The individual will be paid

ontheir SSN or ITIN for

one of the following

reasons:

* Royalties

« Prize or Award

« Stipends (non-
students)

Orfor other professional

services providedona

Deter

The service provider is an

NO

for Ul Service Providers - U.S. Citizens

Helpful Links:

their SSN or ITIN.

YES

+ Consulting
Legal Services
Transcription
Student Teacher
Supervisor
Commissioned Artwork
Editing.

fiting
Peer Review
Guest Artist/ Performer

The service provider is
anindependent

The service provideris an

contractorwhomay | NO | individualthatis an ac‘l:'ve or
i e
agreement or University of lowa.
ontract

YES

Payments must be made.

YES

service provideris an
individual thatis self-employed

not have or will not provide

partnership, professional firm, or non-profit
entity with a Federal ID Number (FEIN).

[

Complete a Payroll Voucher,
submitto Payroll Services for
approval, and to determine

classification status.

Payroll Services will oute
approved Payroll Voucher and
documentation to Accounts
Payable for processing and
payment.

!

Payment must be made on a
Purchasing Form.

Contact Purchasing, A/P & Travel
for assistance.

Payroll Services:
independent Contractor Information Form

independent Contractor Payment Determination Procedures
Payroll Voucher Form

Payroll Voucher Instructions

RS Form W-9

8BEN

Purchasing, Accounts Payable & Travel
Professional Service Agreements (PSAs)
Purchase Requisitions (Preqs)

Sole Source Purchase Justification Form

Contact Informatio
payroll-servi
payroll-nra@uiowa.edu (non-U.S. Citizens)
kforce-oper
Purchasing, Accounts Payable & Travel

es@uiowa.edu

ns@uiowa.edt

Key:

mployment Author

Must be paid

other clients.

YES

Complete an Independent Contractor Information

(ICH) Form and subi

Payroll Services to approve

and determine classification status.

ployees" for guidan

See

For Independent

Contractors

the Services Voucher.

Additional Payment Considerations

Does the payment to the individual
exceed $50K per projectyear?

Does the payment to the individual
exceed $20K per project year?

s the payment to the individual

Formis approved.
Contact Purchasing, A/P & Travel for assistance.

Federal

Preq = Purchase Requisition

PSA = Professional Services Agreement
RA=Resident Alien
SSN =Social Security Number

o

HRTransaction

Awritten PSAIs required.
APReqmay also be required.

Contact Purchasing, A/P & Travel for assistance.

,999K per project

year?

[no

Paymentis below $10K per project year.

YES

1

No PSA required
Paid with a Services Voucher.

Paid with a Services Voucher.

Short-Term Appointment. An
Eligibi

Form: Appointment, Special Compensation, or
9 Employment
Form may be required. Follow guidance
on the HR appointment form.
Contact Workforce Operations for assistance.

Appointment:
Used for service providers that are recommended for
‘employment that are new tothe Ul

Short Term Appointment:

duration of 150 days.
appropriate.

total 100 percent.

+ Nota current fulltime Ul employee and/or not
considered an independent contractor.

+ Anindividualwith a current Ul relationship but not
eligible for payment with Special Compensation form,
including complimentary appolntments, fellowship
appointees, and most biweekly hourly employees.

« Requires effective/end dates with a maximumn

If more than 150 days, a

biweekly hourly appointment may be more

« Cannot be used for employees whose appointment

Special Compensation:
‘monthly paid employees.

type of payment.

+ Use forall "extra’ payments for both fulland part-time.

+ Biweekly hourly basis employees are not eligible this



https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2025-02/ICIF%20Accessible%20%28New%29.pdf
https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2025-02/ICIF%20Payment%20Determination%20Procedures%20%28New%29.pdf
https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2019-06/Payroll%20Voucher%20Form.pdf
https://hr.uiowa.edu/pay/payroll-services/payroll-forms/payroll-voucher
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://ap-purchasing.fo.uiowa.edu/purchasing/professional-services-agreements
https://ap-purchasing.fo.uiowa.edu/purchasing/preqs
https://ap-purchasing.fo.uiowa.edu/sites/ap-purchasing.fo.uiowa.edu/files/2020-03/SoleSource.pdf
mailto:payroll-services@uiowa.edu
mailto:payroll-nra@uiowa.edu
mailto:workforce-operations@uiowa.edu
https://ap-purchasing.fo.uiowa.edu/contacts
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