
 

• Non-service stipends are issued on the fourth Friday of the month 
• Stipends are initiated by completing a Personnel Action form in SAP. The form is titled SNSFS (student non-service 

fellow stipend) 

How to Pay 

Eligible Payment Recipients 

• Non-service stipends are awarded to Boston 
University graduate and undergraduate students.  

• Employees are not eligible to receive non-service 
stipends. 

Non-service stipends are awarded to Boston 
University students to provide monetary support 
as they perform their research. 

Non-service stipends are not intended as 
compensation for services rendered. 

Non-Service Stipend 
Procure to Pay (P2P) – Payment Services 

• If recipient is a foreign national, the following should be sent by the recipient to the Payroll office (bupay@.bu.edu)  
o Copy of Passport picture page 
o Copy of I-94 History or ESTA 
o One of the following (whichever applicable) 

o I-20 (for F-1 Visa holders) 
o DS-2019 (for J-1 Visa holders) or permission letter 

o Foreign National Information Form (FINF) 
o If applicable, the Payroll Office will contact the recipient to sign the appropriate tax treaty 

Questions: Financial Affairs Customer Service Portal 
bu.service-now.com/fa 

 

Additional information: bu.edu/ap 

U.S. citizens and resident aliens: 
• U.S. citizens and resident aliens who receive non-service stipends, such as a Dean’s fellowship, will not have 

taxes withheld and will not receive any tax documentation on this stipend.  
o However, non-service stipends may still be subject to taxation.  

• The portion of the financial aid award that exceeds the expense of tuition, fees, and books is subject to income 
tax.  

o It is the student’s responsibility to report income accurately to the IRS and make payments on any 
taxable portion of the award 

Non-resident aliens: 
• Non-resident aliens who receive non-service stipends, such as a Dean’s fellowship, will have 14% withheld from 

the stipend unless the Payroll office determines that the student is eligible for a tax treaty.  
• Non-resident aliens who receive non-service stipends will receive a 1042- S form from the Payroll Office, which 

reports earnings, taxes withheld, and treaty eligibility. 

 Key Reminders: 

• Please submit the SNSFS PA form in a timely manner. 
• Ensure that you have provided the correct start and end dates on the stipend. 
• Provide correct Visa information for accurate taxation. 

The form will be submitted electronically and go through workflow for any additional approvals required. 
 

Approval 

Tax withholdings and reporting 

mailto:bupay@.bu.edu
https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home
https://www.cbp.gov/travel/international-visitors/esta
https://bushare-my.sharepoint.com/:b:/g/personal/rodjay80_bu_edu/EbdISy_pPGVOlH8NiR0gRPkBlRmt0eeWNq5XMng7C8xpJQ?e=E4R72y
https://bu.service-now.com/fa?id=csm_index
https://bu.service-now.com/fa

