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Independent Contractor vs Employee

Independent Contractor Employee

A contractor relationship exists when A relationship in which Caltech has the
Caltech has the right to control or direct right to supervise and control the

only the end-result of a service, not the manner of performance, as well as the
manner in which it is performed. In result of service.

addition, Caltech generally receives
something, for example, transcription
services, programming services. So,
although part of an independent
contractor’s services may include advice,
an independent contractor is in the end a
“doer”



Presenter
Presentation Notes
Source: https://procurement.caltech.edu/documents/17689/Independent_Contractor_Procedure.pdf


O
Changes to Independent Contractors

o California AB 5 Law: Due to the new CA Assembly Bill 5 that went into effect
on January 1, 2020, the process for Independent Contractors has changed for
Caltech.

e CA Assembly Bill 5 presumes individuals to be employees unless Caltech can
satisfy all three of the ABC questions below:

A. Is the individual free from Caltech’s control or direction in performing the
work?

B. Does the work take place outside the usual course of business of Caltech?

C. Istheindividual customarily engaged in an independent trade, occupation,
profession, or established business of the work of the same nature?



Presenter
Presentation Notes
Below is a summary of the California Supreme Court’s explanation of how to apply the ABC test.
Part A: Is the worker free from the control and direction of the hiring entity in the performance of the work, both under the contract for the performance of the work and in fact?
The hiring entity must establish that the worker is free of such control to satisfy part A of the ABC test. (Dynamex, 4 Cal.5th at 958.)
A worker who is subject, either as a matter of contractual right or in actual practice, to the type and degree of control a business typically exercises over employees would be considered an employee. (Id.)
Depending on the nature of the work and overall arrangement between the parties, a business need not control the precise manner or details of the work in order to be found to have maintained the necessary control that an employer ordinarily possesses over its employees. (Id.)
PART B: Does the worker perform work that is outside the usual course of the hiring entity’s business?
The hiring entity must establish that the worker performs work that is outside the usual course of its business in order to satisfy part B of the ABC test. (Dynamex,4 Cal.5th at 959.)
Contracted workers who provide services in a role comparable to that of an existing employee will likely be viewed as working in the usual course of the hiring entity’s business. (Id.)
Examples where services are not part of the hiring entity’s usual course of business: 
When a retail store hires an outside plumber to repair a leak in a bathroom on its premises.
When a retail store hires an outside electrician to install a new electrical line.
Examples where services are part of the hiring entity’s usual course of business: 
When a clothing manufacturing company hires work-at-home seamstresses to make dresses from cloth and patterns supplied by the company that will thereafter be sold by the company.
When a bakery hires cake decorators to work on a regular basis on its custom-designed cakes.
PART C: Is the worker customarily engaged in an independently established trade, occupation, or business of the same nature as the work performed for the hiring entity?
The hiring entity must prove that the worker is customarily and currently engaged in an independently established trade, occupation, or business. (Dynamex, 4 Cal.5th at 963.)
The hiring entity cannot unilaterally determine a worker’s status simply by assigning the worker the label “independent contractor” or by requiring the worker, as a condition of hiring, to enter into a contract that designates the worker an independent contractor. (Dynamex, 4 Cal.5th at 962.)
Part C requires that the independent business operation actually be in existence at the time the work is performed. The fact that it could come into existence in the future is not sufficient. (See Garcia v. Border Transportation Group (2018) 28 Cal.App.5th 558, 574.)
An individual who independently has made the decision to go into business generally takes the usual steps to establish and promote that independent business. Examples of this include: 
Incorporation, licensure, advertisements;
Routine offerings to provide the services of the independent business to the public or to a number of potential customers, and the like.
If an individual’s work relies on a single employer, Part C is not met. For example, Part C was not satisfied where a taxi driver was required to hold a municipal permit that may only be used while that driver is employed by a specific taxi company. (See Garcia, 28 Cal.App.5th at 575.)



