INTERNATIONAL PROGRAMS
PAYMENTS TO VENDORS

Creating a payment to be mailed

For timely processing of payments to foreign vendors for travel programs it is imperative that the individuals/companies are vendors in our Peoplesoft system in advance of the trip.

To start the process of entering a foreign vendor into our system, the vendor will need to fill out a W8-BEN tax form. This tax form may be obtained at the IRS website http://www.irs.gov/pub/irs-pdf/fw8ben.pdf. Once completed it should then be sent over to Susan Costa  in purchasing department, s1costa@umassd.edu or ext 8054 for review and creation of the vendor in the Peoplesoft System. This is needed for both types of payments, i.e. checks or wire transfers.  

Payments for hotels, airfare, transport services, speakers, etc. should be handled 

by initiating a purchase requisition to that vendor.  If an advance is requested, that also could

be handled by a two line purchase order- one line for the advance payment  and one line for the balance upon completion of the service.  This will initiate a USD check.  

Payments to a foreign vendor can be handled by either a foreign draft check in the currency of that country or can also be handled by a foreign wire transfer directly into the foreign bank acct.  Additional information in required for the wire and an e-mail to the foreign source will be necessary to obtain all of the banking information required. 
Bank Name:

Bank Swift Code (foreign banks)

Bank Acct. No. (your acct number with the bank)

Bank Acct. Name( the name that your acct. is listed as)

Bank IBAN : Country specific Code)

Reference information: Any information you would like on the wire for your use.

Payments using the University Procard

Payments for group meals at a restaurant, admission fees for museums and day trips can be handled by paying with a University procard. Please keep in mind that a procard must have the MCC vendor codes opened for travel and should be handled when applying for the card through Administrative Services Procard Manager, Jennifer Pacheco, j1pacheco@umassd.edu or Ext.8084.  Procard applications may be obtained at the Purchasing website at http://www.umassd.edu/administrativeservices/manual.cfm#procardstuff 
Before any foreign travel the bank should be notified that there will be charges made abroad.  This can be done by calling the 800 number on the back of the card or contacting the Procard Manager who will contact the bank for you.
