,

Ymar Immigrmtion status during wiit Numberof Days in US. during visit. [ visit in
SNt ar 2 pravio s pemrs, st dotes of wisit)

__ 201§ _ i ShartTarmShabr 167

SECTIQON 111 = |cartify that to the b=t of my knowbedge. allof the information | have povided above &

true,correctand comphete, Fanyof the information povided changes, or if other relewant information
b=comas avaibhble, [will notify the W Spstemassoon as pmibl= 5o this information andear my US @

sttus Ry b Al
Date: Gy D Signature: B uoty Bodger

2. Foreign Source Income Statement (for the current year and sometimes we'll need past or future years)
a. If you will be paid by UW-Madison in 2022, we must know your 2022 U.S. travel plans.
b. Please complete this form and include any planned and potential 2022 U.S. trips on this form.
c. Include ONLY dates in this calendar year; a separate form is needed for EACH year.
d. Once all of your visits are filled in, then sign and date, using an original signature, please.
i. EMPLID=
i. UDDS=

Updated 7/11/2022


https://uwservice.wisconsin.edu/docs/forms/pay-foreign-source-income.pdf

LITRrEDy oF IHCOrTRn Senics Caniel

o

MU MESOLITE TyRlem

Foreign Source Income Siatement

Honresident Alien income for Services/Aotivity Performed Outsides the US

Empi i Or 33587 Crater [ 4 1]
St o Y—— 1 -
Ful N Eaciy [age:
LA Inemusion LV-hEamEn UDDE: AR
i Busiy bmsper, ardy Bras i of the driiowng TsEmE: B
oz E—
& 1AM A B LS. EHBER §F PORAREAT LS. FEESEAL

® el ok B i e L

{pee Bma et

I For enough Sayz B cxiendar pear in pans bhe 05 nostart preenoe bk
T o iAo E AeaTTaT R TRpeeers iy cotensa-dre penoe- Tam)

L BT SRS PR, B TR SERVATES | BT N e LRty B WASDRRIA B by P
Fervicn OB Or SEDWEhiG incom MR, i for wonk, mcity performad in

POLAND

My UL peienie Berng __ DOI0

e —

i yma PR § LESATWIE FOTVOTIE BT CREAON rEW

Lizt il plmrnec wnc il pobentmi U5 wiits Guring the speciied cabender pear. Acd s cepares pags for sacitonsl vk
i Tl T TR | Wit o Dy | imegretn Hates v 1R Y0k i 12 Vb
[ i | i ek i
kel o = Ay = L
AL Juiry
i S i o T | mretge i, Shatm Dy Tk VAR

e

‘v € el e Farpons ol whn

EEGED T = G | i e Sorey Tow TR
o e L5

il E el D Par gt o Wil

i it e Waries O v | TR et Darrw ToR TRR
-
o el Farpe A0

B ST SR CRERE, | NETHR T3 RFINT TR LTy TSR, Dy TR RIEFINCSA TANT £3 TN DR ERTTTAT

Sayral sarin s

. resicx thet of | 20 returr to the Unvbe2 State: Surng hs calendar year. | may cwe e University of Wioconan
FEOCTI. JUAL. SOGN JOlurty IS AIIEAt D PO I DGO | BT BreSeet I amaiien, i 0 pas U JumIeti
PTEDERCE TAI CUTING TNE CRMBRCIN RN, | T S DN THEPSACT ey O I NS TRORAT T th (e

Bucry Bociger

AL 2019

Efn pldyee Saghaluie

DAL iwem o]

This needs to be completed for each visit to the U.S. for that calendar year -

Search for your history on the USCBP website.

Providing this history again re-confirms your U.S. presence or lack thereof.

This should include all U.S. entries and departures over the last five years.

If you have changed passports in the last five years, you'll search once for each passport

Please verify that your history includes all entries and departures (each entry has a corresponding

o If one is missing, please write in the date and if it is an entry or departure.
Once you confirm all the information is complete and accurate, write a statement of accuracy ‘This
history is accurate to the best of my knowledge,’ then sign and date.
Again, please use an original signature. No electronic signatures.
If your record comes back stating “No record found for the traveler”, but you have traveled to the
U.S. previously, please write in all of your entries and departures to the U.S., sign, and date
including the accuracy statement listed above.

