Request for Independent Contractor Instruction Sheet

Please follow the hierarchy listed below to establish an individual as an ‘independent contractor’ for
services.

Fill out the "Request for
F 1 t St Independent Contractor
I rS e p Status" Form and Forward to

HR for processing

Approved Not Approved
A p p rove d ? Received approved Request Received unapproved
* Form copy back from Human Request Form copy back

Resources from Human Resources

Fill out the "Affidavit of

Seco n d i S s Lt s Pay the individual through

Worker's Compensation Act"
Form and the "Personal Pyl e i g

Ste p Services Contract" and P s Qe

forward to Purchasing

Final Step -
Payment

Submit Requisition for Submit a PR-2 Form to
Payment Payroll for Payment




