NORTHWEST INDIAN COLLEGE

PERSONAL SERVICES CONTRACT

This contract is entered into this ____ day of ________, between NORTHWEST INDIAN COLLEGE hereinafter referred to as the College, and

Name: 

Address: 
Telephone: 
Hereinafter referred to as the contractor.  The two parties do hereby agree to do the following:

1.  The contractor agrees to perform the following duties / provide the following deliverables:

.
2.  The service will be performed  from:


to:  

3.  The service provider is an independent contractor and as such will be responsible for her/his own taxes and benefits.  Thus, funds will not be withheld for income tax, unemployment compensation, social security or worker’s compensation.  An IRS form W-9 must be on file for the provider.  All providers receiving over $600 in a calendar year will receive a IRS form 1099.

4.  This contract represents the complete agreements between the parties and can be changed only in writing and with the consent of both parties.

5.  The total compensation for consultant services provided will be:  not to exceed _________        . 

6.Compensation includes travel and other expenses related to the engagement.  

( )Payment for services will be made after the services have been completed.

(  ) NWIC will receive monthly progress billings.

THE CONTRACTOR MUST SUBMIT INVOICES FOR PAYMENT

Signed this ____day of ___________, 200__

____________________________

____________________________

Contractor




Budget Authority

___________________________

____________________________ 

President/Vice President
   

Budget Number

____________________________

____________________________


Finance Director



Grants

When do you use this form?

1) When you are contracting with someone outside to do something for the college.  This includes various consultants; auditors, lawyers, outside evaluators, speakers. 

2) This work should be extremely short term in nature and should never involve teaching in our classrooms for more than one class period.  

3) Whenever we hire someone to teach for us, do work in an office we provide, or anything else that would look to others like the individual is an employee, this would NOT be the correct method to use.

What if I’m NOT SURE?

1) Any time we hire a local individual to do anything for us for a period of time that exceeds two months, the facts in the situation should be closely reviewed.

2) The IRS test of independent contract is not easily interpreted.  

What if this IS NOT the form?

1) Please contact HR if the services you are contracting do not fit the criteria of this form.

How do I get the individual paid when this IS the form I need?

1) Attach a signed copy of this contract and an invoice from the contractor to a Purchase Requisition, have the budget authority sign the PR and give it to accounts payable.  

2) New contractors should also have a W-9 attached to the pay package. Accounts Payable will have this form.  

3) Please process all paperwork in a timely manner, note deadlines for AP Wednesday-Check run, deadline is Monday at NOON, Friday-Check run, deadline is Wednesday at NOON.

4) Independent Contractors are NOT eligible for travel advances.  Please include the amount you wish the contractor to be paid for travel and other expenses in the amount of the contract.  Let them make their own travel arrangements.

