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REQUEST TO HIRE A
 CONTRACTOR
	DATE OF REQUEST
	     
	PI NAME
	     

	PREPARER NAME/EMAIL/PHONE
	     

	PROGRAM TO BE CHARGED (Study short name or “Residual”)
	


	CONSULTANT CRITERIA 

	Does Contractor meet IRS criteria?                                                  YES        NO  (see attached IRS criteria)

	If proposed Cost is >$5,000 have 3 bids been collected?                 YES        NO  

            If not, is sole source justification attached?                            YES        NO  

	CONSULTANT INFORMATION

	Name
	     

	Address
	     

	
	     

	Telephone
	     

	Tax ID Number/SSN
	     

	VA or UT employee
	     

	Estimated Service Dates
	     

	Is Consultant a WOC
	      Yes                       No

	SERVICE TO BE PROVIDED (Include end product to be provided.  Attach additional sheets as necessary)

	     


	FEE TO BE PAID
	     

	CONTRACTOR QUALIFICATIONS/REFERENCES (Attach additional sheets as necessary)

     


	LOCATION WHERE SERVICES WILL BE PROVIDED      


	CONTRACTOR’S INSURANCE COVERAGE      


	HOW WILL THIS WORK SUPPORT THE APPROVED VA RESEARCH      



I certify that the above individual is qualified to do the work and the pay is reasonable for this work.  I also certify that this expenditure is necessary to support my approved research/education project. 

_____________________________________




INVESTIGATOR SIGNATURE
          

______________________________________


_______________________
Executive Director Approval





Date
 FORMCHECKBOX 
 IRS Consultant Determination

 FORMCHECKBOX 
 Contract for Services

 FORMCHECKBOX 
 Contractor W-9

IRS DETERMINATION: CONTRACTOR OR EMPLOYEE
A contractor is a person retained to perform a specific task, with the institution having no right to supervise or control the manner or means by which the task is accomplished.  An independent contractor is not entitled to the protections and benefits of employment. A contractor uses his own equipment and tools, can hire assistants, makes services available to the public, and his work may result in a profit or loss.  In general, VA employees and UTHSCSA faculty members are not eligible for Consultant fees. Consultants must be citizens or provide the proper papers to legally work in this country. An investigator may not hire a family member.

The IRS has imposed severe penalties when individuals have been considered as a contractor instead of hiring as employees.  The IRS considers 20 factors in determining whether an individual should be determined an employee or a consultant, whether sufficient control is present to establish an employer-employee relationship.  Meeting just one of the conditions may qualify the worker as an employee.  All relevant factors are considered in making a determination.  The 20 factors indicating whether an individual is an employee or an independent consultant follow.  

Mark each item as either “Yes” or “No”
	Yes
	No
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	1. Must the individual take instructions regarding when, where, and how work is to be done?

2. Does the individual receive training from you, the VA, or FAVHR in order to complete the work?
3. Is the success or continuation of the project dependent on the type of service provided?
4. Must the individual personally perform the services? (Can he/she assign someone else to perform the services?)
5. Have you hired, supervised, or paid individuals to assist the worker in completing the project stated in the contract?
6. Is there a continuing relationship between FAVHR and the individual?
7. Must the individual work set hours?
8. Is the individual required to work full time at FAVHR or the VA?
9. Is the work performed on VA property?
10. Is the individual required to follow a set sequence or routine in performance of the work?
11. Are regular reports required from the consultant/contractor?

12. Is the individual paid by the hour, week, or month?
13. Do you reimburse the individual for business/travel expenses?
14. Do you supply the individual with needed tools or materials?
15. Have you made a significant investment in facilities used by the individual to perform services?
16. Is the individual free from suffering a loss or realizing a profit based on his work?
17. Does the individual only perform services for FAVHR?
18. Does the individual limit the availability of his services to the general public?
19. Do you have the right to discharge the individual?
20. May the individual terminate his services at any time?


AGREEMENT FOR CONTRACTUAL SERVICES
This agreement is made between      and the Foundation for Advancing Veterans’ Health Research, Inc., (FAVHR) a non-profit corporation which is authorized at legislation (PL f100-322) to enter into this agreement for research/education related activities conducted at or through the San Antonio VA Medical Center.

FAVHR agrees to retain Contractor and the Contractor agrees to accept engagement by FAVHR to perform the services described below.  In such capacity, Contractor will be responsible for planning and affecting the services in a timely and efficient manner.  Anything herein to the contrary not withstanding, the parties acknowledge and agree that contractor is an independent contractor, and this agreement does not constitute or appoint contractor as an employee or agent of the Foundation.

FAVHR will have no right to control the manner, means, or method by which Contractor performs the services, but rather, will be authorized hereunder only to (i) direct contractor as to the elements of the particular services to be performed, the result desired by FAVHR to be achieved, and when the services are to be completed; (ii) inform contractor as to where and when such services are desired by FAVHR to be performed; and (iii) supervise and assess the performance of the services by contractor for the limited purposes of assuring that the services have been performed and determining the results of contractor's efforts:

Services to be performed (attach additional sheets if necessary):        
Price of Services:  $        
BY:

_______________________________

Date: 
________________





CONTRACTOR

Print Name:
     





        
Tax ID/SSN:

     
Address
     


_______________________________

Date:
________________



PRINCIPAL INVESTIGATOR


Project Account:
     
_______________________________

Date:
________________



EXECUTIVE DIRECTOR
Revised March 2013




          


