
How to Employ a Foreign National 

 

A foreign national is ANYONE who is not a citizen of the United States or a green card 

holder. Anyone who has a VISA falls under the classification of foreign national, and 

need to follow the following process when becoming employed at the New School.  

 

1.) Have the employee fill out a Foreign National Information Collection Form 

(FNICF), and an I-9. Make sure that they attach all documents specified on the 

first page of the form.   

 

2.) Send the completed form with the PRA for that employee to MaryCatherine 

Youmell in the Human Resources Department, 80 Fifth Avenue, 4
th

 Floor.  

 

3.) From the information provided on the FNICF, tax forms are generated that are 

specific to the employee and the tax treaty that the United States has with that 

person’s country.  

 

4.) Employee gets an e-mail from Human Resources asking them to come in and sign 

their tax forms. If they do not do this, they cannot be paid.  

**Please remind your employee to be looking out for this email. It will have the 

subject line; “Foreign National Tax Forms Ready.”** 

 

Tips for a smooth hire:  

 Please do not have International employees fill out US tax forms (W-4, 

IT-2104). The ONLY US form that they need to fill out is an I-9. 

 Please do not send parts of the employee’s paperwork separately, have the 

employee fill out the FNICF and attach documents and send the PRA 

along with this form.  

 Please DO NOT have your foreign national work for you without going 

through this process first. Not every foreign national is eligible to work for 

us, and it’s important that we determine this before they begin work.  

 If the student has trouble filling out the form, I am more than happy to 

meet with them. They can email me, call me, or come in and have a 

meeting if they set up an appointment.  

 

 

 

 

 

 

MaryCatherine Youmell 

Human Resources Associate 

80 Fifth Avenue, 4
th
 Floor 

(212)229-5671 x4951 

youmellM@newschool.edu 

 



   How do I fill out the FNICF? 

 

If you are a Foreign National (anyone who is NOT a permanent resident of the US), you 

need to fill out a Foreign National Information Collection Form in order to be paid. If you 

have any other questions please call (212)229-5671 x4951 or email 

youmellM@newschool.edu 

 

Supporting Documents 

You need to supply supporting documents with your FNICF for it to be processed. These 

are: Social Security Card OR a letter from the Social Security Administration stating that 

you’ve applied for a SSN, Passport, VISA, I-94, and I-20 OR DS2019. 

(Please note, these are only samples, some of your forms may look slightly different):  

 

1.) What  is my VISA #? (Question 9 on FNICF): This is the number on the bottom 

right-hand side of the Visa, directly under the expiration date: 

 
2.) What is an I-94?  This is the Arrival/Departure card for non-immigrants. It 

shows the date of entry/exit and lists your status. The card is stapled to a foreign 

passport of a non-immigrant upon entering the United States. It usually looks like 

this:  

 



3.) What is the I-20 and DS-2019?: This is the certificate of eligibility that you 

receive from the University to verify your status, without one we cannot employ 

you at the New School. 

4.)  

a. If you have an F Visa, you will have an I-20 from the University and it 

will look like this: 

 
b. If you have a J Visa, you will have a DS-2019 from the University and it 

will look like this:  

 



Frequently Asked Questions:  

 

1.) I don’t have a Social Security Number, can I still work for the New School? 

-In order to be paid through the payroll department, you need a Social Security 

Number. 

-To begin your employment, all you need to do is prove that you’ve at least 

applied for a SSN. 

For instructions on when and how you should apply for a Social Security Number, 

please visit International Student Services at: 

http://www.newschool.edu/forms/iss_social_security.pdf 

When you applied, the Social Security Office will give you a letter verifying your 

application; attach a copy of this with your FNICF.  

As soon as you get your card, bring a copy of it into Human Resources so we can 

put it in your file. 

2.) How do I figure out the dates of my immigration status, the actual date I 

entered, and the end date of my immigration status? (Questions 16, 17 and 

18) 

(16) The start date of your immigration status refers to the first time that you 

entered the country for this primary purpose. For example, if you are a student 

who started your first year here in 2000, the first time you entered the country is 

the answer to 16. 

(17) The actual date you entered refers to the most recent stamp on your I-94. For 

example, if you entered in January 2005 and went home for the summer, returning 

in September 2005, this is the actual date that you entered.  

(18) The projected end date of your immigration status is NOT necessarily when 

your Visa expires, but is the date that the New School stops sponsoring you for 

your primary activity here. This date can be found on your I-20, or DS-2019 

document.  

3.) What  if I don’t remember my immigration activity since 1985? (Question 22)  

It is very important to at least estimate the Visa’s that you’ve previously had so 

that we can accurately determine your status for tax purposes. You do not need to 

list every time you entered and exited the country here, but if you traveled here 

once on a tourist Visa in 1991, and then an F-1 Visa for four years from 1996-

1999, and are now on a J-1 Visa, you should put all of these down.  

The reason that we have to count beginning 1/1/85, is that this is the date that the 

Substantial Presence Test (the way we determine residency for tax purposes) 

became effective. 

4.) What are treaty benefits?  

The United States has income tax treaties with over 60 countries. These treaties 

specify whether or not compensation made in the United States (or made in a 

foreign country but paid by an institution from the United States) is subject to 

withholdings. Treaty benefits, when applied to you at employment, can exempt 

you from having money withheld from your employment check. We determine 

whether or not you are eligible for treaty benefits based on the information that 

you provide on your Foreign National Information Collection Form.  

 



5.) Are there any reasons why I would not want to elect treaty benefits? 

Electing treaty benefits on your employment income, and not having taxes 

withheld from you check is not mandatory, it is an option. In most cases, there’s 

no reason that you would not want to elect your treaty benefits. However, there 

are certain countries that have a “one time only” clause in their treaty, which 

means that the employee can only claim exemption from withholdings ONCE. 

These countries are: China, Czech Republic, France, Indonesia, Jamaica, 

Portugal, and Slovak Republic.  

 


