INSTRUCTIONS 

PROFESSIONAL SERVICE CONTRACT

In the past, these services have been identified as consultant, speaker, evaluator, performer, and lecturer and have been contracted on a Fee basis with travel, lodging and subsistence expenses, and where applicable, reimbursed under the Travel Regulations.

Basically, this type of service is rendered from a platform of unusual experience or expertise in a particular field.  Such expertise has usually been gained by education, training, certification, licensing, publication, public acclaim, election or appointment.  Often times the professional is uniquely qualified to provide the requested service in the context of background, style and/or time which we need.

When personal, professional services are to be obtained under an INDEPENDENT CONTRACTUAL RELATIONSHIP, wherein the College elects away the RIGHT to DIRECT or CONTROL the professional in the method of performance or the end results of his/her efforts as defined in IRS regulations, then procurement must be accomplished as directed in the Consolidated Procurement Code 11-35-1270 and ensuring Regulation 19-445.2025.
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OPERATIONAL PROCEDURES:

1. Contract must be completed with contractor’s signature and approval from Division Chair/Dean and Director of Fiscal Affairs BEFORE the work in started.

2. After the contract is approved, enter an online requisition to encumber the funds.

3. A “W-9” form must be completed by the contractor and attached to the completed contract.

4. After work is completed, department head signs the confirmation of services section and sends to the Accounts Payable Office for payment.


This contract between Tri-County Technical College, PO Box 587, Pendleton, South Carolina (Agency) and Independent Contractor:       
 Contractor Address:      
for and in consideration of the mutual promises herein made, witnessed:

1. Contractor will provide to the Agency the following professional service: (Brief description, attach additional sheet(if necessary).  This service will be performed by the contractor:
     
2. A fee of  $       is total compensation for the professional service rendered .

3. Travel, lodging and subsistence expense, not to exceed State Employee reimbursement rates, will be reimbursed direct to the Contractor if receipts are furnished (if applicable). (Travel expenses must be included in the fee listed in #2)

4. Agency has NO RIGHT to DIRECT or CONTROL contractor in the way in which the professional service is performed, either as to the final results or as to the details of how the service is accomplished.  

5. Contractor is not a permanent State Employee subject to the Dual Employment restrictions.  He/she is an independent contractor who is FREE TO PERFORM required professional service, outlined in paragraph 1 above, in accordance with the dictates of his/her profession/training/experience.  Contractor’s performance/non-performance, for payment purposes, will be judged solely on the specifications set forth in paragraph 1 above, plus attachment (if applicable) hereto.

6. Dates of service:      
Site of Services:      
7.  Accepted on behalf of the Contractor:

_______________________________________________          ___________________          

Contractor                                                                                                    Date



Contractor’s SS #: _______________________________

Or FEIN#:
  _____________________________


I certify that the person above  FORMCHECKBOX 
is  FORMCHECKBOX 
not an employee of the State of SC and is  determined to be an Independent Contractor.


Requester: _________________________________Date     
Division Chair or Dean:  ___________________________________________Date     

Approved by Business Office:   _________________________________________________Date     





                    Purchasing Manager
	CONFIRMATION OF SERVICES:

The work was completed on:  ______________________

Department Head Signature:  ______________________

Purchase Order Number: ____________________


Purchasing Office


PO Box 587


Pendleton, SC 29670


864-646-1795





CONTRACT FOR


PROFESSIONAL SERVICE


				














Ti  IRS looks at “CONTROL” in three areas:





BEHAVIORAL: Does the worker control how he/she works?


FINANCIAL: Does the worker have a significant investment (e.g., own tools, etc); can a profit or loss be made?


RELATIONSHIP: Is the worker responsible for benefits; is there a written contract?




















