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Overview of Approval Process for Contract Services with Individual - Part I

1. State Agency needs
service. (Part 1)

1a. Can service be YES 1b. Recruit using
provided by Civil —————®»  Civil Service ~[————| 1I(i). Payroll
Service Employes? procedures.
NO ¢
a 3 1c. Establish exempt position.
Sel;(%._l]séseﬁ;}:;e; othIe; Ee }gj,al YES | (May contract if authorized
e e . — by other statute). Comply |— 1¢(i). Payroll —W]
authority not including Sec. . .
76-16(b)(2) or (15), HRS? with Budget Execution
2 . Policies & Instructions.
NO
1d. Does service qualify
for exemption pursuant to:
1d(i). Sec. 76-16(b)(2)?
i) e do-lou ) 14ii). Sec. 76-16(b)( 151
1. Special or unique, or L1 . NO
NO 2. Essential to public interest and . LS EESIAt, 63 . End
: 2. Perform concurrent with
3. Cannot be obtained through e
Civil Service Recruitment LIVELZ UL
procedures.
YES YES
End 1d(iii). Prepare Exemption of
Contractual Services Check List
(DHRD Form).
1d(iv). DPO revi tion Check
A, Do cemien i 0. [ ot s o0
If approved, DPO signs as a rea&s&gm en.t o.istaﬂ‘,
recommendation to approve. S} PO i e
YES
¢ . ¢ ,
1d(v). Sec. 76-16(b)(2) 1d(vi). Sec. 76-16(bx15) " : =
Contract with: Contract with: Lukil): E > tab]éseh T I t——b LT ——®»Form W-2
1 Individual it position (See 1¢) Payroll
. F1rm§ . 2. Consulting firms
3. Leasing agencies
1d(viii). Prepare Certificate of [W]. -DHRD Reqyirmment and pracésses
Exemnption From Civil Service []  B&FReyuirements
and submit to DPO with []  DAGS Requirements and processes
contract. [ SPORequirements and processes
|:| Contract Reguirements and processes
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Overview of Approval Process for Contract Services with Individual - Part I1

1. State Agency needs
service. (Part 2)

2. Complies with Budget NO
Execution Polices and
Instractions?

YES

3. Complete SAFORM D40
Employee/Employer
Relationship Determmnation.

'

3a. Does an

employee/employer
relationship exist?

NO YES

3a(ii). Procure as a
Personal Services
Contractor (PSC) -
Enroll in Payroll.

3a(i). Procure as an
Independent Contractor
- Form 1099%.

4. Begin Procurement process
with Sec. 103D/103F, HRS
procedures.

h 4

4a. Contractor selected.

h 4
o g ALSO 4a(i(). IF PSC, propare
E>—> P SAFORM D41 to enroll in
Independent Contractor
payroll.
contract.

5. Submit contract to
Contractor to sign, Deputy
AG to approve as to form,

then to Dept. Director to sign.

4a(y). Submit contract to
DPO to complete DHRD -
Check List.
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Overview of Approval Process for Contract Services with Individual - Part 111

1. Independent Contractor
submits billing invoice.

May 8, 2008

1a. State agency

approves billing for
paytnent.

v

1h. State agency
maintains a payment
log. Payments not to
exceed contract amourtt.

v

1c. Billing processed
through the State's
vendor payment
system.

1d. State agency
prepares Form 1099 at
vear end.

Contractor submits billing

2. Personal Service
mvoice.

'

2a. State agency

approves hilling for
payment.

v

2b. State agency
maintains a payment
log. Payments not to
exceed contract amount.

v

2¢. Billing processed
through payroll using the
hourly change schedule.

I1-3

v

2d. DAGS payroll
prepares Form W-2 at
year end.
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