USD Wire Transfer Authorization Form - Instructions

NOTE: Wires are not a standard method of payment. USD wires sent to US banks are prohibited and will be returned to preparer. Exception requests must be approved by CMO Manager prior to submitting request in B2P. Please submit your request to the OTM_wiretransferinquiry@harvard.edu and put exception approval request in the subject line.
 The university offers other preferred electronic payment methods; Paymode ACH for vendors or Zelle for individuals. 

Wire Payment Instructions 
· Complete both the New Vendor and Existing Vendor Section. If “no” is checked in both boxes, then no extra checks are needed. If “yes” is checked in either box, you need to attest by checking either the “in Person” or “By Phone” box
· Value Date: The date you would like the beneficiary to receive the wire.
· Amount: Please specify the USD amount of wire request.

 
[bookmark: Beneficiary_Bank_Information:]Beneficiary Bank Information: 
· Bank Name: Please list the financial institution the wire is being sent to.
· Bank Address: Optional.
· ABA Number: Please list the 9-digit number for the financial institution listed under Bank Name (OTM exception approved domestic transfers only).
· Swift/BIC Code/ID: A Swift/BIC Code which can be either 8 or 11 characters long is needed for wires to international banks. It is the bank/branch identifiers that is unique and standard across the SWIFT network.
· Beneficiary Account Name: The exact name on the bank account at the beneficiary’s financial institution. It must match the vendor name on file in B2P– No Exceptions.
· Beneficiary Bank Account Number or IBAN number: Wires require either a bank account number or IBAN.  Please confirm with vendor to ensure accurate wire instructions.
· Payment Details: This is where you would include text in the wire (e.g. invoice number, customer number, purpose of payment). This is important so that beneficiary can identify and properly apply your payment and reduces customer service calls. Please be concise on details.

Intermediary/Correspondent Bank Information (needed for some wires to international banks):
Note: if beneficiary did not provide an intermediary bank then in most instances it is not needed. If beneficiary has provided one, then you must complete this section.

· Bank Name: Please list the name of the intermediary financial institution.
· Bank Address: Optional.
· ABA#: Please list the 9-digit number for the intermediary financial institution listed under Bank Name.
· Bank Account Number
· Requestor information: Please list your name and telephone number on the wire form.











Follow the B2P Wire Transfer Quick Reference Guide (QRG) to request payment and attach Wire Request Form.

Please Note:
For PR/NR, no signature required on wire form as the approvals are maintained within Buy-2-Pay workflow.
For PO/Invoice, signature is required on form for approval.

If any required information is missing or incomplete, the wire request will be returned to the preparer in B2P and cc’d to the approver. The payment will be delayed until all relevant and necessary information is received by the Cash Management Office.  

If payment is returned by bank requesting additional information; the bank can only hold it for a short period of time pending further information. If the information has not been received in a timely manner, funds will be returned, and requisition will be cancelled in Oracle. 

Any wire fees incurred due to incomplete or incorrect bank information, will be charged to the department requesting the wire transfer.
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