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Send any questions to chembus@purdue.edu

International Long Term Independent Contractor

Greater than 20 days (Consultant or Honoraria)

Prior to invitation to individual:

· Complete this checklist to determine whether a person should be classified as an independent contractor or employee.  Submit to the Chemistry Business Office.  Checklist for Determining Worker Classification (Applies to both Resident and Non-Resident Workers): 
· Determine appropriate visa status to invite international so that they can receive payment for services. (International Nonimmigrant Classifications and Employment Parameters -Classifications, by visa type, and documentation required when paid as an employee or independent contractor.)
· Complete section A of Payee Certification – Form 21, Payee Certification:  [image: image1.png]


.   (Please consult with the Business Office, if you are unsure regarding the allowability of payment on certain University accounts.
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Greater than 20 days will require a request for consulting agreement be completed Form 22, Request for Approval for Consulting Services: 

· Submit all three documents to the Business Office.
· The Business Office will forward the form 21 and 22 to the Tax office who will then prepare two agreements and send back to the Business Office to acquire the independent contractor’s signature.
Upon arrival of individual: 

· You will need to bring contractor to the Business Office for this step.
· Copy work authorization documents
· Passport (with current expiration date)
· I-94 card
· Visa document (except visa waiver “B1”, “WB”)
· I-20 for F-1
· DS 2019 for J-1 requires authorization from sponsor
· H-1B requires authorization from sponsor
· Employment Authorization Card
· Complete Glacier on-line tax for Internationals working in the U.S. Glacier will determine what tax documents are needed for the contractor’s payment. (This step can be partially done by the contractor prior to their arrival as this is a web based program.)

After Contractor Completes Work (Prior to their Departure):
· Consultant, Speaker, and/or collaborator must sign Payee Certification form 21.  They MUST come to the Chemistry Business Office, BRWN 2107 to sign the certification section C and submit to the Chemistry Business Office along with all receipts. Acquire the PI signature in section D.  (Unless other arrangements are made the form 21 will be retained in the Chemistry Business Office.)

· The Business Office will process the appropriate voucher to have payment processed and sent to the contractor.



Use MS Excel Version XP or greater for forms

