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	General Information: 
	KAP_Agy_Vendor_Processor security role in SMART is needed to perform this task. 

 Documents required (one of the following): 
· W-8BEN  
· W-8BEN-E 

Ensure all steps are complete prior to saving.  The supplier record becomes locked and agency staff are no longer able to make changes once it is saved and the user has returned to the menu.  
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	[bookmark: Docs]1. Foreign Supplier Documents 
	There are two types of IRS forms that can be used by foreign suppliers: 

· W-8BEN.  This is used by foreign individuals who receive non-business income in the United States.   
· W-8BEN-E.   This is used by foreign entities/businesses who receive money from US employers. 
 
A supplier is to download the appropriate form from the IRS website and provide the signed dated form (dated within previous 12 months) to the agency.   
 
Foreign suppliers will not utilize a regular United States tax identification number (TIN) issued by the United States Internal Revenue Service (IRS). 
 

	Individual  
W-8BEN 

	This 1-page form can only be used by individuals.  

This is general information to assist suppliers with determining which form they are to provide to the agency.  If in doubt as to which form to provide, the individual should contact their accountant or tax attorney. 

[image: AN INDIVIDUAL W-8BEN FORM. IT IS A CERTIFICATE OF FOREIGN STATUS OR BENEFICIAL OWNER FOR UNITED STATES TAX WITHHOLDING AND REPORTING (INDIVIDUALS)]

	Lines 1-4 

	Suppliers will complete the form to the best of their ability. 

[image: Part I of the W-8BEN. The Identification of Beneficial Owner. NAME, ADDRESS, COUNTRY AND MAILING ADDRESS IS ADDED.]




	Lines 5-10 

	Suppliers may or may not complete these areas: 

[image: Part II-claim of tax treaty benefits. US TAXPAYER NUMBER, FOREIGN TAXPAYER NUMBER AND DATE OF BIRTH ARE ADDED.]


	Certification
	Supplier must sign and date the Certification section. 

[image: Part III- Certification.  It is also showing where the signature is suppose to be. ]


	Entities 

W-8BEN-E 

	This 8-page form is to be used by businesses only.  

This is general information to assist suppliers with determining which form they are to provide to agency.  If in doubt as to which form to provide, the business should contact their accountant or tax attorney. 

[image: AN INDIVIDUAL W-8BEN FORM. IT IS A CERTIFICATE OF FOREIGN STATUS OR BENEFICIAL OWNER FOR UNITED STATES TAX WITHHOLDING AND REPORTING (ENTITIES)]


	Part I Lines 1-7 

	Suppliers will complete the form to the best of their ability.

[image: Part I of W-8BEN-E.  List of identification of Beneficial Owner. Part I Lines 1-7. Fill out name, country, status, permanent residence and mailing address if differnt.]


	Part I Lines 8-10 

	Supplier may or may not complete these sections. 

Line 8.  If a supplier entered a number in this box, enter it into SMART.  It may or may not match IRS records. 

Line 9a.  Does not pertain to SMART. 

Line 9b.  If supplier enters a number in this box, do not enter this number into SMART.  This is the foreign country TIN.  It does not relate to the United States. 

Line 10.  Does not pertain to SMART. 

Lines 11-43 and Part XXIX  

 [image: Part I lines 8-10 of W-8BEN-E. Fill out the U.S TIN, Foreign TIN and reference numbers.]

	Parts II – XXIX 

Part XXX 
Certification 
	Supplier must sign and date Certification section. 

[image: Part III- Certification.  It is also showing where the signature is suppose to be. ]


	[bookmark: Adding]2. Adding Foreign or Federal Suppliers 

	Foreign or federal suppliers do not utilize a 9-digit IRS TIN number.  The word FOREIGN must be used instead.   
 
It is rare to have a federal government agency request to be a supplier. They may provide a W-9 to agency without a tax identification number listed.  If a request is received, direct it to the Department of Administration for further review. 


	Navigation

	Log in to SMART.  From SMART Homepage, navigate to Accounts Payable homepage>Suppliers tile 

[image: The Smart Accounts Payable drop down menu. Click on Accounts Payable]

[image: The Suppliers Icon.]