Exemptions to AB 5

The law exempts several professions including but not limited to the
following:

* Licensed insurance agents, lawyers, architects, engineers, private
Investigators, or accountants.

 However, these exemptions from AB5 apply only to the ABC test.
This means that an exempt worker still has to pass the Borello test
to be classified as an independent contractor.



Borello Test

1. Is the individual engaged in an occupation or business distinct from that of Caltech?
2. Is the work a part of the regular business of Caltech?
3. Does Caltech supply the instrumentalities, tools, and the place for the individual?

4. Has the individual made a significant investment in the equipment or materials
required by his or her task or his or her employment of helpers?

5. Does the service rendered require a special skill?
6. Is this occupation, in the locality, usually done by a specialist without supervision?

7. Is there an opportunity for profit or loss depending on the individual’s managerial
skill?
8. Is there a length of time for which the services are to be performed?

9. Will the working relationship between the individual and Caltech be reflective of
the time allotted to perform the task(s) for which the individual is hired?

10. Is the method of payment time-certain or job-specific?
11. Do both parties believe they are creating an employer-employee relationship?



Certification

In order to ensure that individuals performing services for Caltech are properly classified, the
requesting Department must complete the Individual/Sole Proprietor Analysis (a portion of the
Declining PO - Services Agreement purchase requisition form in TechMart). This Analysis is
based on State of California classification factors and must be completed and submitted to
Purchasing Services prior to individual’s start date. A Department representative must certify
the information provided in the Analysis has been reviewed and is accurate to the best of their

knowledge.

Certification
Certification ™

|:| | certify that the information provided has been reviewed and i sccurate to the best of my knowledge.




Important Links to Forms and Procedure

* Independent Contractor Procedure:
https://procurement.caltech.edu/documents/17689/Independent Contractor Procedu

re.pdf

* Independent Contractor Services Request Form:
https://procurement70.sites.caltech.edu/documents/12964/independent_contractor_s
ervices_request.pdf

* Copyright Release Agreement Form:
https://procurement.caltech.edu/documents/17760/Copyright Release Agreement.pd
f

* Procurement Summary Justification Form:
https://procurement.caltech.edu/documents/17789/Procurement Summary Justificati

on.pdf



https://procurement.caltech.edu/documents/17689/Independent_Contractor_Procedure.pdf
https://procurement70.sites.caltech.edu/documents/12964/independent_contractor_services_request.pdf
https://procurement.caltech.edu/documents/17760/Copyright_Release_Agreement.pdf
https://procurement.caltech.edu/documents/17789/Procurement_Summary_Justification.pdf
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Find the form In TechMart

lechiflart '

'® Shop > Shopping > Shopping Home w 3 Shapping Dashboard

" Contracts
ATTENTION:
Accounts
Payable INDEPENDENT CONTRACTOR
FORM TEMPORARILY
& Suppliers REMOVED

Due to the new California
Assembly Bill 5 that went into
effect on January 1, 2020, we

have had to temporarily remove

our Independent Contractor
Form until Caltech has finalized
the new process for Independent
Contractors. For more
information or questions about
this, please contact your
Purchasing Buyer.

Undate to Airgas Nam

Rirgas Westdba Rirgas Gaspro has been
updated to Airyas USA LIG

p. Reporting

B2 Administer

Procurement Services Quick Links

o P2P Training Presentations

o Procurement Forms

o TechMart Training Tools

o Policies & Procedures
Other Procurement Services
Resources

o Payment Request Usage List
o P-Card Information

n Caltarh Traual Candrac

Menu Search

Elisa Brink =

A ' A wooousD [EERCLEIol Q

Shopping Dashboard oa:nbeaid acions »

TechMart News ® Shop

Search Everything

Advanced Search
Shortcuts Browse
Favarite flick Order Suppliers | Categories | Contracts | Chemicals

~,

Sustainable Purchasing Initiatives

Can't find what you're looking for?

