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Instructions: Use this form to provide the necessary information for your profile to successfully be set up within Yale’s Payment Portal. 

This page to be completed by Suppliers who are individual users only. (Note: This form is not for Suppliers whose Business 
Entity type is Corporation, Partnership, Non-Profit, Government, Municipalities, or Estate/Trust.  Those Suppliers should use Form 
3401 FR.08- Proxy Form instead.) 

* Indicates required field.  Forms with missing required information will not be processed. Any handwritten information must be
legible. Incomplete or illegible forms will not be accepted.

Note: Submitting this form is consenting to “Terms of Use.” 

Please return it to the person who sent it to you. This can generally be done by replying to the original email request with your 
completed form attached. Contact Yale Finance Support Center with any questions at askfinance@yale.edu or 203-432-5394. 

Section 1: To be Filled Out by the Department Requesting Proxy Access 

*Department email contact:

*Department phone number:

Section 2: General Information 

*Legal Name: (as shown on Government- issued ID)

*Country of Citizenship:

Section 3: Home Address (Must reside in country of citizenship) 

*Address 1:

Address 2: 

Address 3: 

*Postal Code:

*City / Town:

*State / Province:

Section 4: Address to Send Payment (Complete only if different from home address).   Same as Home Address  

*Country:

*Address 1:

Address 2: 

*Postal Code:

*City / Town:

*State / Province:

Section 5: Country Specific Tax Information 

*Country of Tax Reporting:

*Business Entity Type: Individual 
Note: Business Entity types of Corporation, Partnership,  
Non-Profit, Government, Municipalities, or Estate/Trust- use 
Form 3401 FR.08- Proxy Form instead 

*Tax ID: (for US Individuals: Social Security Number)

https://your.yale.edu/sites/default/files/2025-08/3401_FR.08_Supplier_Gateway%E2%80%93Proxy_Form.pdf
https://your.yale.edu/sites/default/files/2025-08/3401_FR.08_Supplier_Gateway%E2%80%93Proxy_Form.pdf
mailto:askfinance@yale.edu
https://your.yale.edu/sites/default/files/2025-08/3401_FR.08_Supplier_Gateway%E2%80%93Proxy_Form.pdf
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Section 6: Banking Information (If electronic payment is preferred) 

* “I authorize Yale University to credit my account with
the depository named below.  If Yale University
erroneously deposits funds into my account, I
authorize Yale University to initiate the necessary
correcting entries, not to exceed the total of the
original amount credited.  This authorization will
remain in effect until Yale University has received
written notification from an authorized company
representative that it is to be terminated in such time
and manner for Yale University to act on it.”

Yes  No 

(Note: Forms with “No” selections will 
result in issuance of paper checks only) 

*Bank Country:

• For EU Countries IBAN Number Required:

• For Argentina CBU Number Required:

• For Mexico CLABE Number Required:

*Bank Code / ABA Routing Number / Sort Code:

Branch Code: 

*SWIFT Code:

*Account Number:

*Bank Name:

*Bank Account Type: Checking   Savings 

*Bank Account Remit Email Address:

*Does the user’s bank require an intermediary
bank for funds transfer?: Yes No 

Section 7: Intermediary Bank Details (If applicable) 

*Intermediary Bank Name:

*Intermediary Bank Country:

*ABA Routing Number / Sort Code / Bank Institute:

Transit Code / Agency Code: 

*SWIFT Code:

*Intermediary Bank Account Number:

*Intermediary Bank Account Name:

• For EU Countries: IBAN Number Required:

Intermediary Bank Branch Code: 

Section 8: Required Documentation Checklist (Forms submitted without all required documentation will not be processed) 

*Please provide the following documents:

1. Top 1/3 of Bank Statement (Only required If receiving an electronic payment.
Bank statement needs to show full account number.)

2a.  For US Citizens: IRS Form W-9 
or 

2b.  For Foreign Citizens: IRS Form W-8BEN 

Section 9: Approval (Signatures may be handwritten or electronic unless otherwise instructed. 

*Print Name:

*Signature:

*Date:

https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
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