My ULS. presence during ___ 2020 [peint year). PrOVIGE 8 separate form for esch caler
List 3l pianned and all potential U.5. visits curing the spedfied calendar year. AC a separate §
Vit Siart Date [meyea vyl | Number of Duys | immigrstion Status During The Vs [ecmase: 51 viea]
o820 nthe US | J1 Besserch Schoier
Vhit End Date (reeedadivnvt 158 Furpase of Viak [samois sacitioe, swminar, «i2
12/31/2000 werk
3. I-94 Travel History
[ ]
L]
L]
[ ]
[ ]
departure).
L]
L
[
[ ]

If you have not been to the U.S., please send a screenshot of your 1-94 history search with the no
traveler results found. At the bottom of that screenshot, write “I have no U.S. travel history”, then
sign your name and date. I will use this as proof that you have not traveled to the U.S.

I-94 Travel History (example)

Updated 7/11/2022


https://i94.cbp.dhs.gov/I94/#/home
https://i94.cbp.dhs.gov/I94/#/history-search

o0 194~ Official Wabsito

Passport Number : 00000000

Passport Country of lssuance : India

Date Type Location
1 2020-08-13 Arrival CHI
2 2019-08-05 Departure SFR
3 2019-07-24 Arrival CHI
4 2018-05-12 Departure ATL
5 2018-05-05 Arrival ATL
6 2016-04-25 Departure NYC
7 2016-04-10 Arrival PHI
This history is accurate to the best of my knowledge
Wﬂ ﬁ%h 06/09/21

No U.S. Travel History (example)

Enter Traveler info

Enter Your Traveler Info

No record found fo

o Janary(o1) o 1es

I have no U.S. travel history:

Signature: 6wﬁ\j\ﬂ>»)w

Date: December 31, 2022

Please note:

e UW system does not accept electronic signatures. Please use an original signature.

e You can send all documents directly to me or foreignsourceincome@ohr.wisc.edu

e Your HR office will reach out to you in September/October to request similar documents. We will use
these documents to reconcile your account. Essentially, we will compare the new documents to those
you recently submitted to confirm your days U.S. presence in 2022. If you were not here, we will
request a refund of the taxes withheld.

¢ We may also have to request updated documents if you have any changes in your U.S. presence while
you are earning income from UW-Madison. For our international employees, we are required to track
all U.S. presence while on the payroll. Depending on your tax status you may or may not be subject to
U.S. taxes while working for UW-Madison. To verify your tax status and determine your payroll
taxation, we need to get updated information any time there is an update with your travel to/from the
u.S.

Thank you,
Updated 7/11/2022
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Example of a File Ready for Upload to Campus Payroll Box:

Employee Info
[ ] First Name Bucky
[] Last Name Badger
[] Employee ID _01234567
[ ] UDDS _A022040

] Job Title _Admin Prog Spec
[] Job Start Date _6/1/20

[1 Employee’s First Day of International Telecommuting _6/1/20

[] Pay Basis _Annual

Process

1. Confirm employee is not a U.S. citizen or U.S. Permanent Resident [X]
2. Confirm employee is working or receiving scholar/fellow income while outside the U.S. [X|

3. Collect documents:
A. For current foreign nationals telecommuting

e Updated Glacier documents []
e Foreign Source Income Statement 2022 []
e 1-94 travel history with employee arrival/departure confirmation statement [_]

B. For newly hired foreign nationals telecommuting

e Nonresident Alien U.S. Visit Summary [X]
e Foreign Source Income Statement for 2022 [X]
e 1-94 travel history with employee arrival/departure confirmation statement [X]

4. Review documents for accuracy and consistency

a. Log days’ presence for each document. They should match across documents. Each arrival must have a
corresponding departure date on the 1-94 travel history. If arrival/departures are missing, contact employee to

write in missing entries and resubmit.

Year FSI Statement 1-94 Travel Nonresident Alien Glacier (for

2022 History U.S. Visit Summary | OHR use only)
(for new hires only)

2022 153 0 0

2021 0 0

2020 167 167

2019 0 0

2018 13 0

2017

20

20
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Nonresident Alien U.S. Visit Summary

To be completed by nonresident aliens earning foreign source income from the University of Wisconsin (who are unable
to provide information through Glacier account data entry). If you have a Glacier account, please update your
account and provide our office with an updated Tax Summary Report (please remember to block out your
Social Security Number and sign/date the bottom of the form).

Please Print

SECTION |
Name:
Badger Bucky
Last First Middle
| certify that | am a tax resident of the country of: POLAND

SECTION Il If you need more space, list additional visits on separate page and attach.

1) List all visits to the U.S., since 1986, when you were in F or J immigration status. Please specify the type
of J status listed in box 4 of DS 2019 (i.e. J-1 Student, J-1 Short Term Scholar, etc.)