Email: TechMartHelp@caltech.edu

Ready for a FREEZER upgrade? Caltech offers rebates for high-efficiency ultra-low
temperature (ULT) freezers. You could qualify for:

o up to $8,500 to replace an old ULT Phone: x8900
o up to $3,600 to buy a new ULT « b Speaciali
Learn more and apply for a rebate at: Sustainability@Caltech. Eifickyoust;Br herEB"Ye’MP P

MMHMWMM Email F -altech.edu with Click here for TechMart FAQ
questions.
Caltech Catalog Suppliers < Purchasing Forms 22
| Non-Catalog Forms
¥ Compressed Gas ? g
Change Request
¢ ] 7
Rirges Dedining PO- Blanket
mmas Specizlty Gas - Declining PO- JPL Work Order
Airgas . T
Dedlining PO- Services Agreement
% Partial Sales & Use Tax Exemption
v Office Supplies ? £
- ] @ Research Subcontract Declining Balance F
M : Spot Buy
Office | (o EITN
DEPOT ] Supplier After-the-Fact Request

TechMart Access Request Form




BN Techilart

™ Shop > Shopping » ViewForms v > Forms

) Orders Expand All Collapse All
4 Personal
; Contra Favorites
4
Accounts Shared
Payable Housing Shopping Showcase Favorites
» Organization Forms

pplie Partial Sales & Use Tax Exemption
Payment Services Forms.
. Reporting PTA Pefty Cash Replenishment Request

R Request to Add or Update Supplier
Specialty Gas - Airgas

TechMart Access Request Form

&6 Menu Se.

Purchasing Forms

1-6 of 6 Results

Declining PO- Blanket

Template Title: Declining PO- Blanket

Purpose: Procurement Request

emplate Title: Declining PO- Independent Contractor Services Agreement

Purpose: Procurement Request

Template Title: Declining PO- JPL Work Order

Purpose: Procurement Request
=
Declining PO- Services Agreement
Template Title: Declining PO- Services Agreement
Purpose: Procurement Request

Research Subcontract Declining Balance PO
Template Title: Research Subcontract Declining Balance PO
Purpose: Procurement Request

Supplier After-the-Fact Request

Template Title: Supplier After-the-Fact Request

Folder Actions »

?

Actions for Selected Favorites »

20 Per Page »

0.00 usn
Submit Request

Copy

0.00 uso

Submit Request

Copy

0.00 U0
Submit Request

Copy

0.00 us0

Submit Request

Copy

0.00 U0
Submit Request

Copy

0.00 U0

Submit Request

O
O




Shop
Orders

Contracts

Accounts
Payable

% Suppliers
_||[|_ Reporting

ﬂ‘} Administer
Q Setup

R o P I

Shop » Shopping » View Forms
< Back to View Forms
Declining PO- Independen...

Form Number 3065870
Purpose Procurement Request
Status Incomplete

Instructions

Suppliers

Attachments v
Form Fields

Review and Submit

Instructions

Search (Alt+Q)

Q

0.00UsD W

s w | History | ?

The Declining Balance PO type used to set up a new Independent Contractor Services Agreement with an
individual or sole proprietor (not a Company/Corporation). An IndEﬁendent Contractor Services Agreement

should be initiated prior to the commencement of services. If you

ave already been invoiced for services

rendered and there will be no continuing services, the Supplier After-the-Fact form should be used in lieu of

the Declining Balance PO form.

o 1© 42



Techiflart _ All Search (Alt+0) a ooouso w o 9 g 8
Shop » Shopping » View Forms

< Back to View Forms

Declining PO- Independen... Suppliers

Request Actions wi  History  ?

Form Number 3065930

Supplier Please select a fulfillment center below.
Purpose Procurement Request
SERLEES Status Incomplete
Accounts Instructions
Payable
Suppliers
SUPEREE Attachments v 4 Relafi
l. Reporting Form Fields Zip Code Within 5 Miles E‘

Review and Submit
Clegr

ﬂ‘} Administer

Q Setup < Previous




Shop

Orders

Contracts

Accounts
Payable

Suppliers

Reporting

ﬁ} Administer
Q Setup

Tt L. -

Shop » Shopping P View Forms
< Back to View Forms
Declining PO- Independen...

