Engaging Independent Contractor Flowchart

A project requires essential services that

cannot be provided by any other person

receiving salary support under the award.
Submit a request for services.

v

l Determine if the service provider is a: J

Partnership,
Corporation, or Other
Organization

Person or Sole Proprietor

Is the person performing incidental services
and/or receiving reimbursement for expenses?

> L=

Classify worker as employee of Location can engage without formally —

contractor and document classifying the worker.

classification using F894 or equivalent. If
person is classified as an:

Review request to ensure
that the engagement is
consistent with sponsor and
RF compliance
ndepe! requirements.
Employee Contran:teor =
Follow employee Submit F894 or equivalent form to the appropriate business office to demonstrate
appointment process. Go to that the
Personnel or Payroil Manual (1) worker is properly classified as an independent contractor.
for information on (2) work is essential to the project.
appointments to RF payrofi. (3) services cannot be provided by any other person receiving salary support
under the award.
(4) fees and expenses are appropriate.

END

Review and sign the FB894 or equivalent to certify that the
classification is correct and the engagement is consistent with
sponsor, SUNY, and RF compliance requirements.




Notify the person or sole proprietor of status as an
independent contractor. if fees plus expenses are:

$10,000 or
more

. The Working
Egamtmg Relationship )
Notification is not Form or uisglr;?\to;u of Fon;]a:‘ecgnt;%d s
required. equivalent must €q 3 g a
be sent, signed returned.
be seno 5 cnirscr
. and returned.
Engage the contractor using

appropriate procurement instrument
and provide contractor with copy of
procurement instrument.

Request for
Services is
approved.

v

Contractor provides services and
services are approved by project
director.

y

Review and approve payment by
following the appropriate RF payment

proced!

ures.

Pay the
contractor.




