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Payment to Individuals 

Procedures 

 

Generally, agreements to provide services to the University are made with incorporated entities. 

However, in some cases it is allowable for the University to receive services from non-incorporated 

individual persons, and in these cases special consideration must be made regarding the legal 

classification of the University’s relationship with the individual and tax compliance matters. 

All payments to individuals have tax reporting requirements and some have tax withholding 

requirements. In all cases, the Independent Contractor Questionnaire must be completed and approved 

by Business Services before payment can be made. If the individual providing services is a nonresident 

alien, online foreign tax compliance forms must be completed as well. 

All agreements to receive services from individuals must comply with the University’s Purchasing policy, 

including the completion of an online requisition request, a Purchase Order issued by the Purchasing 

Department, and an appropriately executed agreement.  

Independent Contractors 
Determination of independent contractor status (vs employee status) is made by completing the 

Independent Contractor Questionnaire. To be considered an independent contractor, the individual 

must be offering services to the general public and be serving other clients on a regular basis. For 

individuals who have incorporated, generally this indicates that the person will not be subject to the 

independent contractor test, however an individual who is incorporated but does not meet this first 

criteria will be subject to the independent contractor test. 

Once the Independent Contractor Questionnaire is completed, the determination of employee vs. 

independent contractor is established. If the person is determined to be an employee, he/she will be 

paid through the University’s payroll system as a short term employee, with taxes withheld and W-2 

issued at end of calendar year (also, payroll taxes will be charged to the hiring department). If the 

determination is independent contractor, he/she will be paid through the University’s accounts payable 

system as a vendor and a 1099 will be issued at end of calendar year to report total amount paid during 

the year. 

 
Foreign Tax Compliance 
The University uses Glacier Tax Compliance software for determination of tax status for all non-US 

persons (both individuals and entities). Non-US persons will receive a logon for Glacier and follow the 

provided instructions, after which the applicable tax treaties, reporting requirements, and tax 

withholding requirements (if any) will be determined. 
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Common Types of Services Provided by Individuals: 

Service Provided Treatment Documentation Required 

1. Artistic performer If performance is not regularly 
recurring, will be paid as an 
independent contractor 

 

 Purchase Order 
 

 Agreement/Contract 
All agreements/contracts must be signed in 
accordance with University policy. Contracts 
must be reviewed by University General 
Counsel prior to signing unless using a pre-
approved template. 

 

 Independent Contractor 
Questionnaire 
 

 Glacier Online Forms  
If non-US person involved 
 

 Form W9 if Independent Contractor 
 

 Form W4 if employee 
 

 Invoice After services are performed 
 
 

2. Guest 
lecturer/speaker 

If the service is not regularly 
recurring, will be paid as an 
independent contractor 

3. Resident artist Under the current WPU 
model, resident artists 
conduct teaching or workshop 
services and are paid as 
employees 

4. Teaching services Any individuals who will be 
teaching WPU-determined 
curriculum in WPU locations 
will be paid as an employee 

5. Administrative 
services and 
professional services 

Individuals paid directly for all 
short-term administrative 
service will be paid as an 
employee (does not apply if 
paying a temp agency) 

 

 

For Information, Contact: 

Policy and Procedure Area Contact Info 

 
Purchasing Order and Purchasing Policy  

 
Stephen Sondey 
sondeys@wpunj.edu 
Ext. 2862 
 
Carrie Harris 
harrisc@wpunj.edu 
Ext. 2863 

 
Independent Contractor and Foreign Tax 
Compliance 

 
Glenda Jara 
Jarag1@wpunj.edu 
Ext. 2845 
 
Patrice Stewart 
stewartp@wpunj.edu 
Ext. 2868 

mailto:sondeys@wpunj.edu
mailto:Jarag1@wpunj.edu
mailto:stewartp@wpunj.edu
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Glacier Tax Compliance Process: 

 

To Obtain a Logon for Glacier Tax Compliance: 

 