	Add a New Value 

	In Add/Update Supplier>Supplier Information, click on Add a New Value. 
 
Do not change any of the information on this page. 
 
Click on ADD. 

[image: Account Payable Supplier information tab. This is were you add a new value]


	[bookmark: Identifying]3. Identifying 
Information Tab 
	[image: Image of the identifying Information tab. You will enter exactly as presented on W8 First middle and last name]

Supplier Name **REQUIRED** 
· Enter name exactly as presented on W-8BEN or W-8BEN-E. 

· No punctuation

· Individuals: Format FIRSTNAME MIDDLENAME/INITIAL LAST NAME (i.e., spaces are highlighted below) 
[image: The Supplier Name. This picture is showing how the name should be put. First name  space middle name space last name.]

· Business: Format as shown on W-8BEN-E.  
 
Additional Name 
· If the Supplier Name is long, this field can be utilized to ensure the full name is captured.

· No punctuation 

Supplier Short Name **REQUIRED** 
· Maximum of 10 characters only.  This includes space. 

· A comma is the only allowable special character.

· Individual: Format LASTNAME,FIRST Use comma to separate.  No space. 
(Example: Susan Smith will be entered as SMITH,SUSA) 

· Individual with suffix: Format LASTNAME,FIRST Use comma to separate.  No space 
(Example: John Smith Jr will be entered as SMITH,JOHN) 

· Business: If a supplier only lists a name on Line 1 of W-8BEN-E, enter as presented on W-8BEN-E. 
(Example:  Murphys Steakhouse will be entered as MURPHYS ST) 
(Example: John Smith DDS would be entered as JOHN SMITH) 

Withholding checkbox  
· The box withholding remains unchecked as foreign and federal government suppliers are not 1099 reportable. 
 
Classification **REQUIRED** 
· Defaults as Outside Party  

· Classification must remain as Outside Party unless supplier is used by Payroll (HCM) 
 
Supplier Status **REQUIRED** 

· Status will show as UNAPPROVED when supplier is saved. 
 
Additional ID Numbers 
 This section is for Office of Procurement and Contracts use only. 

· Do not enter any information into the ID Numbers area at the bottom of the Identifying Information tab.  Any information entered this section that is not for Office of Procurement and Contracts use will be deleted. 

[image: This picture is the ID Numbers drop down.  There is a big red X over the type/set ID/ID Number.  Not allowed to put anything in the ID Number area. ]


	[bookmark: Address]4. Address Tab 
	Use the instructions in each subsection of the W-8BEN-E to enter the address information.  


	Supplier  
Address 
	[image: The Address tab of the Supplier Information. Address ID 1 will be main.]

Description 
· Address ID 1 Description will always be the word MAIN. 

Anything other than MAIN will be corrected by the Supplier Maintenance Team. 

	Details 

	[image: The effective date. It shows that it should be 01/01/1901 if your adding a new address. It defaults to USA. Red box around magnifying glass to populate country box.]

Effective Date 
· Date defaults to 01/01/1901.  Do not change. 

Effective Status 
· Address ID 1 must always be in ACTIVE status. 

Country 
· Defaults to USA (United States) 

· To change the country, click on the magnifying glass.  This will populate a Look Up Country box. 

[image: County look up. It has the country then a drop down with the key of what the name has in in it. There is a description tab also. ]

· If the 3-letter abbreviation (box labeled Country) is unknown, enter the country’s name in the Description line. 

[image: The look up country after looking up a country. It shows the abbreviation of the country and the country name. ]

· When the country populates, click on either the Country 3-letter abbreviation or the Description.  SMART will activate that country’s address entry template. 

· The template will be different for each country. 

· Enter the foreign address. 

Do not be surprised to receive an error message regarding the validity of the address.  If the error message is displayed, click the Override Address Verification box and move forward with the rest of supplier information.                 

     [image: The box to check if there is a need of override address verification.]

Clean Address verifies foreign addresses to the best of its ability.    


	Payment/ 
Withholding Alt Names 

	Payment Alternate name 
·  Checks will be issued to the Payment Alternate Name if entered here.  Otherwise, they will be issued to the Supplier Name and Additional Name.  
[image: Payment Alternate name section showing with Name 1 and Name 2 fields. ]

Withholding Alternate name 
· Do not enter any information into this section. 
[image: Withholding Alternate name section marked out. ]


Type 
· Payment Location defaults into the drop-down.  Do not change this information. 

Prefix 
· 001 defaults in.  Do not change this information. 


	 Phone Information 

	Telephone and Extension 
· These fields are entered at the agency’s discretion. 

[image: The phone information section that shows where you're suppose to put the telephone number. ]



[bookmark: Location]
	5. Location Tab 

	SYSTEM CHECK location is the appropriate payment method for foreign suppliers.   

[image: LOCATION TAB WITH EXPAMPLE OF LOCATION 001 DESCRIPTION, SYSTEM CHECK and 1099 LINK.]

· Location: 001 

· Description: SYSTEM CHECK 

Location numbers that do not follow this rule will be corrected by the Supplier Maintenance Team. 

Agencies must wait until the newly entered supplier has been approved by the Supplier Maintenance Team before creating an accounts payable voucher. 


	Add 1099 Information 

	[image: 1099 Reporting Information tab. Has the following tabs on it. Main Information, Additional Info, TIN Match. Then it has the Entity, Address, TIN Type, and Taxpayer Identification Number.]

· 1099 Information line 
· Leave this line blank. 
 
1099 Reporting Information 
  If unsure of choice/information, click on the magnifying glass.     

· Entity: IRS (Only one choice) 

1099 Reporting Information line: 

[image: 1099 Reporting Information tab. Has the following tabs on it. Main Information, Additional Info, TIN Match. Then it has the Entity, Address, TIN Type, and Taxpayer Identification Number.]

· Address: This defaults to 1.  Do not alter this box. 

· TIN Type: “S” – Social Security number (Individual) 

“F” – FEIN (Federal Employer Identification Number) or EIN (Employer Identification Number) 

· Taxpayer Identification Number: FOREIGN 

[image: 1099 Reporting Information to include Entity (IRS), Address (1), TIN Type (F), and Taxpayer Identification Number (FOREIGN).]

Click OK to be directed back to the Location tab. 


	Attach Documents 
	Agencies should not rely on SMART as the method for meeting record retention policies.
Informational Circular 16-A-007 addresses attachments in SMART.

Required supplier documents must be attached before exiting the supplier record. These documents are: 

· W-8BEN (if foreign individual)
· W-8BEN-E (if foreign company)

 Documents must be attached on: 
·  Location tab 

 Attachment requirements:
· Documents 1MB or greater cannot be uploaded to a SMART supplier record. Rescan/resize document to be below this file size limit.
· EXCEL, WORD, PDF, or similar files, are appropriate.
· Agencies should not attach CAD (Computer Aided Design) files or picture files (examples- .jpg, .tif, .png, or .gif).
· Multiple attachments are allowed.  Be sure each is under the 1MB limit.
· Avoid attaching documents that do not add value to the transaction.

Click on Attachments link.
[image: Attachments drop down]

Click on Add Attachment. 
[image: Add attachments drop down]

Click on Browse to locate attachment.


[image: File Attachment section to Browse, Upload or Cancel action. ]

When document has been located, click on it so it shows in File Name box.  Click Open.

[image: open attchment link]

Review to make sure the correct attachment will be uploaded.  Click Upload.

[image: upload attachment box]

When selecting more than one file, it will just show the count of the files being uploaded as opposed to the file names.
[image: File Attachment section to Browse, Upload or Cancel action showing 2 files selected. ]

Attachment will be uploaded.  Confirm the correct document has been attached. 

[image: Ok box after attchment upload]

Click OK to be directed back to the Location tab. Review to make sure the attachment is there. 

After exiting the saved record, agencies will only see the number of documents attached.  Agencies do not have the access to view any of the attachments. 
[image: Attachments drop down]


	[bookmark: Review]6.Review and Save            
	At this point, review the supplier record before saving to confirm the information has been entered as correctly as possible.  
 
Once the KAP_Agy_Vendor_Processor has SAVED and EXITS the page (or Return to Search), the user is prevented from making any further edits to the supplier record. 
 
If no changes are needed to the supplier record (no typos, attachments, etc.) after review, click on SAVE at the bottom of the Location tab. 


	[bookmark: Warning]7.  Warning Message 
	When saving a foreign supplier record, two warning messages will pop up.  The first one will advise that a “Duplicate Supplier Withholding TIN has been detected” and a list of supplier IDs will be shown: 

[image: Picture 88, Picture, Picture]

This is an expected message as there will be numerous FOREIGN TINs in SMART.   
 
Click OK. 

The second warning message pop-up will advise that a “Duplicate Supplier Withholding TIN is detected against inactive supplier(s)”: 

[image: Picture 89, Picture, Picture]

This is an expected message as there will be numerous FOREIGN TIN supplier records which have been inactivated in SMART.   

Click OK. 
 
SMART automatically assigns the record its own Supplier ID.  All supplier IDs are sequential. 


	[bookmark: Status]8. Supplier  
Status 
	After the Save button is used, the SMART supplier record will be set to UNAPPROVED status.   
 
The Supplier Maintenance Team will approve all newly entered suppliers the following business day. 
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W-8BEN Certificate of Foreign Status of Beneficial Owner for United
Form States Tax Withholding and Reporting (Individuals)

(Rev. July 2017)

» For use by individuals. Entities must use Form W-8BEN-E. OMB No. 1545-1621
Department of the Treasury > Go to www.irs.gov/FormWSBEN for instructions and the latest information.
Intemal Revenue Service » Give this form to the withholding agent or payer. Do not send to the IRS.
Do NOT use this form if: Instead, use Form:
eYouareNOTanindividual . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . .WBBENE
* You are a U.S. citizen or other U.S. person, including a resident alien individual . . . . . . . . . . . . . . . . . . . W9
* You are a beneficial owner claiming that income is effectively connected with the conduct of trade or business within the U.S.

(other than personal Services) . . . . . . . . . . . . . . . . oL . .o . oL . . oo . . . . . . .WS8EC
* You are a beneficial owner who is receiving compensation for personal services performed in the United States . . . . . . . 82330rW-4
*Youareapersonactingasanintermediary . . . . . . . . . . . . . . . . . .. ... ... . . W8sMY

Note: If you are resident in a FATCA partner jurisdiction (i.e., a Model 1 IGA jurisdi
provided to your jurisdiction of residence.

ion with reciprocity), certain tax account information may be





image4.png
Identification of Beneficial Owner (see instructions)

1 Name of individual who is the beneficial owner T2 Country of citizenship

3 Permanent residence address (street, apt. or suite no., or rural route). Do not use a P.O. box or in-care-of address.

City or town, state or province. Include postal code where appropriate. | Country

4 Maling address (f different from above)

Gity or town, state or province. Include postal code where appropriate. [ Gountry





image5.png
5 U.S. taxpayer identification number (SSN or ITIN), if required (see instructions) 6 Foreign tax identifying number (see instructions)

7 Reference number(s) (see instructions) 8 Date of birth (MM-DD-YYYY) (see instructions)

Claim of Tax Treaty Benefits (for chapter 3 purposes only) (see instructions)

9 | certify that the beneficial owner is a resident of within the meaning of the income tax
treaty between the United States and that country.
10 Special rates and conditions (if applicable —see instructions): The beneficial owner is claiming the provisions of Article and paragraph
of the treaty identified on line 9 above to claim a 9% rate of withholding on (specify type of income):

Explain the additional conditions in the Article and paragraph the beneficial owner meets to be eligible for the rate of withholding:





image6.png
Certification

Under penalties of perjury, | declare that | have examined the information on this form and to the best of my knowledge and belief it is true, correct, and complete. | further
certify under penalties of perjury that:

+ lamthe individual that is the beneficial owner (or am authorized to sign for the individual that is the beneficial owner) of all the income to which this form relates or
am using this form to document myself for chapter 4 purposes,

+ The person named on line 1 of this form is not a U.S. person,
« Theincome to which this form relates is:
(@) not effectively connected with the conduct of a trade or business in the United States,
(b) effectively connected but is not subject to tax under an applicable income tax treaty, or
(c) the partner’s share of a partnership's effectively connected income,

+ The person named on line 1 of this form is a resident of the treaty country listed on line 9 of the form (i any) within the meaning of the income tax treaty between
the United States and that country, and

« For broker transactions or barter exchanges, the beneficial owner is an exempt foreign person as defined in the instructions.

Furthermore, | authorize this form to be provided to any withholding agent that has control, receipt, or custody of the income of which | am the beneficial owner or
any withholding agent that can disburse or make payments of the income of which | am the beneficial owner. | agree that | will submit a new form within 30 days
if any certification made on this form becomes incorrect.

=
Sign Here }

Signature of beneficial owner (or individual authorized to sign for beneficial owner) Date (MM-DD-YYYY)

Print name of signer Capacity in which acting (i form is not signed by beneficial owner)
For Paperwork Reduction Act Notice, see separate instructions. Cat. No. 25047Z Form W-8BEN (Rev. 7-2017)
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W-8BEN-E Certlficate of Status of Beneficlal Owner for
Fom United States Tax Withholding and Reporting (Entitles)

(Rev. July 2017) »For use by entites. Individuals must use Form W-8BEN. » Section references are to the Internal Revenue Code, |~ OM1° 110- 15451621
Department of the Treasury ¥ Go to ww.rs.gov/FormWEBENE for nstructions and the fatest information.
Internal Revenue Service > Give this for 10 the withholding agent or payer. Do not send to the IRS,
Do NOT use this form for: Instead use Form:
+US.enfityorUS.oiizenorresident . . . . . . . . . . . . . .. .. ... ... L we
« Aforsign individual . . . . . W-8BEN (ndividua) or Form 6233
« Aforeign individua or entity laiming that income is effectvely connected with the conduct of trade or business witin the USS.

(unless claiming treaty benefits). - . . . . . . . . . . . . . . . . Lo weeal
« Aforeign parnership,  forsign simpl tust, or  forsign grantor st (uless caming reaty bents) (see nstuctons fo sxceptions) - W-GIMY

« Aforeign government, international organization, foreign central bank of issue, foreign tax-exempt organization, foreign private foundation, or
govemment of a U.S. possession claiming that income is effectively connected U.S. income o that is clalmlng the ﬂppllcablllly of section(s) 115(2),
501(c), 892, 895, or 1443(b) (unless claiming treaty benefits) (see instructions for other exceptions) . . . . . . . . . W-8ECIor W-BEXP

« Any person acting as an intermediary (including a qualified intermediary acting as a qualified derivatives deele() L W-aMY
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1

Identification of Beneficial Owner

'Nams of organization that s the bansficial owner

2 County of incorporation or organization

3 Name of Gisregarded entity recahing the payment (1 appicable, 525 Instructions)

4 Chapter 3 Status (entity type) (Must check one box only): [T Corporation T Disregarded entity. [ Partnership
L simple trust [ Grantor trust [ Complex trust O estate [ Govermment
[ CentralBankooflssue [ Tax-exemptorganization [ Privata foundation [ Intemational organization
1fyou entored disragardad entity, partnership, simple frust,or grantor trust abovs, is the snty a hybrid making a traaty
claim? If “Yes” completa Part Il Lves [N

‘Chaptar 4 Status (FATCA status) (5o insiructions for datails and complets the certfication below fo the entiy s appicabls status)

1 Nonparticipating FF including an FF ralated to a Reporting IGA
FFI other than a dsemad-complant FFI, paricipating FFI, or
‘sxempt bansfical owner)

[ Participaing FF1.

