Independent Contractor Payment Form (ICP) Instructions
To be used for payment for services provided to LCSC.  If over $5,000, contact Purchasing.
Use Personnel Action Form if contractor is a current LCSC employee.
Use Requisition if contractor is a corporation or if paying for supplies.
Check All That Apply:  
· Attach W-9 – check this box when using a new contractor.  HRS must have a W-9 on file before a check will be cut.

· Attach Invoice – check this box when attaching an invoice.  HRS must have an invoice or supporting documentation before a check will be cut.
· Grant Funded – check this box if the services are being paid with grant dollars. 
Contractor Information:  Please provide the information that pertains to the contractor.
1. Today’s Date – Enter today’s date.
2. Invoice # or Identifying Description – Enter the Invoice # or identifying description.
3. Name – Enter the name of the contractor.
4. Warrior ID# – Enter the Warrior ID# from Datatel or if new contractor type “new”.
5. SSN – Enter last 4 digits of social security number if it is an individual who is completing services.
6. Address – Enter address of the contractor.
7. Budget Code/Amount – Complete the 10 digit account number and amount to be paid.
8. Budget Code Description – Complete a brief description for each budget code used.
9. Service/Labor – Enter total amount of service/labor that was performed.
10. Other – Enter description and amount of mileage, meals, etc that was provided to contractor.
Comments to be printed on Contractor’s Check Stub:  This information will appear on contractor’s check stub.  
11. Date of Service – Enter date when services were performed.
12. Description of Service – Enter detailed description of services for contractor’s check stub.
Check Delivery:  

13. Mail Check – Check this box if the check should be mailed to the contractor. 
14. Contact Information – Complete the contact information and date for HRS to notify department when check is ready to be picked up.
Routing/Approval Order:  The originator of the ICP (the person actually completing the form) will type their name on the “Originator” line.  Each approver will need to type the date of approval and use the “Stamp” feature in Adobe Professional to sign their name in the appropriate box.  ICPs are to be routed in the order listed on the Routing/Approval Section of the ICP.  Only those ICPs indicating grant funding need to be forwarded to the Grant Monitor and only those ICPs over $1,500 need to be forwarded to the Provost Office.
If anyone in the approval routing sequence disapproves the ICP, the form should be forwarded back to the originator with the reason for disapproval typed in the text of the e-mail.  If a correction needs to be made, the ICP needs to be rerouted through the proper approval order.  Minor changes may be made by those approving the ICP.  

When Human Resource Services receives the ICP, it will be processed, as long as the W-9 and Invoice have been received, and the completed form will be forwarded to the originator.  A hard copy will be printed and walked down to the Controller’s Office for the check to be cut. 
File Name:  Please name your file ICP and the name of the contractor. (ie: ICP Smith).  After saving file, hit the “Submit” button and email to the next person in the approval routing sequence.
