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Dear Academic Appointee: 

Since January 1999 the use of Electronic Funds Transfer (EFT) has been mandated for all federal 
payments. The provisions of this law extend to payments made by the Smithsonian Institution, including 
vendor payments. Smithsonian fellows, interns, and visiting researchers are classified as “vendors.” 

As a Smithsonian vendor receiving a stipend award administered by the Office of Fellowships and 
Internships (OFI) you must either enroll for EFT using the attached form, or request that EFT enrollment 
be waived based on one of the provisions cited in the attached EFT Waiver Form.  

Complete ONLY the following fields on the EFT Form: 

Vendor (Payee) Information: 
• Name – Full name as written on IRS Form W-9 or Passport
• Address
• SSN (if applicable)
• Telephone number
• E-mail Address –  Please provide a non-Smithsonian email address

Financial Institution Information: 
• Name of Financial Institution
• Routing Number – Electronic Payment (ACH transfers); Not Wire Transfer
• Account Number
• Type of Account
• Signature – Digital signatures are not accepted

Please type or print legibly. Illegible text may cause a delay in processing.

NOTE: You do not need a bank official to fill this out. You may fill it out and sign. 

Please return this completed form to OFI via email or fax (202-633-7069), preferably with your 
signed award agreement and other required paperwork if applicable. 

U.S. residents are encouraged to complete the EFT Form. If you do not have a U.S. bank account, you 
may only waive EFT enrollment if you meet one of the criteria listed on the EFT Waiver Form. If you opt 
to waive EFT enrollment, a U.S. treasury check will be mailed directly to your permanent address on file. 
Appointees are responsible for any fees associated with cashing U.S. treasury checks.  

Non-U.S. residents without a U.S. bank account may complete the EFT Waiver Form by indicating “I 
am a foreign vendor.” If you plan to open a U.S. bank account, you may submit the EFT form at a later 
date. Appointees with a tenure of three (3) months or longer must open a U.S. bank account after 
arrival. To avoid delayed payments please submit the EFT from to OFI as soon as possible. 

If you have any questions regarding this procedure, please call OFI at (202) 633-7070. 

Smithsonian Institution 
Office of Fellowships and Internships  
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