Payment to Individuals Flowchart

Individual identified as potential service provider

L

Is the individual a US Person or Non-Resident Alien?

US Person i Non-Resident Alien

Will services be provided in the US?

Yes / \4 No

Glacier entry required. Individual completes and
Tax clearance obtained? signs the Non-Resident
Alien Attestation Form

Yes/ WA

Complete Independent Contractor Questionnaire, with final sign-off
by Office of the Controller
Is the determination “Employee” or “Independent Contractor”?

WPU cannot
engage services

Employee / \ Independent Contractor
Contact Budget Office to obtain a position e |f US citizen: Obtain IRS form
number and confirm budget. W9 from individual

Budget Office will provide the FOAP to e If non-US: IRS forms will be

Payroll and will email links to the forms produced from Glacier
(W4, 19) that the individual must submit to
Payroll (cc to individual, dept, and Payroll). \

HRAF form is not required.
Obtain from the individual:

v‘ e Agreement/contract between WPU and the individual

Payroll Dept: e Bank details for ACH payment after services are performed
e Individual provides signed IRS forms to
Payroll Dept (if non-US person: Glacier L
entry is required and will be requested Complete a Banner requisition request online
by Payroll Dept)
e Documentation regarding type of service v
and amount of pay ] ]
e Bank details for direct deposit Purchasing Dept issues PO

~ "

Services Performed

Employee J \‘ Independent Contractor
Submit to Payroll Dept: Submit to Accounts Payable:
e Hours worked (if hourly) e Invoice
e Agreement/contract

e W9 & bank details (if not already provided)
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