Purchasing TIP #23

Independent Consultants vs
Employee Determination

We have designed within the Laserfiche portal a process to help in the navigation of the Independent
Consultant vs Employee Determination form. The IRS requires us to determine if a worker is an independent

consultant or an employee by examining various parts of the relationship. Below is an explanation of the
internal process.

Within the Purchasing Website or District Forms — you can start the Laserfiche portal document.
Complete the information in Laserfiche portal and send to the worker gets the process STARTED...

Independent Consultant vs

Employee Determination

Overview of the Independent Consultants V5. Employee Determination Form

Determination Process If Contracter...
Employee Process

=Link on District Forms and = =once papersork is selected, *Mo further action is needed from
Purchasing Forms *Routes to Purchasing individual will receive an email with the initiztor/originator.

=initiator/originator completes the *0nce approved, initiator/originator links to complete the paperwaork *Individuals must apply through our
determination form. on submit, receives an email to review and upload applicant portal, which was
automatically routes to individual to individual's submission =if mew wendor, send vendor packet provided in the email sent to them
completa sintiatororiginator will choosa uﬁ and contract by the determination process.

=Individual completes their form. By of three options to send paperwork =if an existing wendor, contract and *Any questions or concemns should

clicking submit, the form will to individual a current We be directed at HRS at this point.
automatically return to us for

= =Individual receives multiple links
determination. . =EBAP =one link provides the paperwork
"'; 2‘:’;;5_::_"_“"":;' “gut E;"‘P mEE= *Routes to HRS sThe second link opens the contract
- THIS 18 Butomatec. *Once approved, individual receives agreement to upload completed
an email with a link to apply as an paperwork
employee. =once individual submits,
sInitiator/originator gets an email inttiator fariginator receives an email
letting them know their individuz] to complete the rest of the Contract
is determinad to be an employes. Agreement process as usual
Mo further action is required. ..

Determination form link: https://forms.galenaparkisd.com/Forms/CEDAdmin
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