2) Also list every U.S. visit in the current and two previous calendar years, regardless of the immigration
status or whether the visits were affiliated with the University of Wisconsin.

Year Immigration status during visit Number of Days in U.S. during visit. (If visit in
current or 2 previous years, list dates of visit.)

__ 2018 __J1 Short Term Scholar, 167__1/16/18-7/1/18

SECTION Il — | certify that to the best of my knowledge, all of the information | have provided above is

true, correct and complete. If any of the information provided changes, or if other relevant information
becomes available, | will notify the UW System as soon as possible so this information and/or my U.S. tax
status may be updated.

Date: 6/1/2020 Signature: Bucky Badger

Updated 7/11/2022


https://uwservice.wisconsin.edu/docs/forms/glacier-nonresident-alien-visit.docx

University of Wisconsin Sanvice Canter Human Resoure System

Foreign Source Income Statement:
Monresident Alien Income for Services/Activity Performed Outside the U5

Empl I 01234587 Date: _ EBM20

(hit S5 1 TIAL Fowr Employes 1D il of youl Daifings Slaleimen]

Full Mame: Evicky Bager

LW Institution: Lv-slagison UDCE AR

1, Bucky Badzer certify that all of the following stetements ans
true: [orind your name)

s lammot a U5 ctizen or parmansnt ULS. nesident;
*  I'will pot beiin the LLS. for encugh days this calendar year to pass the IRS substantisl presence test
|see hito:Feraw.irs. sovfindivicusis/inberrations - TaspeyersSubstartisl-Presence-Test:
® &l or the spedifisd portion, of the: servioes | perfiorm for the Unisersity of Wisconsin, and sny ran-
senyice scholarship or feliowship income received, is for work/activity performed inc
POLAND

[orint coustry mame)

My LS. presence during 2020 {print ymar). Provice a separste form for each calendar year.
List =il planned and all pobswbal U.5. visits during the spediisd calendar year. Add a separste page for sdditionsl visits.

Wil Star? Oale [mmydscdivywd Rumber of Days | irmigration Statn Dusing The Sk jacemcia: B1 V|
38 S P Rtha s 11 Bewearch Scsniar
Yhil End Uabe (reeeidd vy 1835 Purposs of Vs |sssmis: secstion, semicar, w2
1331000 ey
Wit Start Diste Hurrlber of Days | Immigraticn Status During This VeR
inthe LS.
WhilEnd Labe Furpose of Whil
Wit Start Diste Hurrlber of Days | Immigraticn Status During This VeR
inthe LA,
WhilEnd Labe Furpose of Whil
Wit Start Diste Hurrlber of Days | Immigraticn Status During This VeR
inthe LS.
WhilEnd Labe Furpose of Whil

& [ my visit plans change, | agres to infiorm the University immeediately by email notificstion ssnt to my department
ool conkact.

®  |realiz= that if | DD return to the United States during this calendar year, | may oae the University of Wisconsin
federsl, stabe, Socal Security snd Medicars tax for the periods | sm present. In sddition, it | pass the substantia
presence test during this calendar yesr, | may owe tax rebroactively on all income received during the yesr

Bucky Badgar oe/rLfz0z0
Employee Signature Dake fmm ) dd eyl
Please reburn your completed and signed form to your hifing department corbact within 30 days of reosipt
Return to:
Ufcm L Dnky:

Departrrsent Piyrell Contact, pleis forsecd a copy of thi om0 your Glader Arcount Rmponsible Adminktrator | Carmpun Pageol]l Ofics.
HREGLA 2015121
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Passport Number :

Passport Country of [ssuance ; Peland

Date Type Location
2018-09-29 Departure CHI
2018-07-03 Arrival NYC
2018-06-18 Departure CHI
2018-04-02 Arrival CHI

5 2016-11-22 Departure SDP

6 2016-11-10 Arrival DEN

This travel history is accurate to the
best of my knowledge.

Bucky Badger 06/01/2020

What Makes this Complete?

- The upload contains a completed cover page with FSI Checklist

- All documents are complete and signed.

- There is a Nonresident Alien U.S. Visit Summary because the person is newly hired and is not able to complete a
Glacier account.

- Nonresident Alien U.S. Visit Summary lists 167 days’ presence in 2018. According to the date duration calculator,
this is correct.

- Nonresident Alien U.S. Visit Summary does not list 2016 visit. Employee confirmed this visit was not under an F1
or J1 visa, so it does not need to be included on this form.

- 2020 Foreign Source Income Statement lists future days’ presence. No 2020 current or past days’ presence are
listed on any other document.