Form Number 3065930
Purpose Procurement Request
Status Incomplete

Instructions

Suppliers

Attachments v
Form Fields

Review and Submit

Suppliers

Supplier

> Modify Search

Supplier Name

4 New Supplier

New Supplier
New Supplier:

Doing Business As

Fulfillment Centers

New Supplier: (preferred)

Search (Alt+Q) Q 0.00USD W

Request Actions w  History | ?

Action

+ Selected

< Previous Next »

0@ a2
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shop » Shopping ¥ View Forms
< Back to View Forms

Declining PO- Independen.. Attachments

History = ?

Form Number 3065930 Please add your attachments below.

Purpose Procurement Request
e
Accounts Instructions
Payable
Suppliers v
Suppliers Attach v
Form Fields

Reporting

Review and Submit

ﬂ.} Administer ¢ Previous Next »
Q Setup




Teeniare A . 4~ cewhetO) @ 000USD W

Shop » Shopping » View Forms

Shop « Back to View Forms

Declining PO- Independen.. Form Fields - Page 1 Request Actions w | History | ?
Orders

Form Number 3065930

* Response Is Required

Purpose Procurement Request On This Page
Contracts Status Incomplete MNew Supplier Information (6)
Justification (11)
Accounts Instructions ABC Questions (4)
Payable Suppliers v Independent Contractor Services Worksheet (21)
Certification (1)
Suppliers AT « Line Detail (6)

peeatHanaling

Reporting Fi

ﬂ‘} Administer
Q Setup

Review and Submit New Supplier Information

Did you select "New Supplier” in the previous Suppljer Section? *

O Yes O Na

Justification

Please complete the Independent Contractor Services Request Form found hé

Please attach the Independent Contractor Services Request Form

No File Attached = Upload

Moloaded attachment will be copiedt6 the voucher.

Is the Payee an Individual/Sole Proprietor or a Company/Corporation? *

q Menu Search

< Previous Save Progress




P-Card
CardQuest Cashier Deposit
CardQuest Low Limit

CardQuest Non-P-Card Holder Set
Up/Access

CardQuest P-Card Application &
Acknowledgement

Change Limit
COVID-19 Missing Receipt Form

Expense Approver Update
(change/update/add authorizer)

P-Card Missing Receipt

Only 4 missing receipt forms accepted in
a 6 month period

Dﬂll’mﬂ“"‘ eﬂﬂ'iﬁﬂﬂ

Purchasing

CA Partial Sales Use Tax Exemption
Competitive Procurement Summary
Copyright Release Agreement

Declining Balance PO - Independent
Contractor Services Agreement Checklist

Declining PO - Blanket Order Renewal
Form

Noncompetitive Justification
Procurement Summary Justification
TechMart Access Request Form
TechMart Custodian List

TechMart Forms Glossary

Tax Forms for Suppliers
IRS W-8 BEN Form

IRS W-8 BEN Form Instructions
For Foreign Individuals

IRS W-8 BEN-E Form

IRS W-8 BEN-E Form Instructions
For Foreign Business Entities

IRS W-8 ECI Form

ndependent Contractor Sewic@ IRS W-8 ECI Form Instructions

IRS W-8 EXP Form

IRS W-8 EXP Form Instructions

For Foreign Government/Other exempt
entities

IRS W-9 Form

IRS W-9 Supplemental
For US Payees




California Institute Independent Contractor
of Technology Services Request

Complete thas form along with the Indspendemt Contractor Services Worksheet to establish mdependent confractor
stafus.

