PERSONAL SERVICE CONTRACTOR REQUEST PROCESS

Personal Service Contracts HDESD sometimes hires independent contractors to handle
tasks that fall outside its main areas of expertise or when the service is heeded only for a
short time, making a full-time hire unnecessary. Below are the steps for settingup a
personal service contract with an independent contractor.

® Request and Documentation: The requestor must complete the Personal Service
Contractor Request Form and Contractor Checklist and submit them to Katie Huff, the
Contract Analyst. These forms are available in the "Contracts-MOA" section of the
Business Office page on the HDESD website. If the vendor is new, the requestor must also
provide a completed W-9 Form and ACH Direct Deposit Form with the request. Please refer
to the New Vendor Setup steps listed above for additional details.

® Vendor Setup: HDESD Purchasing Handbook 8 The Contract Analyst forwards the new
vendor information (W-9 and ACH forms) to Accounts Payable to set up the vendor in the
system.

@® Contractor Qualification: The Contract Analyst reviews the submitted information and
determines if the individual qualifies as an independent contractor based on IRS and
Oregon state guidelines.

® Contract Creation: Once the contractor’s status is confirmed, the Contract Analyst
drafts the personal services contract, detailing the scope of work, terms, and conditions.

® Approval Process: The Contract Analyst routes the contract through the electronic
approval process from the HR Director to the CFO.

@ Vendor Signature: After obtaining internal approvals, the Contract Analyst sends the
contract electronically through Adobe Sign for the vendor’s signature.

® Purchase Order Creation: Once all signatures are obtained, the Contract Analyst creates
a Purchase Order (PO) in the system to encumber the funds for the contract.

® Notification and Distribution: The Contract Analyst emails the signed contract and PO to
the requestor, vendor, and Accounts Payable. This email confirms that the contract is fully
executed and the PO is ready.

@ Invoicing and Payment: The vendor submits invoices as specified in the contract. The
requestor reviews and approves the invoices, then forwards them to Accounts Payable for
payment processing against the PO.



@® Contract Management: The requestor and Contract Analyst monitor the contract’s
performance to ensure compliance with the terms and completion of deliverables. Any
amendments or extensions to the contract must follow the same approval process.