- 1-94 Travel History confirms the information listed on the Nonresident Alien U.S. Visit Summary and Foreign
Source Income Statement for 2020.

- Each arrival on the 1-94 Travel History has a corresponding departure.
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C. Documents Needed for Fall FSI Reconciliation

a. I-94 travel history. This must include all entries and departures. If an entry or departure is missing, the employee must
write it in. The employee needs to include a statement confirming is accuracy, then sign and date. If they have multiple
passports, they need to do this for each passport.

b. Foreign Source Income Statement for 2022. Send their original FSI Statement to them. If the information has not
changed, they need to sign and date the FSI statement. If the information has changed, they need to submit an updated
2022 FSI statement.

c. Updated UW-Madison Glacier documents if employee has a Glacier account. If you are uncertain if someone has a
UW-Madison Glacier account, you can ask the employee.

e Updated Glacier documents would include the Tax Summary Report, Most Recent 194 Entry Record, Immigration
documents (DS-2019/1-10/1-797) and a copy of their Visa and Visa entry stamp.

d. If the employee will be on payroll in 2023 (working in December 2022 or later), they need to submit a Foreign Source
Income Statement for 2023 that includes any potential/planned 2023 visits.

End of Year Reconciliation Email Template:
Subject: 2022 Foreign Source Income End of Year Review — Last Name, First Name — Empl ID
Hello,

It's that time of year again, when we request updated Foreign Source Income documents to assist us in
reconciling your Foreign Source Income account for the current year end: 2022. This process, called
Reconciliation, happens in October of each year. We will compare the new documents to those you previously
submitted to confirm your days of U.S. presence in 2022. These documents are then forwarded to UW Shared
Services, our central processing unit, who will review your documents and determine next steps. If you were
not present in the U.S., they will request a refund of the taxes withheld.

Please read the list below carefully and complete each step as noted.

1. 2022 Foreign Source Income Statement: attached
a. If the information on this form is still correct, please re-sign and date it (anywhere towards the bottom
will do). Use an original signature, please. UW System will not accept electronic signatures. Please also
include the following statement next to your signature and the date: I confirm the accuracy of this
statement.
b. If the information has changed (ie: you had a U.S. visit since the last time you signed the form), please
complete a new form - Foreign Source Income Statement
e If you were paid by UW-Madison in 2022, we must know your 2022 U.S. travel plans.
Please complete this form and include any planned and potential 2022 U.S. trips on this form.
Include ONLY dates in this calendar year; a separate form is needed for EACH year.
Once all of your visits are filled in, then sign and date, using an original signature, please.

Example a.
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Uriversi

Foreign Source Income Statement:

Nonresident Alien Income for Services/Activity Performed Outside the U.S.

Emprip: 00122456 Date: 060921
ol 55 1 Vo Empeyes T 0 G yoi Earings Semert)

FulName:  Buekingham U Badger

UW Insiituton:  Mascot upps: A00

|, Bucky Badger

certify that all of the following statements are true:

Ve B el
1231121

| Vs

| VB

| Vs

| Ve O

| Vet

or the. \ F1 pass the substantial
year,imay alincome receh year.

" oo
3 Lmﬁ?wl;h osra1t

Date (mrmieryyvn)

pl i ring.
I confirm the accuracy of this statement

30 days of receipt

e

Example b.
-
LTty o WHGCOAn Tafuios Cinler HFn Rkt Ty
Foreign Source Income Statement
Alien Income for Outside the U_S

Empl i O 2%4EET =

rivarsity o Wiszonsn

‘Lot Tetusiy BAE LiSEe s T e SEFONE | BT BRECESL ' S0aRiSR | bR the JuBITERtE

ducey Becger

‘Guring NG CHERGNT YR, | My Fa T TESTRATIvRlY O W1 ISC3M TCBAES SeTing the ew

aweLaNg

Emplayee Sgnature

Bate m et

1. I-94 Travel History

Search for your history on the USCBP website.
Providing this history again re-confirms your U.S. presence or lack thereof.
This should include all U.S. entries and departures over the last five years.
If you have changed passports in the last five years, you'll search once for each passport
Please verify that your history includes all entries and departures (each entry has a corresponding
departure).
o If one is missing, please write in the date and if it is an entry or departure.
Once you confirm all the information is complete and accurate, write a statement of accuracy ‘This
history is accurate to the best of my knowledge,’ then sign and date.
Again, please use an original signature. No electronic signatures.
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e If your record comes back stating “No record found for the traveler”, but you have traveled to the
U.S. previously, please write in all of your entries and departures to the U.S., sign, and date
including the accuracy statement listed above.

e If you have not been to the U.S., please send a screenshot of your I-94 history search with the no
traveler results found. At the bottom of that screenshot, write “I have no U.S. travel history”, then
sign your name and date. I will use this as proof that you have not traveled to the U.S.

