APPENDIX E

INDEPENDENT CONTRACTOR SELECTION

The Internal Revenue Service requires that we treat all individuals as employees unless they can substantiate treatment as an independent contractor. The following criteria are based on IRS regulations and are used at the Portland VA Research Foundation, Inc. (PVARF) to determine if an organization is qualified to be an independent contractor.  If you meet all the items listed below you will be considered an independent contractor; if you do not or if there are gray areas, PVARF will take a conservative view in making the final determination.  Please place a check by each item you meet below.

_____1. Independent contractors possess their own letterhead, business cards and invoices as a distinct business; AND
_____2. Independent contractors actively offer similar services to other clients at the same time as their work for PVARF; AND
_____3. Independent contractors are free to set their pattern or sequence of work; AND
_____4. Independent contractors engage in a profession or high-skill work; AND
_____5. Independent contractors provide their own insurance and are not covered by PVARF’s workers’ compensation or liability insurance; AND
_____6. Independent contractors do not have an assumed, continuing long-term work relationship with PVARF; AND
_____7. PVARF does not reimburse travel or other expenses of an independent contractor, except as specified in a written contract; AND
_____8. Independent contractors are paid for a fixed contract period rather than by the hour, week, or month; AND
_____9. As a general rule, independent contractors are not expected to spend more than 25% of their work time for PVARF; OR  they may spend a higher percentage of their time on a contract of short duration; AND
_____10. Both PVARF and the independent contractor believe and intend that an independent contractor relationship exists; AND
_____11. Independent contractors work for PVARF under a written “for services” contract; AND
_____12. Independent contractor agreements cannot be terminated “at will”; agreements may be terminated for cause without notice for breech of contract through nonperformance or negligent performance, or for no cause with a written notice period; AND
_____13. Individuals working as independent contractors for PVARF receive federal Form 1099 MISC as provided by law, and are expected to report the receipts as business income on their tax returns.

After reviewing the above criteria, I find I am in compliance and agreement with the terms and conditions; I request to be classified and paid as an independent contractor.

Print Name:___________________________________ Signature:______________________________________

Business Name and Address:_____________________________  Date:__________________________________

_____________________________________________________ EIN or SS#:____________________________

PI Signature:__________________________________________  Account #:_____________________________

**RETURN TO PVARF ADMINISTRATIVE OFFICE FOR FINAL APPROVAL**

I approve classification of the above individual as an Independent Contractor:

PVARF Executive Director:_____________________________________________________________________
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