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POLICY SUMMARY  
Thi s  Independent Contractor /Consult ant  Polic y (Polic y) establishes poli c y and procedures  for 
an yone wishing to engage the servi ces of indivi duals who are not emplo yees of Lo yol a  Universit y 
Mar yl and (Lo yol a or Universit y) for a fee. A department intending to engage a service provider as 
a consultant or independent cont ractor must follow Universit y approval and contracting procedures 
prior to the start of an y work or perform ance of services.   
 
REASON FOR POLICY 
The purpos e of this Poli c y  is to provi de dep art m ent s, supervi s ors, and other empl o ye es with 
speci fi c guidel i nes coveri ng the Unive rs i t y ’ s  requi rem ent s  for hiri ng independent 
cont ract ors / cons ul t ant s . When hi ri ng indi vi dual s as independent cont rac t ors / cons ul t ant s , it is 
crit i cal that the Univers i t y compl y with Fed eral / S t at e laws gov erni n g repo rt abl e/ t ax ab l e incom e 
and the proper class i fi cat i on of empl o ye es and inde pendent cont ra ct ors / cons ul t ant s .  It is import ant 
to correct l y class i f y inde pendent cont ra ct ors and empl o ye es to ensure app ropri at e compens at i on 
method and tax obli gat i on. 
 
STATEMENT OF   
In circum s t an ces wh ere Univ ers i t y d epa rt m ent s use the servi ces of indep endent 



P o l i cy: In d ep end en t Co n t ract or / Co n su lt an t   P age 2  of 6  

of an empl o ye e’s wo rk methods, and the y also illus t rat e whet h er the indep en dent  cont ra ct or’s wo rk 
is not subj ect to this cont rol .  Before servi c es ar e perform ed, depa rt m ent s desi ri ng to cont ract for 
servi ces must asses s the relat i ons hi p with the provi der and the Univers i t y to ensu re th at the 
indi vi dual is properl y cl a ss i fi ed. 
The cha ract eri s t i cs are as foll ows :  
 

In this activity  An employee… An independent contractor… 
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determ i nat i on of empl o ye e vs. ind ependent cont ract or. An ind epen dent 
cont ract or/ cons ul t ant shoul d not be authori z ed to begi n work o r subm i t an 
invoi ce for pa ym ent unti l proper app roval has tak e n place.  

2. S end the standard Lo yol a Univers i t y Ma r yl and Confi dent i al i t y Agr eem ent  fo rm 
to the independent cont ra ct or/ cons ul t ant and re ques t thei r signat ur e . This 
cert i fi c at i on stat em ent m ust be si gned b y the s erv i ce provi de r and atta che d to 
the Independent Contractor/Consultant Requisition form when subm i t t ed to 
Human Resourc es . 

3. C om pl et e and send the Loyola Universi ty Maryland Consultant Agreement 
t o the independ ent cont ract or/ cons ul t ant fo r thei r si gnat ure.  The 
depart m ent / di vi s i on rep res ent at i ve endors es t he compl et ed Consul t ant 
Agreem ent  and rout es th e ori gi nal do cum ent s to Human Resources, who will 
then provi de a  cop y o f th e agre em ent to the Dir ect or of Campus Servi ces .  

a.  C om pl et i ng the Consul tant Agr eem ent  invol ves fill i ng in the blanks 
with inform at i on relat i ve to the independent cont r act or/ cons ul t ant and 
the speci fi c en ga gem ent and attachi ng th e stat em en t of work.  Consul t ant 
Agreem ent s  are not requi red for Standard Servi c es .  Pleas e refer to the 
Univers i t y’s Bid Requirement/Sole Source for pro curi n g 
good/ s ervi ces .  

4. If appropri at e, a ttach app ropri at e docum ent at i on o n compet i t i ve bids recei ved 
or docum ent at i on for sole source pro curem ent ac cordi ng to the “Com pet i t i ve 
Bid Requi rem ent s ” set fo rt h in the Univers i t y’s Bid Requirement/Sole Source 
pol i c y.  

5. R out e docum ent at i on through the requi red si gnat u re authori t i es for you r 
depart m ent / di vi s i on. Authori t y to ente r into agre e m ent s for the purch as e of 
goods and s ervi c es requi r ed b y th e Univers i t y is dele gat ed b y the Si gnat ur e 
Authori z at i on Poli c y: 
http: / / www.l o yol a.edu/ de part m ent / fi nanci al s e rvi ce s / account s pa yabl e/ pol i ci es /
s i gnat ur eaut hori z at i on . 

6. Upon approval of th e Lo yo l a Univ ers i t y M ar yl an d Consul t ant Agre em ent, all 
independent  cont r act ors / cons ul t ant s requi ri n g ac c es s (buildi ng and/ or 
Univers i t y s yst em s) the Non - Em pl o ye e Acco unt Acces s  form shoul d be 
compl et ed.  

a.  For indep endent cont r act ors / cons ul t ant s needi n g an ID ca rd onl y, th e 
form shoul d be subm i t t ed to Student Admi ni s t rat ive Servi ces .  

b. For indep endent cont r act ors / cons ul t ant s needi n g an ID ca rd and 
s yst em acces s (i.e. comp ut er logi n, em ai l, port al acces s) the form 
shoul d be sent to Human Resources .  To obtai n an ID ca rd and s yst em 
acc es s, the Lo yol a Unive rs i t y Mar yl and Confi dent i al i t y Agre em ent  
m ust accom pan y the req ues t for Non - Em pl o ye e Account Ac ces s fo rm .  

7. Fi rs t - t i m e vendors to the Univers i t y must compl et e the Vendor Inform at i on 
Form / W 9, which shoul d be subm i t t ed to the Acco unt s Pa yabl e o ffi ce alon g 
with the Pa ym ent fo r Ser vi ces Reques t Fo rm .  Work ma y comm ence upon 
internal approv al, rec ei pt of the sign ed Consul t ant Agreem ent  and re cei pt o f 
the Vendor In form at i on Form . Invoi c es from the independent 
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cont ract or/ cons ul t ant are proces s ed usin g Financi a l Servi ces 



P o l i cy: In d ep end en t Co n t ract or / Co n su lt an t   P age 6  of 6  

CROSS-REFERENCED POLICIES  


