United Nations Tax Advance and Reimbursement process for New and
Existing Staff Members who are US Taxpayers

Unlike US Corporations the United Nations as an International Organization does not withhold
Income Taxes or Social Security and Medicare taxes. In lieu of withholding the United Nations
Income Tax Unit makes quarterly estimated tax payments on behalf of the staff members who
are US Taxpayers. Staff members are required to submit an Income Tax claim (Signed and dated
UN Form F65, F65A, IRS Form 4506C, IRS Form 1040 with all schedules, State Tax returns) to the
UN Income Tax Unit to reconcile the Advances paid and determine if any additional tax liability
on the part of the Organization. The dates for the Income Tax claims submission are March 1%
for US based staff members and April 1 for Overseas based staff members.

1. For all the new UNHQ staff members, complete, sign, date and submit the UN form F65 together
with a copy of your Personnel Action Form (PAF) to tax@un.org. Always indicate your United
Nations index# on the subject line of your emails when sending emails to Income Tax Unit.

You can find UN form F65 on our website at http://tax.un.org/sites/tax.un.org/files/f65.pdf and
the video on how to fill out this form on our ITU website at https://tax.un.org/

2. For new staff member from UN agencies and programs only (UNDP, UNICEF, WHO, UNHCR,
PAHO, UNOPS etc.), send your Personnel Action Form (PAF) together with a completed UN Form
F65 to tax@un.org. Your PAF can be obtained from your HR partner. It would be good practice
to remind your HR partner to send your new HR file to the Income Tax Unit.

3. For UNHQ staff members only - review your personal information in UMOIJA. Ensure that your
name, mailing address, Social Security number, Permanent Resident Card number and Waiver
Sign Date (only for US permanent resident), are correctly recorded by your HR Partner. Missing
or incorrect data in Umoja may cause delay on the initial process.

4. Watch/read through introduction videos and tax presentation TAX 101 (un.org)on the ITU
website at https://tax.un.org/ . The presentation provides full details of the tax procedure. Email

tax@un.org with any inquires.

5. Itis strongly recommended that staff members attend the Annual Income Tax Briefing in
February each year for the new updates. The specific date will be announced on Income Tax
website at https://tax.un.org/and iSeek page at UN Income Tax Unit | iSeek.
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Flow Chart of the United Nations Tax Advances and Reimbursement Process

Are You a US Citizen or a US Permanent Resident who has signed the Waiver? If you are on a G4 Visa, your UN Income is not subject to taxes in the US.

You qualify for reimbursement of your taxes on UN income
(Federal, Self Employment UN portion, State and Local Taxes

My
contractis

less than 6
months

Is your Contract 6 Months or longer?

Fill out Form F.65 to Request Quarterly Payment of Estimate Tax Advances and When your obtain a contract (?f 6 months or longer,
email it to tax@un.org. If you are new to the UN or returning after a break include Remember to submit Form F.65
your most recent Personnel Action Form (PAF)

The UN Income Tax Unit (ITU) calculates your Quarterly Tax Estimates upon request The UN will Settle your taxes at year-end but will not issue
for Federal, Self Employment (SE) State and Local Taxes Quarterly Tax Advances

Once you apply, the UN will issue advances up to four times a year (provided there You might still be responsible for the Quarterly payment of

is no Break in your contract) the Employee portion of SE Tax. Refer to Step below
The Payments are available soon after you receive a Statement of Quarterly SELF EMPLOYMENT TAX / EMPLOYEE PORTION.
Advances by email.

By January 31st you will receive your Statement of Taxable Earnings (STE}
showing 1-Your total Taxable income and 2-The total advance payment made
from Q1 through Q4
|

al Q2

Advances | Advances Submit your Settlement Request by March 1 (April1st if you are stationed

overseas) The package should include UN Forms F.65, F.65A, IRS Form 4506-C, IRS
1040 Form, State Forms.

The ITU processes your claim:
You will receive a Statement of tax Settlement by email > >
Are your tax liabilities on UN income greater than the Sum of the advances?

4
Advam

If you have enrolled for EFTPS with the ITU, the UN will transfer your
payments electronically to the Tax authorities. OTHERWISE, you will
receive cheque payments up to 4 times a year. You are responsible
for forwarding the payments to the tax authorities.

The ITU willissue a Settlement The ITU will recover the
payment by cheque /or direct OVERPAYMENT from the

deposit to the ifyou following year' s Advances
are enrolled in EFTPS

SELF EMPLOYMENT TAX / EMPLOYEE PORTION.

US Citizens with UN income earned IN the US MUST pay their SE tax
quarterly (The Staff Member is responsible for this out of pocket
payment Based on the above schedule).

If you receive a Refund from
the tax autharities, you
should apply it toward the
following year's Advances

You are responsible for
forwarding the Settlement
check to the tax authorities




