Independent Contractor Procedure

	Responsibility
	Procedure

	Independent Contractor
	· Must fill out Form #90 - Certification Statement for Corporation or Independent Contractor Status.   This form is sent to the Independent Contractor by the Program Directors, Coordinators, or Support Staff.
· In Section B, at least 4 boxes must be selected.  If less than 4 are selected, contractor is considered a Temporary Employee.  Please contact Human Resources.
· If contractor answers YES on question 5, contractor must be set up as a Temporary Employee with our Human Resources Department. Please contact Program Administrator to fill out the necessary paperwork.  If contractor answers NO, complete the form and continue to next step.

	ESD Program Administrator
· Form 92 Procedure
	· Complete Form #91- Scope of Work Contract for Independent Contractor and Form 92 – Contract Request Data Form.  
· When Forms 90, 91, and 92 are completed forward to Accounts Receivable.

	Accounts Receivable
	· Mails out Contract to Independent Contractor once Form 92 has been approved. 
·  AR will assign an award number that will show the length of the contract.

	Fiscal Services Support
	· Creates a PO in IVisions in the program DAC.


