
Completing Payroll 
Forms
Instructions for international students and scholars 
at Lehigh University



Forms to Complete

Please download the following forms before going to the next slide.

● I-9

● W-4

● Residency Certification Form

● International Tax Information Form

https://www.uscis.gov/i-9
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.hab-inc.com/wp-content/uploads/Residency-Certification-Form-DCED-CLGS-32-6-8-11.pdf
https://financeadmin.lehigh.edu/content/payroll-international-forms-other-information


Form I-9

IMPORTANT NOTES

● This page of the I-9 must be completed by the 

employee and signed no later than the FIRST DAY 

OF EMPLOYMENT

● Page 2 of this document will be completed by OISS 

during your payroll appointment.

● During your payroll appointment with OISS, an OISS 

staff will sign page 2 of your I-9 within three (3) days 

of your on-campus employment start date



W-4

IMPORTANT NOTES

Nonresident alien for tax purposes is generally defined as:

● An F-1 or J-1 student who has not lived in the U.S. 

for more than five (5) years

● A J-1 scholar who has not lived in the U.S. for more 

than two (2) years



Residency Certification Form

IMPORTANT NOTES

● If your address is in Bethlehem
○ Municipality: Bethlehem City
○ County: Northampton

● If your address is in Allentown
○ Municipality: Allentown City
○ County: Lehigh

● If your address is in Hellertown
○ Municipality: Hellertown Borough
○ County: Northampton



Int’l Tax Information Form
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● When entering dates, always follow this 

format: MM/DD/YYYY

● Print your name as it appears on your 

passport

● SSN: Leave it blank if no SSN

● Visa number: the red number (8 digits) 

printed on the lower right-hand corner of 

your visa stamp

● First Day in USA in this status: 



Int’l Tax Information Form 
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● If your answer to the question in Section Six is 

“no”, you are required to provide the dates on 

which you entered and departed the U.S. in the 

chart following the question.  If you have 

multiple entry/departure dates (more than 

five), you may choose to download your travel 

history from www.cbp.gov/I-94, attach it to this 

form and write down “see attached” on the 

chart.

http://www.cbp.gov/I-94


Make an Appointment with OISS

● After completing these forms to the best of your ability, please schedule a payroll appointment (via 

iHome) with OISS.  A staff member will go over your forms with you to check for completeness and 

accuracy.    

● Remember that you must meet with an OISS staff within three (3) days of your on-campus 

employment start date.  Please schedule your appointment as early as possible.  

● During the appointment, you will be given instructions on how to apply for a SSN if needed.

http://iss.lehigh.edu


Additional Documents to Bring to Your Payroll 
Appointment

● Original passport and visa

● Original I-20 or DS-2019

● Original EAD (for students who are on OPT)

● A copy of your I-94 (www.cbp.gov/I-94)


