
REIMBURSEMENT PROCEDURES 

As a state university, the University of Arkansas (UA) at Little Rock has a travel reimbursement 

procedure that conforms to established standards. Here are some guidelines to follow in planning your 

travel arrangements. 

 

Before you plan for your trip 

As soon as you have accepted our invitation to participate in the Workshop, each U.S. Workshop 

participant would need to complete an Internal Revenue Service (IRS) W-9 form, entitled “Request for 

Taxpayer Identification Number and Certification.” Each person to be reimbursed would need to 

complete a w-9 in order in order to be entered as a “vendor” into our system. Form W-9 is used in this 

case to record the business arrangement between you as a Workshop participant who will receive 

reimbursement from the UA-Little Rock. Such a form is posted at this IRS website: 

https://www.irs.gov/pub/irs-pdf/fw9.pdf 

For our international participants, please fill in a W-8 Ben form instead of the W-9 form:  

https://www.irs.gov/pub/irs-pdf/fw8ben.pdf 

In addition, all participants must fill out a Guest-of-State application form, which can be found at: 

https://ualr.edu/vcfa/files/2018/09/Guest-of-State-Registration.pdf 

Kindly e-mail the W-9 or W-8 Ben form and the vendor application form to Ms. Maryam Maleki at 

mmaleki@ualr.edu at your earliest convenience. 

 

For reimbursement 

The IRS has an income tax provision on Payments to foreign Persons, which includes payments other 

than standard income, such as reimbursement from this Workshop. What this means is that any foreign 

visa holders could be subject to a tax withholding for travel funds provided to them and may receive a 

1042S at the end of the calendar year.  There are some countries that have a tax treaty with the US and 

therefore receive an exemption or reduced rate. If a traveler is non-university employee, they may not 

be taxed if his/her visa allows travel reimbursement. For more details, the following web link is a good 

starting point, with many links to follow 

https://www.irs.gov/businesses/us-tax-withholding-on-payments-to-foreign-persons   

Since the Workshop will take place in Bellagio, Italy, participants will be reimbursed following “Foreign 

Per Diem Rates.” These foreign-per-diem rates are established monthly by the U.S. Department of State 

as maximum U.S. dollar rates for reimbursement. Here is the website to consult regarding foreign per 

diem rate guidelines  

https://aoprals.state.gov/content.asp?content_id=207&menu_id=75   

Foreign per diem rates for Italy may be accessed here-   

https://aoprals.state.gov/web920/per_diem_action.asp?MenuHide=1&CountryCode=1092 
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Since Bellagio is a very small community on Lake Como in Northern Italy, it is not listed at the said 

website. You will use the rate for “OTHER” in the maximum allowable rate listings for Italy. 

Please note that our insurance will cover your trip to and from the Workshop site during transit, but not 

the rest of your trip in attending the Workshop. 

 

Upon the conclusion of the Workshop 

Each traveler must provide itemized receipts for all travel expenses including all meals, and no alcohol 

purchases will be reimbursed.  You can scan and email the receipts to Maryam Maleki at 

mmaleki@ualr.edu.  Please make sure that we can clearly read all the receipts. 

Reimbursements will be made in USD equivalent for all expenses and we cannot reimburse any expense 

for which a receipt is not provided. The foundation that funds this Workshop does not pay via direct 

deposit or wire transfer, so all travelers need to list a proper mailing address on their W9 or W8 Ben, so 

that they can receive the reimbursement check. 

For all questions, please direct them to Maryam Maleki, our Workshop manager via email 

mmaleki@ualr.edu 

mailto:mmaleki@ualr.edu

