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The George Washington University Supplier Registration Form

Instructions to Suppliers of the George Washington University (GW)

U.S. based suppliers should submit a supplier registration request via GW’s PaymentWorks. International or
domestic suppliers requiring payment by check must register by completing the necessary forms. Employees and
students receiving refunds, prizes, awards, and travel advances/reimbursements are not required to submit supplier
registration forms.

Covered Supplier

e Selected domestic individuals, companies, or organizations

e International individuals, companies, or organizations

Form and Submissions
The following forms must be submitted prior to all domestic and international individuals, companies, or
organizations performing services or providing goods to GW.

Domestic

e  Supplier Registration Form, including banking information

e  Current (required version) IRS form W-9, domestic - all sections of the form are required; must be signed and
dated pen-to-paper or with a digitally approved electronic signature. See form instructions for assistance.

e  Submit these forms through our Procure-to-Pay portal: https://isupply.gwu.edu/register
Exemptions - Only payments to individuals not providing GW with goods or services are exempt from
registering through the iSupplyGW Portal. The following exemptions should email the current (required
version) IRS W-9 form and a copy of the Supplier Registration Form to isupplygw@gwu.edu: Athletic
Officials, Endowments, Garnishments, and Rent and Utility suppliers.

International

e Supplier Registration Form, including international banking information

e Current (required version) IRS form W-8BEN or W-8BEN-E, international - must be completed, signed and
dated pen-to-paper or with a digitally approved electronic signature. See form instructions for assistance.

e Email to isupplygw@gwu.edu.
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Supplier Information
Business/Individual Name Tax Payers Identification Number (EIN or SSN)

Mailing Street Address (if different from tax form) City State/Country Zip/Postal Code

Contact Information
Individual Name Telephone E-Mail

Sales Contact Telephone E-Mail

Department Contact Name Department Contact E-Mail Address

Terms and Payment Information

Default payment terms: NET 30 Payment Method

Type of account: SAVINGS D or CHECKING D (check or mark one) D ACH (only for US bank)
*IMPORTANT FOR FOREIGN BANK ACCOUNTS
Does the bank account provided accept USD?

O ves or Cno

Submit invoices only to invoice@gwu.edu

[0 wire (for international banking)

Submit inquiries to: P2P@gwu.edu or call 571-553-0247

ACH and WIRE Payment Instructions _

Name of Bank or Financial Institution

Bank Account Owner Name
Routing Number / SWIFT(BIC)
Local Bank Account Number / IBAN (Int'l Bank Acct)

Intermediary Bank Name (if applicable)

Intermediary Bank Number (if applicable)
Intermediary SWIFT Code (if applicable)
Remittance E-Mail Address

By signing this form I/we authorize GW and the financial institution indicated above to deposit all payments due automatically in
accordance with agreed upon payment terms. This authority will remain in effect until I/we notify GW in writing of its
cancellation. The country provided on this form must match the country in which the bank account is located.

Supplier Signature
Signature Title Date

If you are an international supplier, please send the completed form and applicable Tax forms to iSupplyGW@gwu.edu
for processing. Signature must be a digitally certified electronic signature with date or pen-to-paper wet signature.
| Contact the ISupplyGW Team for assistance 571-553-0300 or email iSupplyGW @gwu.edu.
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