1 Reporting Modl 1 FF.

L1 Reporting Modl 2 FF.

[T Registered deemed-compliant FFI (other than a reporting Model 1
FF, sponsored FFI, of nonraporting IGA FFI covered in Part X,
‘Saa instrctions.

L Sponsored FF1. Complete Part IV.

1 Certified deemed-compliant nonregistering local bank. Complete.
PartV.

1 Certified deemed-compiiant FF with only low-value accounts.
Complsts Part 1.

1 Certified deemed-compiiant sponsored, closely held investment
vehicle. Complete Part VIL.

1 Certified deemed-compiiant imited life debt investment entity.
‘Complete Part VIl

[ Certain investment entities that do not maintain financial accounts.
‘Comlete Part X

] Ouwner-documented FFI. Complata Part X.

1 Restrcted distrbutor. Complata Part X

] Norvaporting 1GA FF. Compste Part Xl

] Forsign govermment, govemment of a LS. possession, orforsign
Contas bank f Soue. Compets Part XL

] Intemational organization. Complete Part XIV.

] Exert etrement pans. Compicts Part Y.

] ity wholy owned by axempt bl cuners. Complte Part XL

(] Temtory financa nttion. Comples Part XV

7] Excspted noninancal group nty. Compicts Part XVl

] Excopte nofinanciasart-up company. Complta Part XX

] Excopted nofinancal et iniquidation or barkrupty.
Compete Fart XX

7] 501(c)oxganization. Compete Part .

] Nonprotorganzation. Compiets art XXl

] Puslic traded NFFE or NFFE afisto of a publicly raced
Corporstion. Gompiats Part XL

] Exospted tmtry NFFE. Compsts Part XV

] Actve NFFE. Compiets Part 0.

] Passive NFFE. Complete Part XXVI.

] Exospted inte-ffiate FI. Complto Part 0L

] Direct eporting NFFE.

] Sponsored drect reporting NFFE. Compiets Part XXVl

L Account that is not a financial account.

Pemanant rasdence address (steat, apt. o sue o, or 1ural 1u1a). Do Not Uso a P.O. box of i-care-of address (other ran a regtarad adaress)-

“Cityor fown, tata or provinca. Includa postal coda whara approprita. ‘ Country
7 Maling address (f different from above)
“Cityor fown, tata or provinca. Includa postal coda whara approprita.

‘ Country
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8 US. taxpayer identfication numbar (TIN, ifrequied | 98 GIIN b Forsign TIN

70 Referance numbars) (see nstrucions)

Note: Plaase complats remaindsr of the form ncluding Signing tha form in Part XXX,
For Paperwork Reduction Act Notice, se separate instructions. Cat o, sosaon Form W-BBEN-E v 72017)
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Certification

Under penalties of perjury, | declare that | have exarmined the information on this form and to the best of my knowledge and belief it i true, comect, and complete. | further
certify under penalties of perjury that:
 The entity identified on fine 1 of this form is the beneficial owner of all the income to which this form relates, is using this form to certify its status for chapter 4
purposes, or is a merchant submitting this form for purposes of section 605OW;
 The entity identified on line 1 of this form is not a U.S. person;
 The income to which this form relates is: (a) not effectively connected with the conduct of a trade or business in the United States, (b) effectively connected but is
not subject to tax under an income tax treaty, or (c) the partner's share of a partnership's effectively connected income; and
 For broker transactions or barter exchanges, the beneficial owner is an exempt foreign person as defined in the instructions.
Furthermore, | authorize this form to be provided to any withholding agent that has control, receipt, or custody of the income of which the entity on line 1 is the beneficial
‘owner or any withholding agent that can disburse or make payments of the income of which the entity on line 1 is the beneficial owner.

Iagree that | will submit a new form within 30 days if any certification on this form becomes incorrect.

-
Sign Here }

Signature of individual authorized to sign for beneficial owner Print Name Date (MM-DD-YYYY)

[ 1 certify that I have the capacity to sign for the entity identified on line 1 of this form.

Form W-8BEN-E Rev. 7-2017)
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