Instructions

for 

Completing the

WIRE TRANSFER REQUEST
Wire transfer requests must be received in the Office of Disbursements, Sparks Hall, Room 400A, no later than 12:00 Noon on the date the payment is required in order for the wire transfer to be released for payment by the end of the workday.  Please call (404) 651-3347 or 3340 with questions.



                   Required Submissions:
1. Submit a WIRE TRANSFER REQUEST . If submitting a different form, please do not exclude any information.  
2. The requestor and the approver cannot be the same person.

3. The approver’s original signature must be submitted for payment processing to occur.  Faxed signatures will not be accepted.  
4. Attach an approved invoice, including all of the payee’s banking information.
5. If the wire has already been set-up with a Template ID, please enter the number in the designated field. 

6. If the payee is a Permanent Resident, a department representative must be able to verify the existence of the Permanent Resident Card. 
7. If the payee is a Foreign National (who is not also a Permanent Resident), the GSU Tax Accountant must complete a tax analysis prior to payment.  Please have the  payee access:   Foreign National Tax Analysis Information (Includes Form) located at  http://www2.gsu.edu/~wwwspc/Forms/index.htm
The tax analysis information lists three ways for completing the analysis.  The most desirable methods are Remote Self-Service or On-Site Visit. However, individuals without computer access may complete the Foreign National Tax Analysis Information Form.  Questions about the tax analysis can be directed to the Tax Accountant, (404) 651-2184.  The Tax Accountant is located in Sparks Hall, Room 400A, Office of Disbursements.  The hours of operation are Monday through Friday, 9:00 AM until 5:00 PM.  
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