
Further Details Contact Office

Step 1: Ensure the required job/services cannot and should not be performed by an 
existing employee first.

-If you are unsure if the job should be performed by an existing employee, 
contact HR. HR - ext. 2365

Step 2:

Before services are rendered, the department must ensure the job can be 
legally performed by an Independent Contractor and complete (1) the 
Independent Contractor Checklist and (2) the Independent Contractor Agreement 
for pre-approval (must include contractor's name or business name, job date(s), 
detailed description of required services, total payment amount inc. travel, 
preparer's name, paying account number, and responses to residency, sourcing, 
and work authorization statements). Contract should not be signed by 
contractor yet. Contract and checklist should be routed for approvals 
without contractor's signature (to Director/Dean, appropriate VP, then 
BPFA) and work should not be performed until all approvals are obtained.

-Approval offices will review the documents and forward appropriately, and the 
fully approved or rejected forms will be sent back to the contracting department 
by BPFA.
-BPFA rejects contractor requests if the job cannot be performed by an 
independent contractor due to payroll or employment law. This means the person 
providing the services must be hired as an employee before doing the job and 
cannot be paid as a contractor. BPFA also rejects requests due to lack of 
funding and if the contractor is unauthorized to work with TAMIU.

Your 
Dean/Director
Approp. VP 
BPFA- ext. 2371
HR - ext. 2365

Step 3:

If a fully approved contract is sent back to your department, please provide the 
contractor with the following forms for signature/completion before services 
are rendered: (1) The pre-approved Independent Contractor Agreement, (2) the 
1099/1042-S Misc. Agreement form, (3) Direct Deposit Authorization form, if 
necessary, and (4), a Form W-9 and Certificate of Foreign Status or CFS to 
certify tax residency (for W-9 and CFS, ask the contractor to complete/sign the 
appropriate form - one only).

-A Form W-9 or Certificate of Foreign Status (CFS) is used to set up a vendor in 
FAMIS. If a W-9 is returned to you, submit to Accounts Payable (Ms. Queta 
Romanos). If a Certificate of Foreign Status is returned to you, submit to BPFA 
(budgetandpayroll@tamiu.edu) for prior approval of foreign vendor.
-Direct Deposit Authorization form should be submitted by new vendors or by 
existing vendors to update bank info. For wire transfer to foreign bank, contact 
BPFA (budgetandpayroll@tamiu.edu) for prior approval of foreign entity.

BPFA - ext. 2371
AP - ext. 2147 
and ext. 2148

Step 4:

Once the contractor returns the signed forms, he/she can begin providing 
services. Once the contractor is set up as a vendor in FAMIS and the 
services are completed, department should submit an "L" or "R" in FAMIS for 
payment processing.

-For payments under $5,000, submit an "L" or limited document for payment 
(screen 240). For payments over $5,000, submit an "R" or requisition for 
payment (screen 250).

BPFA - ext. 2371
AP - ext. 2813 & 
2817

Step 5:

Once "L" or "R" is submitted, the following packet should be sent to BPFA: 
(1) the fully executed Independent Contractor Agreement, (2) 1099/1042-S Misc. 
Agreement form, (3) Direct Deposit Authorization form (if applicable), (4) back up 
documentation (i.e. contractor's invoice, travel receipts, sub-agreement, etc.) 
and (5) FAMIS screen 241 or 250.

-BPFA will review final packet and submit to AP or Purchasing for payment 
processing.

BPFA - ext. 2371
AP - ext. 2813
Purchasing - exts.  
2350 & 2351

Required Departmental Steps

TAMIU Independent Contractor Procedures: Payments to Non-Employees for Services

When a need for services arises in your department, follows the steps below:
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