
Is the
service

provider a
US Citizen?

Are
Over

14yrs Old?

Do You have
an employed
relative at SSU?

Is there an agreed upon
amount/or other

compensatory benefit
equal or greater than
services rendered?

Do You have
a US Visa
that allows

employment?

Not eligible to
Work for SSU
[End Process]

Generally, Not eligible as
Independent Contractor;
Contact HR About other

employment Opportunities
[End Process]

Yes

NO Yes
No

Yes
No

Yes

Complete a check
request for an
Honorarium

CONTRACT
REQUIRED

Yes
No

Consultant?Independent
Contractor? Service
Contract? Speaker?

Researcher? or
Performance Contract?

Over $5K
total?

Service/Work
Must Go thru BID

Process

Yes

No

Will the University:  (a) provide
course materials and tool? (b)
reimburse for course related
expenses? (c) provide specific

instructions regarding  required work
rather than relying on expertise? (d)
provide supervision for work? (e)

determine hours of work?

Is the service provider
currently an employee for SSU

or an USG Employee? Has an
offer of employment been

extended?  Has service provider
worked as an employee of SSU

during 12 months prior to date of contract?

RFQ/RFP/RFI
Coordinated with

Purchasing/
Department Initiate a

eReq

Should be classified
as an Employee;
Contact HR [End

Process]

Complete
Independent
Contractor

Agreement Form

No

Yes

No Yes

Route Form for
Required

Departmental
Approvals, and Title

III approval (if
applicable)/Enter

eReq for service

Is
Contract

for
Grant?

Additionally, Route
contract form & eReq
to Grants & Contracts

Compliance for
Approval

Purchasing Receives
to approve for legal

content

Yes

No

Honoraria are processed as Check Requests. For guidelines that govern and apply to honoraria payments, click here.

Legal approval/
Presidential
Approval

eReq to
Procurement

Go Out to Bid
Vendor Selected by
Procurement (End

Process)

Original Contract
Forwarded to

Procurement via
Mail (End Process)


