
START HERE

Is the worker going to be paid as an 
individual, or will payment be made 

payable to a company (vendor) name?

CompanyVendor invoices payable to 
companies (even if the 

company is a one-person 
business) should be paid 

through Accounts Payable if 
there is a signed contract in 
place between the vendor 

and SPPS.

If over $1000, process 
through i-procurement.

If under $1000, send 
“request for payment form” 

to  Accts Payable. 
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If IC vs EE form results in “Further 
determination from HR needed” e-mail a 

copy of “IC vs EE” form to the HR 
Compliance Manager for a final 

determination.  You will typically receive a 
response within 24 hours.  

Once the final determination has been 
made, follow the appropriate corresponding 

procedure to submit the request for 
payment (either independent contractor 

procedure to the left or employee procedure 
to the right) and include a copy of the IC vs 

EE form with the final determination.

Automatic 
determination at 
bottom of form 

indicates worker 
is an 

Independent 
Contractor

IC

Independent 
Contractor Employee

Worker is an Independent 
Contractor and should be 

paid through Accounts 
Payable.

If over $1000, process 
through i-procurement.

If under $1000, send 
“request for payment 

form” to 
Accounts Payable.

IMPORTANT:  Attach a 
copy of completed IC vs 
EE form and a copy of 

the signed contract 
between the worker and 
SPPS to the request for 

payment form.

Automatic 
determination at 
bottom of form 

indicates worker 
final 

determination 
by HR is 

necessary

Automatic 
determination at 
bottom of form 

indicates worker 
is an Employee
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Worker is an Employee 
and should be paid 

through Payroll.

For new worker, contact 
Workforce Management 
to initiate the new hire 

paperwork.

For current / active 
employee, send 

supplemental pay form 
directly to payroll.

IMPORTANT:  Include 
copy of completed IC vs 

EE form with 
supplemental pay form.

Supervisor agrees worker 
should be an employee

If they payee will be an individual AND you are not 
sure if they should be paid as an employee, then 

complete an IC vs EE determination
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