NEVADA SYSTEM OF HIGHER EDUCATION
Employee Notification Sheet

All individuals who are not citizens or permanent resident aliens of the United States are required to complete an Alien Information Collection Form before receiving any payment from the Nevada System of Higher Education ("NSHE"). If you are a new employee, you must meet with the Nonresident Alien Tax Specialist in order to review your completed Alien Information Collection Form, discuss your applicable tax withholding status, and complete any additional tax withholding or exemption forms.

You must bring the following documents with you to your meeting with the Nonresident Aliens Tax Specialist:

1. Alien Information Collection Form (given to you by an HR/Personnel or NSHE Representative);

2. Passport (which includes the visa and Form I-94 card) and;

3. Form DS 2019 if you are a J-1 visaholder, Form I-20 if you are an F-1 visaholder, or Form I-797 if you are an H-1B visaholder.

If you do not meet with the Nonresident Alien Tax Specialist within 5 days of beginning your employment with NSHE, the maximum rate of U.S. federal income tax will be withheld from your payments. Any tax withheld because you did not meet with the Nonresident Alien Tax Specialist to complete the necessary forms prior to payment cannot be refunded by NSHE.

The Nonresident Alien Tax Specialist (Debbie Honrath) is located in the Student Services Complex (SSC-A) Room 131 (same building as the Office of International Students and Scholars).
Please email nraassistance@unlv.edu to schedule an appointment or come in during normal walk-in hours (no appointment needed).
Walk-in Hour Schedule at: http://controller.unlv.edu/NRA/

________________________________________________

Employee Name (Print)

________________________________________________       ____________________

Employee Signature                                                                                     Date

________________________________________________       ____________________

HR/Personnel or NSHE Representative Signature                                   Date
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