1. HMame of proposed Consultant:

2. Services will be required from through.

3. Describe the specific tasks which require the services of this Consultant (Statement of Work):

4. Will the Consultant come onto Caltech property fo provide lus'her services? [ Yes [ No

5. List any deliverables (1Le. reports, plans, drawings, etc) and their due dates:

6. Do you requure to meet with the Consultant on 2 weekly or monthly baas to discuss the status of thewr services, if

7. Describe the specific qualifications of the Consultant selected to perform the requred services (please attach

resume):
8.  Provide the name of all other individuals andor firmas who have been considered as possible consultants:

9. Compensation to the Consultant will not exceed (total contract amount): §

- Feeof § per {re. hour, th, task)

= Are there travel expenses billable to this contract? Yes HNo
Travel expenses (specify if apphcable): §
If no, please submmt a Purchase Reqmsition with all travel related receipis attached as expenses are
incurred.

= Are there other expenses billable to thas contract? Yes No
If no, please submmt a Purchase Requisition with all recetpts attached as expenses are incwrred.

10. Please provide the name of the Caltech Technical Representative. The Caltech Techmical Representative has the
authority to admuimster this comtract m all its fechmcal aspects. In this capacity, the Caltech Techmcal
Representative 15 authonzed to make specific requests for Consultant services, to provide fechmical dwechon, fo
Tecerve an approve imvorces, and to accept deliverable fems.

Hame:
Mail Code:
Extension-
11. Services to be charged to Project-Task-Award (PTA) Mumber:

CIT (022 ROB19




Techiflart _ Al ~ Search (Alt+0) Q 0.00USD W 2
Shop b Shopping b View Forms
Shop Uploaded attachment will be copied to the voucher.
- 1€
Orders Is the Payee an Individual/Sole Proprietor or a Company/Corporation? *
Contracts O Individual/Sole Proprietor
O Company/Corporation
Accounts
Payable
.n — ndependent Contractor Services Agreement exceeds $10,000, please complete and attach either the CompetitiveReocurement Summary or i
uppliers
k £ on-Competitive Procurement Justification found here.
Iile  Reporting
- Attach Competitive Procurement Summary or Noncompetitive Justification if this exceeds $10,000.
ﬁ Administer
Vq_File Attached Upload
G Setup Uploaded.gttachment will be copied to the voucher. 18
Where will services be performed? (may be subject to income tax withholding
D At Caltech D Inside California l:‘ Inside the US l:‘ Qutside the US
Is this service for Copyrights/Royalties? * 18

O Yes O No

ABC Questions

Q Menu Search
< Previous Save Progre: Next »




P-Card
CardQuest Cashier Deposit
CardQuest Low Limit

CardQuest Non-P-Card Holder Set
Up/Access

CardQuest P-Card Application &
Acknowledgement

Change Limit

COVID-19 Missing Receipt Form
Expense Approver Update
(change/update/add authorizer)

P-Card Missing Receipt
Only 4 missing receipt forms accepted in
a 6 month period

Dﬂll’mﬂ“"‘ eﬂﬂ'iﬁﬂﬂ

Purchasing

CA Partial Sales Use Tax Exemption
Competitive Procurement Summary
Copyright Release Agreement

Declining Balance PO - Independent
Contractor Services Agreement Checklist

Declining PO - Blanket Order Renewal
Form

Independent Contractor Services Reyst

Noncompetitive Justification

rocurement Summary Justification
TechMart Access Request Form

TechMart Custodian List
TechMart Forms Glossary

Tax Forms for Suppliers
IRS W-8 BEN Form

IRS W-8 BEN Form Instructions
For Foreign Individuals

IRS W-8 BEN-E Form

IRS W-8 BEN-E Form Instructions
For Foreign Business Entities

IRS W-8 ECI Form

IRS W-8 ECI Form Instructions

IRS W-8 EXP Form

IRS W-8 EXP Form Instructions

For Foreign Government/Other exempt
entities

IRS W-9 Form

IRS W-9 Supplemental
For US Payees




e, Caltech

PROCUREMENT SUMMARY JUSTIFICATION

INSTRUCTIONS
This form must accompany any purchase requisition that exceeds a total of $10,000.00
(which is inclusive of shipping, handling and tax rates).

