XIV. [bookmark: _Toc323808853]Forgeries
Forgeries are identified after a warrant has been cashed and the payee has been provided a copy of the cashed warrant.  The payee must declare it as a forgery. 
Please provide WWU the Vouchers for a Payment screen (See Section V) marked “Please begin Forgery Process” along with a or a written request that includes the state vendor number or vendor form to add the payee to the state payee vendor file.  Please provide the payee name, the warrant number, and the cashed date., and spray number, as more copies of the cashed warrant will be needed to complete the process.  
Obtain the spray number by running the SABHRS query MTAP_SPRAYNBR to obtain the spray number.  Navigate to the following SABHRS path: Main Menu>Reporting Tools> Query> Query Viewer.  
The WWU will send the payee a copy of the cashed warrant and a forgery affidavit that must signed, and notarized, and have a.  A police report number may be requested.  Once returned, the documentation goes to the Treasury Unit who pursues collection from the depository bank.  Please be aware that forgery collections may take three to four months and in some cases longer.  Agencies will be notified of actions taken, see Section A and B below.
A. [bookmark: _Toc323808854]State recovery of funds
If the State recovers the funds, the Treasury Unit will record a journal entry.  The WWU will issue a non-mailer replacement warrant to the payee for the amount due, and the warrant will be returned to the requestor to mail to the payee.  
B. [bookmark: _Toc323808855]Claim refused by bank
If the forgery claim is refused by the bank, the WWU will notify the agency, and a copy of the rejection letter will be forwarded to the requestor.

XV. Vendor information and requirements
E. [bookmark: _Toc323808861]Payment advices (modified April 15, 2013)
1. TIN or SSN not allowed on payment advices:
A TIN or SSN is not allowed to be included on any payment advice issued; whether it is an advice attached to a warrant or an ACH advice.  Nor is any derivative of such number allowed on a payment advice.
2. EFT payment advices:
Beginning July 1, 2013, printed advices for ACH payments will be discontinued
Any advice associated with ACH payments will be required to be sent via email.The WWU also encourages the use of e-mail for sending a payment advice.  In order to receive the payment advice via e-mail, the e-mail address must be set-up on all address locations that wish to receive this advice.  Sending advices via e-mail reduces the cost of sending an advice by mail.  Send this information along with the vendor information form to the WWU to be input into the payee file.  

G. [bookmark: _Toc323808863]Foreign Vendors
Foreign vendors should be entered with an ENTITY TYPE of 99 on the vendor file and can be entered on the vendor file without a TIN in certain circumstances.
If, by law, a vendor with foreign status is not required to have a US TIN, an agency shall obtain an original signed Form W-8 from the vendor before the vendor is added to the vendor file.  All W-8’s must be the original; no faxes, emails or copies can be accepted per the IRS.  

Your agency may receive a Form W-8 from a foreign vender by mail, fax or State Secure Email.  If your agency accepts a Form W-8 by fax or State Secure Email you must follow these IRS guidelines:

If received by fax:  Ensure that the form was faxed by the individual or entity named on the form by confirming it with them orally or by email.  Document who confirmed the information was confirmed with and the date it was confirmed.

If received by State Secure Email:  Match the sender’s email address to the email address in your agency’s files and confirm orally or by email with the entity or person named on the form that they sent the form.  Document who the information was confirmed with and the date it was confirmed.

For all methods of delivery:  For a non-individual entity, the agency should establish that the individual who furnished the form is an owner or employee of the entity named on line 1.  

Listed below are the available W-8 forms, please make sure to select the form applicable to your agency’s situation.  
Form W-8BEN - beneficial owner
Use to document payees’ non US status. No TIN required.
Used for treaty claims on payments except for services performed by an individual.  Must have a US TIN in this situation.
Form W-8ECI - effectively connected income
Entities conducting business activities within the US.  Must have US TIN.
Form W-8EXP – Exempt Certificate of Foreign Government or Other Foreign Organization for United States Tax Withholding
Limited application; foreign governments only
Form W-8IMY Certificate of Foreign Intermediary, Foreign Flow-Through Entity, or Certain U.S. Branches for United States Tax Withholding
Foreign agents of foreign beneficial owners
Form 8233 Exemption from Withholding on Compensation for Independent (and Certain Dependent) Personal Service of a Nonresident Alien Individual
Individuals performing services claiming treaty benefits
Must be sent to IRS within 5 days of acceptance for verification of treaty claims
For more information on W-8s, visit the following website: 
Instructions for the Requester of Forms W-8BEN, W-8ECI, W-8EXP, and W-8IMY (5/2006)
G. [bookmark: _Toc323808864]Agency Vendor Record Management & Retention (New September 2011December 2013)
For all vendors added to the consolidated vendor file through the interface process, each agency will be required to maintain copies of all vendors entered by, or on behalf of, the agency.  Agency hard-copy vendor files, including all backup submitted by the vendor, must be retained and kept accessible to inquiries for a minimum of five three years from the entry inactivation date.  A copy of each vendor request sent to the WWU must also be kept in the individual agency files.
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