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	Revised 1/14/2000 by the Office of the Controller



Form completed by _____________________________   Date _____________________


Name of Service Provider _____________________________________

Social Security Number     _____________________________________

Description of Services to be Provided (attach contract or similar documentation):

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

	Is the Service Provider an OSU employee?
	
	______ Yes
	
	______  No

	If answer is “Yes”, payment for services generally will be processed through Human Resources.  Call Accounts payable at 292-6831 before submitting invoices or payments requests.

	
	
	
	
	

	Is Service Provider a Non-Resident Alien?
	
	______ Yes
	
	______  No

	If answer is “Yes”, this status must be noted on all payment requests and invoices for this Service Provider.

	
	
	
	
	

	Is this an honorarium (i.e. a non-recurring payment for a lecture, performance or appearance at an OSU function)?
	
	______ Yes
	
	______  No

	If answer is “No”, please complete the checklist on the second page of this form.


	
[image: image2.png]OHIO

UNIVERSITY




	Documentation Form

For Non-Employee

Work Arrangements




Checklist for Determining Worker Classification


	
	
	
	Yes
	
	No

	1.
	Is the person integrated into your staff?  In other words, is he/she essential to the completion of daily operations?
	
	
	
	

	
	
	
	
	
	

	2.
	Does your department provide instruction as to
	
	
	
	

	
	a. where the work is performed?
	
	
	
	

	
	b. what hours will be worked?
	
	
	
	

	
	c. how the work is performed?
	
	
	
	

	
	
	
	
	
	

	3.
	Does your department provide the workstation for the person and most or all of the tools, materials and supplies needed to perform the work?
	
	
	
	

	
	
	
	
	
	

	4.
	Does your department control (or have the right to control) the method of work and the result of the work?
	
	
	
	

	
	
	
	
	
	

	5.
	Is the individual paid a set salary or wage for a workday, rather than a per-job or per-hour-of-work basis?
	
	
	
	

	
	
	
	
	
	

	6.
	Can your department discharge the person without legal liability or risk of a breach-of-contract suit?
	
	
	
	

	
	
	
	
	
	

	7.
	Does the University provide:
	
	
	
	

	
	a. training for the person?
	
	
	
	

	
	b. other persons to assist the service provider in performing the work?
	
	
	
	

	
	
	
	
	
	

	8.
	Is the working relationship continuing, even if it is irregular or infrequent?
	
	
	
	

	
	
	
	
	
	

	9.
	Does OSU assume all risk of monetary loss on the project (no chance that service provided will lose money)?
	
	
	
	

	
	
	
	
	
	

	10.
	Is the person performing this type of work only for the University (not for any other clients)?
	
	
	
	


A “Yes” answer to any of the above questions suggests employee status.  A “No” answer suggests independent contractor status.

Although it is necessary to consider all of the facts and circumstances of a work arrangement, the Internal Revenue Service generally accords more weight to the factors in the first four questions of this checklist.  If the answers to questions 1 through 4 are “Yes”, the IRS has created a strong presumption that the individual is an employee.  If the answers to questions 1 through 4 are “No”, it may be appropriate to pay the individual as an independent contractor.

Please note that worker classification problems (and related tax liabilities) are primarily due to inappropriate independent contractor classifications.  If the answers to questions 1 through 4 are mixed, the remaining answers should strongly favor independent contractor status if payment is to be made through Accounts Payable.  When in doubt, the safe approach is to classify the worker as an employee and make payments through Human Resources.

The tax laws on worker classification apply regardless of funding source or procurement method.  If you have any questions or would like assistance in making classification decisions, please contact Accounts Payable.

This form is a decision-making and documentation tool which is to be used by departments when purchasing services from individuals.  Departments must maintain completed forms or similar documentation in their files to support all payments for individual services processed through the University’s Accounts Payable systems.








For tax purposes, a service provider is either an employee (paid through Human Resources) or an independent contractor (paid through Accounts Payable).  This checklist incorporates Internal Revenue Service guidance on worker classifications to help you determine the appropriate classification.








_1009343781.doc
[image: image1.png]OHIO

UNIVERSITY