I-94 Travel History (example)

10712020 184 = Official Wabisita

]
Passport Number :  GHH0000
Passport Country of Issuance : India
Date Type Location
1 2020-08-13 Arrival CHI
2 2019-08-05 Departure SFR
3 2019-07-24 Arrival CHI
4 2018-05-12 Departure ATL
5 2018-05-05 Arrival ATL
6 2016-04-25 Departure NYC
7 2016-04-10 Arrival PHI
This history is accurate to the best of my knowledge
@c&% ﬁ%m 06109721

No U.S. Travel History (example)

Enter Your Traveler Info

T

I have no U.S. travel history:
Signature: 6%‘\‘&”}&\/\

Date: December 31, 2022

2. 2023 Foreign Source Income Statement:
o If you will be paid by UW-Madison in 2023, we must know your 2023 U.S. travel plans.

e Please complete this form and include any planned and potential 2023 U.S. trips on this form, then sign
and date. An original signature, please.
e See example 1b above for more detailed instructions.

3. Glacier Tax Summary Report:
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a. Please update your Glacier account to match your U.S. days’ presence for 2021 and 2022, and also
match your I-94 Travel History and Foreign Source Income Statements for 2021 and 2022.

b. Once completed, please print out, sign with your original signature, and submit an updated Tax
Summary Report to us. Please remember to block out the Social Security Number.

c. Please include copies of your required documents listed on your Glacier Tax Summary Report (in the
section above your signature). It will look something like this:

If you hold an F-1 Visa type: Form W-4, State Tax Form, Form I-20, Form i-94/1-94W Card, Visa Sticker/Stamp

Please print, sign and submit with Tax Summary Report Please copy and submit with Tax Summary Report
Required Forms: Required Document Copies:
Form W-4 Form 1-20
State Tax Form Form [-94/1-94W Card

Visa Sticker/Stamp (in Passport)

Certification
| hereby declare that the information provided by me to University of Wisconsin System and/or entered into the GLACIER Online Tax
Compliance System for purposes of making the tax determinations above is true and correct. If any of the information provided changes or if

other relevant information becomes available, | will notify University of Wisconsin System as soon as possible so that this information and/or
my U.S. tax status may be updated.

Signature: ‘ Date:

If you hold a J-1 Visa type: Form W-7, Form 1-94/194W Card, Form DS-2019, Visa Sticker/Stamp (in Passport)

Please print, sign and submit with Tax Summary Report Please copy and submit with Tax Summary Report
Required Forms: Required Document Copies:
Form W-7 Form 1-94/1-94W Card

Form DS-2019
Visa Sticker/Stamp (in Passport)

Certification
I hereby declare that the information provided by me to University of Wisconsin System and/or entered into the GLACIER Online Tax
Compliance System for purposes of making the tax determinations above is true and correct. If any of the information provided changes or if

other relevant information becomes available, | will notify University of Wisconsin System as soon as possible so that this information and/or
my U.S. tax status may be updated.

Signature: ‘ Date:

If you hold an H1B Visa Type: Form W-4, Form I-797, Form I-94/1-94W Card, Visa Sticker/Stamp (in Passport)

e 5 A s, A B B A SR L RS CUUOL U L, S

Required Forms and Document Copies Attach the following Forms and Documents to the Tax Summary Report
Please print, sign and submit with Tax Summary Report Please copy and submit with Tax Summary Report
Required Forms: Required Document Copies:
Form W-4 Form I-797

Form |-24/1-94W Card
Visa Sticker/Stamp (in Passport)

Certification

| hereby declare that the information provided by me to University of Wisconsin System and/or entered into the GLACIER Online Tax
Compliance System for purposes of making the tax determinations above is true and correct. If any of the information provided changes or if
other relevant information becomes available, | will notify University of Wisconsin System as soon as possible so that this information and/or
my U.S. tax status may be updated

Signature: | Date:

To submit your documents to our office, the options are:
e Fax to our fax number: (608) 256-6547.
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e Copy and mail by U.S. Mail to 21 North Park Street, Suite 5101, Madison, WI 53715.
e Email directly to foreignsourceincome@ohr.wisc.edu and glacier@ohr.wisc.edu. Make sure to block out
your SSN on all documents and all documents have your original signature.

Best,
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