1. Please type or print legibly and complete all categories and sections that apply.
2. Provide full explanation, complete description, and/or list all relevant reasons where spaca has bean
provided. The rationale must be clear and convincing, avoiding generalities and unsupperted conclusions.
3. Incomplete forms or forms lacking sufficient detail may not ba approved and may be returnad, possibly
delaying issuance of a Purchase Order.
4. Form must be signed and dated at the bottom.
|

Date: Requisition No (if known):

Preparer: Estimated Price:

Proposed Supplier:

Product/Service
Description:

Type of Procurement Justification (Check one):

I:‘ Competitive Justification: Two or more suppliers were contacted to provide pricing (bid/quote/proposal)
for this procurement. Pleasa complete page 2 in its entirsty.

|:| Noncompetitive Justification: This procurement was entered into without competition, based on research
that only one supplier could fulfill the specific procuremeant requirements and there was no means of
supplier and price comparison. Procurement by a noncompetitive method requires explanation, written
justification, and market research evidence by completion of pages 3-4.

REV: 10/26/20




Caltech

COMPETITIVE PROCUREMENT SUMMARY

Please complete the table below with a minimum of two or more suppliers.

_ Technically
Supplier Name Bid Amount Acceptable? Comments (Identify low bidder)
(5}
(/™)
Select -
Select |
Select -]
Select - |
Selet |

:I Awardad to lowest bidder
Not awarded to lowest bidder
(Explain rationale below, e.g., more aggrassive schedule, better delivery terms, efc )

| have attached the competitive bids/quotes/proposals submitted by each of the bidding suppliers.
Submitted by: (o

Signature: Date:

Printed Name:

REV: 10/26/20




Caltech

NONCOMPETITIVE PROCUREMENT SUMMARY

A noncompetitive or “sole source” procurement is defined as any procurement entered into without a
competitive process, based on justification that only one known source exists or that only one single supplier can
fulfill the requirements, as competition is not deemed feasible.

SECTION 1: Identify why this is a noncompetitive procurement

Please select the appropriste rationale as to why this procurement s considered noncompetitive.
Select all that apoly:

Only one known source exists for supplies or services as determined by documented research.

No other reasonable zlternative source exists that meets the Division/Departments requirements.
Commodity/service is unigue in nature to business need or research requirement.

Compatibility {e.g., a public safety agency requires a specific piece of equipment to be compatible with an existing
egquipment system).

Limited or proprietary systems (e_g., additional licenses, updates, specialized replacement parts, etc)

A professional expert is requested.

OO0 O0O00O00

Sales territories or product availability are limited by geographic boundaries.

SECTION 2: Explain the basis for your selection(s) in Section 1

Provide a fustification/explanation to support your selection(s) in Section 1 as to why it is necessary to confract ina
nancompetitive manner for this procurement.

EXAMPLES: Description of the unigue features that prohibit competition; documented research conducted to verify the

suppiier as the only known source; description of the marketplac efude distributors, dealers, reseffers, etc,; knowr

o

imeline constraints, efc.

REV: 10/26/20




Caltech

NONCOMPETITIVE PROCUREMENT SUMMARY

SECTION 3: Supperting Documentation and Declaration

Attached are the required documents that demonstrate why this procurement is noncompetitive in nature and why other
suppliers cannot be utilized for this procurement. Below is a summary of other suppliers that were contacted in our
efforts to demonstrate this procurement is noncompetitive.

Supplier Name Deficiency Comments

I certify that:

|:| This procurement meets the requirements of a noncompetitive procurement, and | have fully explained and
demonstrated why this was not competed.

|:| | am aware of Caltech’s requirements for competitive bidding for purchases over $10,000 and the criteria for
justification for noncompetitive procurements.

|:| | have gathered the required technical information and have made a concerted effort to review comparable/equal

equipment (e.g., market research such as comparahle items onling, Google research, previous PO, etc).

