
Dept wants 
services

Is the provider 
an individual or 

DBA?

End-see Purchasing 
for vendor setup

Is the provider 
set up in 
Banner?

Ind. Contractor 
must complete 

vendor form & I/C 
form.

Ind. Contractor 
completes I/C 

form

Dept. sends 
completed I/C 

form to HR

Is this paid by a 
grant?

HR sends 
completed form 
back to Dept.

Dept. sends I/C 
form & check 

request to 
Sponsored 

Prgms

Is it approved? I/C form back to 
Dept.

HR checks for 
Ind. Contractor 

Status

End-see HR for 
employee 

authorization form

Yes No

No

Yes

Yes

Yes

No

No

No

Is the I/C a US 
Citizen?

No See Payroll for 
additional form

Yes

Yes

Dept sends 
vendor form &  

copy of approved 
I/C form to 

Purchasing if not 
in Banner

Purchasing 
sets up I/C as 

Vendor

Purchasing 
contacts Dept 

with 988#

Dept sends I/C 
form & check 
request to A/P

Sponsored 
Prgms sends
 I/C form & 

check request 
to A/P

Definition:
I/C – Independent Contractor

DBA – Individual “doing business as”

Note:
I/C form is Dept. & fiscal year specific.
Required payment method is check.

Rev 3/08


	Page-1�

