Requestor
decides that
independent contractor
services are needed

begin

Contractor provides
Requesion services and sends
invoice for services to
Requestor
signs invoice,

indicates PO number

District Accounts
Payable

Before services

Requestor obtains
quote from contractor
for services and
completes
Independent
Contract(l.C.)
form

—

ndependent
Contractor

mails payment to
contractor

District Accounts
Payable matches
invoice to FRS
P.O. information

Purchasing sends
copies of P.O., IC, &

W-9 to District

I.C. Multiple Payments With Purchase Order

Requestor sends I.C.
to Contractor for
completion and

signature

Contractor returns
signed contract and
IRS W-9 form to
Requestor

Independent

- Contractor

rchasing Services Buy
Reviews I.C. and Purchase
Requisition. Ensures they are
in accordance with State Laws
and Board of Trustees
Policies BP3140/3143 and
Board Admin. Procedures
3140/3143.

FAXES P.O.and I.C.
to Contractor

Buyer creates District
Purchase Order

Accounts Payable

(P.O.) and encumbers
funds in FRS

whom the Board of Trustees has

Requestor
Obtains signature on I.C. from a
District or Campus Employee to

delegated contractual authority

OR Submits I.C. to Board for pre- _~ '

approval.

District
Purchasing
Services
receives Purchase
Requisition,
assigns to Buyer,
and logs it into
Reaquisition

District Grants
Accountant
reviews and signs
Purchase Requisition.

Requestor fills out a
District Purchase
Requisition.
Attaches a copy of the
signed Independent
Contract and W-9.

Requestor sends
Purchase Requistion
to Budgeter of
account that will pay
for the I.C. services.

Budgeter

reviews and signs
Purchase

Requisition.

'

If account to be
charged is funded
by a grant,
Budgeter takes
Purchase
Requisition to
District Grants
Accountant for
signature.
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