
Foreign Payment Request

Instructions
• Please attach this form as the first page in the backup to the voucher when requesting a wire transfer.
• Department contact information is required*.

• Wire transfers take approx. 3 days to reach the supplier's bank (depending on the recipient's country).

• Wire payments are processed every Thursday.
• A fee of $50 applies for all foreign wire transfers
• A fee of $100 will be applied for all domestic and US wires. Please contact aphelp@mcmaster.ca for

alternate payment options not subject to these fees.

Dept. contact name

*Dept. contact email

Supplier ID
(if applicable)

Supplier Address (no PO Box address)

Bank Name

Bank Address (no PO Box address)

Account Number/IBAN

SWIFT Code/BIC

Routing/Sort Code (if available)

Signature of payee confirming that, to the best of my knowledge, the above details are accurate and true

Intermediary Bank Name (if required)

Account Number/IBAN

SWIFT Code/BIC

Intermediary Bank Address

If you have any questions please contact:  aphelp@mcmaster.ca

Please note that Supplier ID ONETIME should only be used when the Supplier will be paid once.

• Bank regulations differ depending upon the recipient's country. You may receive an email or
telephone call if additional information is needed to complete the transfer successfully.

Voucher number

Currency in which wire is 
to be received

Supplier/Bank Account Holder's Name
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INTERNATIONAL WIRE TRANSFERS 
 

If the receipt, invoice or agreement, is in CAD funds, the voucher created should be in CAD 
funds. 

If the invoice, or receipts, are in a foreign currency, the voucher should be created in that 
currency. 

When AP enters the request in Convera, our partner for wire transfers, we set them up in the 
currency we want them to receive the funds in. For 90% of the time, they are set up in local 
currency or USD. Very rarely are they set up to receive CAD funds. 

Example: This payee is located in Europe and is set up to be paid in EUR.  

AP can either enter a CAD amount (1st line below) that will be converted to EUR, or we can 
enter a EUR amount (2nd line) to send which will be converted to CAD once the wire has been 
processed. 

 

 

Once the wire has been sent, 
we change the method of 
payment to MANUAL so no 
cheque will come off, enter the 
payment date of the wire and 
put the COTR number from 
Convera as the reference. 
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