D | have attached the pertinent documentation (screen shots from websites, previous PO's etc ) showing what market
research was conducted to preclude other items from consideration.
[

Signature: Date:

Printed Namea:

REV: 10/26/20




Techiflart _ Al ~ Search (Alt+0) Q 0.00USD W 2
Shop b Shopping b View Forms
Shop Uploaded attachment will be copied to the voucher.
- 1€
Orders Is the Payee an Individual/Sole Proprietor or a Company/Corporation? *
Contracts O Individual/Sole Proprietor
O Company/Corporation
Accounts
Payable
— If this Independent Contractor Services Agreement exceeds $10,000, please complete and attach either the Competitive Procurement Summary or i
uppliers
£ Non-Competitive Procurement Justification found here.
Reporting
- Attach Competitive Procurement Summary or Noncompetitive Justification if this exceeds $10,000.
Administer
Nao File Attached = Upload
Setup Upleaded attachment will be copie i
Where will services be performed? (may be subject to income tax withholding) *
D At Caltech D Inside California l:‘ Inside the US l:‘ Qutside the US
Is this service for Copyrig| yalti 18

O Yes O No

ABC Questions

Q Menu Search
< Previous Save Progre: Next »



Presenter
Presentation Notes
Per Caltech Terms and Conditions- Any supplier or contractor who comes on campus requires insurance. Your buyer will request this information directly from the supplier.

Taxes: Payments made to independent contractors are considered reportable payments and are subject to the appropriate tax treatment as defined by the IRS and the California Franchise Tax Board (FTB). 
Caltech has an obligation to deduct backup withholding on amounts paid to an independent contractor who does not furnish a correct taxpayer identification number or does not certify that the TIN is correct on IRS Form W-9. The federal withholding rate is 24% for U.S. persons and 30% for nonresident aliens respectively. The State of California requires a separate 7% backup withholding for missing TIN. 

Payments made to an independent contractor that total $600 or more during a calendar year, and the independent contractor is not a corporation, will be reported by Caltech on IRS Form 1099-MISC, Miscellaneous Income.Note: Travel and Miscellaneous expenses paid directly to an independent contractor will be reported on Form 1099-MISC. Independent contractors should consult with their tax accountant to determine taxable and nontaxable income. 

Payments made to Nonresidents of California: Payments made to independent contractors who are nonresidents of California may be subject to 7% state income tax withholding for any services performed inside California. Withholding is required if payment is $1,500 or more during a calendar year. Invoices should reflect the amount of services performed inside and outside of California to determine appropriate withholding amount. 

Payments made to Nonresident Aliens: Payments made to independent contractors who are nonresidents of the U.S. will be subject to a 30% federal income tax withholding for any services performed inside the U.S. Invoices should reflect the amount of services performed inside and outside of the U.S. to determine appropriate withholding amount. The Supplier Management Department will collect all necessary tax forms to determine if tax treaty benefits are applicable. 




Shop » Shopping b View Forms

Uploaded attachment will be copied to the voucher.

Shop ¢
Orders Is the Payee an Individual/Sole Proprietor or a Company/Corporation? *
Contracts O Individual/Sole Proprietor
O Company/Corporation
Accounts
Payable
— If this Independent Contractor Services Agreement exceeds $10,000, please complete and attach either the Competitive Procurement Summary or b
uppliers Non-Competitive Procurement Justification found here.
Reporting
Attach Competitive Procurement Summary or Noncompetitive Justification if this exceeds $10,000.
No File Attached | Upload
Uploaded attachment will be copied to the voucher. 148
Where will services be performed? (may be subject to income tax withholding) *
I:‘ At Caltech I:‘ Inside California I:‘ Inside the US D Outside the US
1¢

Is this service for Copyrights/Royalties? *

(OYes (D)Mo

ABC Questions

< Previous Next >




s this service for Copyrights/Royalties? *

@ Yes O No

Who maintains the Rights/Copyright to the work? *

@ Caltech
O Supplier

O Other (please explain below)

If the Supplier is releasing the rights to Caltech, please have[the attached form|filled out by the Supplier. Upon completion of the form, please attach it to the

Requisition or upload it to the "Comments" section of the Requisition. (Pleasg note: payment cannot be processed without completion of this form).




