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In an effort to improve our compliance with System Policy 15.02 (Export Controls) and Internal Revenue 
Code Section 1441 (Tax Withholding on Foreign Persons), we are implementing the use of two new 
documents which will be required to contract with/issue payment to a foreign independent contractor, 
to contract with/issue payment to a foreign visiting scholar, or to host a foreign visiting scholar without 
payment. 
 
The first of these documents is the “Foreign Independent Contractor/Visiting Scholar Initial Request” 
form (attached) which will be located on the Student Affairs website.  This form must be submitted by 
any department/faculty member wishing to contract with a foreign independent contractor or invite a 
foreign visiting scholar to our campus.  If TAMIU is going to assist the foreign national with obtaining a 
visa to come to the United States, the completed, fully approved form must be submitted at least 90 
days before the start of the proposed services/research.  The Office of Student Affairs should be 
contacted for additional information and paperwork required to obtain a visa. 
 
If the foreign national is already in the United States on a visa, the approved form must be submitted 
before services are rendered.  The department/faculty member making the request must complete the 
form in its entirety, obtain all required approvals, and attach a copy of the foreign national’s résumé for 
documentation purposes.  Please submit approved forms to the Office of Student Affairs, located in 
Student Center 226, and keep a copy for your records.  Once all required documents are submitted and 
the foreign contractor/scholar accepts the contract/invitation, Student Affairs will distribute copies of 
the approved request form to the appropriate offices. 
 
The second document is the “Certificate of Foreign Status” form (attached) which will be located on the 
Accounts Payable website.  This form must be completed and signed by the foreign contractor/scholar, 
and submitted by the department/faculty member when preparing to request payment for the 
individual.   To have a payee set up as a vendor in FAMIS (TAMIU’s Accounting System), departments 
are generally required to submit an IRS Form W-9 to Accounts Payable; however, since a W-9 cannot be 
completed by a foreign national, this form replaces the W-9.  Once completed, it should be submitted to 
the Accounts Payable office located in Killam 152.  After the vendor is set up and an “L” requisition has 
been created for the payment, the department/faculty member may proceed with the usual process of 
completing and submitting the Independent Contractor Agreement.  
 
This process will replace the instructions previously communicated in my email titled “Foreign 
Nationals as Independent Contractors” and dated June 20, 2012, a copy of which appears below.   
 
Please note:  If the required forms are not submitted, and a payment request is received after services 
are rendered, the department submitting the request will be responsible for any and all uncollected 
taxes and associated penalties. 
 
I realize the complexities of our tax laws can be frustratingly baffling.  Please do not hesitate to contact 
Christy Martinez at extension 2377 with any questions you may have regarding this process either now 
or when you are contemplating contracting with or hosting a foreign national. Thanks. 
 
Juan J. Castillo | Vice President, Finance and Administration | Texas A&M International University  

http://policies.tamus.edu/15-02.pdf
http://www.irs.gov/Individuals/International-Taxpayers/Tax-Withholding-on-Foreign-Persons
http://www.irs.gov/Individuals/International-Taxpayers/Tax-Withholding-on-Foreign-Persons
http://www.tamiu.edu/adminis/payroll/forms.shtml
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To: All Administrators; All Staff 
Subject: Foreign Nationals as Independent Contractors 
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IRS regulations require that foreign nationals be taxed based on the tax treaty that exists between the 
United States and the country the foreign national is from.  The process below, which applies solely to 
independent contractors, must be completed before any offer is made or services are rendered.   
 

1. The department head should email the Comptroller, Elena Martinez (emartinez@tamiu.edu) 
with the individual’s full name and their current email address. This will be used to create an 
account for the individual in the Glacier system (Non-resident Alien Tax Compliance System used 
by A&M schools).  

2. The Comptroller will create a Glacier account and the Glacier system will generate an automated 
e-mail providing the individual with a username, password, and instructions to access the 
Glacier system and input the required information to establish eligibility to work in the United 
States and tax status. During this process, the individual may be required to provide certain 
credentials as documentation of their inputted information (i.e. Visa, Passport, Tax Treaty etc.). 

3. Once the individual’s Glacier file is complete, as determined by the Office of the Comptroller, 
the department will be advised whether or not they may proceed with contracting the 
individual.  

4. Once eligibility has been established, the department may proceed with completing the 
Independent Contractor Agreement taking care to check the box marked “Please check this box 
if the individual being contracted is a foreign national. If box is checked, the individual must 
have a completed file in the Glacier system.” 

5. When Accounts Payable receives the completed Independent Contract, the payment will be 
processed and taxed according to the individual’s tax status as reflected in the Glacier 
system.  The tax is withheld from the gross payment and remitted to the IRS (much like 
withholding for US citizens).   

 
Foreign nationals hired as employees go through a similar process during the on-boarding 
process.  Questions regarding this process may be directed to Elena Martinez at 2433 or Fred Juarez at 
2448.  Thanks. 
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