— IO

Shop » Shopping ¥ View Forms Eil

Shap Requisition or upload it to the "Comments" section of the Requisition. (Please note: payment cannot be processed without completion of this form).

Orders

ABC Questions
Contracts

Is the individual is free from Caltech’s control or direction in performing the work? *

Accounts

Payable O Yes O No
-n% Suppliers

Does the work take place outside the usual course of business of Caltech? (Usual course of business being: research & academics.) *

_||l._ Reporting
O Yes. O No

ﬂ.} Administer
£ sewp

Is the individual customarily engaged in an independent trade, occupation, profession, or established business of the work of the same nature? *

O Yes O No

Please describe a brief description of the Statement of Work. *

2000 characters remaining
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Shop » Shopping ¥ View Forms

Shop
2000 characters remaining

Orders

Independent Contractor Services Worksheet

Contracts

If you are contracting the services of an individual or sole proprietor, it is important to establish that the nature of service does not constitute
— employee/employer relationship. If the answer to any of the following questions is “Yes”, you may need to consider hiring the individual as an
Payable employee.

Suppliers

1s the individual working exclusively for Caltech? *

O Yes O No

Reporting
Administer

Setup Is the individual using experience or expertise gained as a current or previous employee of Caltech to provide the service? *

(O Yes (O Ne

Is there a regular or ongoing relationship with the individual? For example, are you hiring the individual for more than a one-time task? *

O Yes O No

Are you providing ongoing training and direction concerning how to complete task? That is, are you giving more than general directions and objectives of the task? *

O Yes O No




Shop

Orders

Contracts

Accounts
Payable

Suppliers

Reporting

ﬁ.’ Administer
£F seup

Tt O e e ———————————————————————————— "

Shop » Shopping P View Forms

L

Are you providing any assistance to the individual such as additional personnel support, supplier, equipment, etc? *

(Oves (O No

Does the individual report to a Caltech staff member who has the right to change how the individual does their work? *

O Yes O No

Are services of the individual integrated into your organization? For example, are you hiring someone to teach for credit? *

O Yes O No

Can the individual quit prior to completion of the project without incurring any legal liability? *

O Yes O No

Does the individual have a regular schedule with a set hourly rate? *

O Yes O No

Is the individual currently employed at the Jet Propulsion Laboratory or at Caltech? *

N Yas ) No

Search (Alt+Q)

Q

0.00USD W
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Shop b Shopping b View Forms

! St Line Detail

How many lines do you need? *

: )

E Orders

Q@ contracts

- Accounts

AL payable Line 1 amount:
nn% Suppliers R

Unit Price 1.00 USD Quantity - Total  0.00 USD
.|I|.|. Reporting Unit of Measure EA - Each

Product Description

@ Administer

3 sewp

1000 characters remaining

Service Start Date ®
mm/dd/yyyy

Service End Date @
mm/dd/yyyy

Taxable No

Special Handling
Send PO to Supplier?
\Yes.imiNo

< Previous Save Prox
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Shop b Shopping b View Forms

Shop

« Back to View Forms

Declining PO- Independen.. Review and Submit Request Actions wr | History | ?
Orders

Form Number 3065930

« Required Fields Complete
Purpose Procurement Request

Contracts Status Incomplete
Section Progress
Accounts Instructions
Payable Suppliers +  Required Fields Complete
Suppliers ¥
. Attachments +  Required Fields Complete
ElibieE Attachments v .
Form Fields +  Required Fields Complete
Reporting Form Fields <
Review and Submit

Administer )
< Previous

Setup




Questions?

 Monica Marquez,
monica.marquez@caltech.edu

* Genelle Vincl, genelle.vinci@caltech.edu
 Elisa Brink, elisab@caltech.edu

y.


mailto:monica.marquez@caltech.edu
mailto:genelle.vinci@caltech.edu

Caltech
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