PERSONAL SERVICES FORM FOR EMPLOYEES

Requesting Payment as an Independent Contractor

This form should be completed by, or on behalf of, UAB employees to apply for payment as an independent contractor when performing one of the services listed in section 2 below. The service must not be part of the employee’s normal duties and responsibilities, and the service must be performed outside of his/her normal appointment(s).  Services that are not listed in section 2 below cannot be paid as independent contractor services when performed by someone who is otherwise a UAB employee.  Additional information regarding payments to individuals may be found in the instructions on the back of this form. 

************************************************************************************************************************************************************************

1.   INFORMATION ABOUT PAYEE

Individual to be Paid: ____________________________________________________________________
 
Is Payee a U.S. Citizen?    Yes      No     
If no, is Payee a Nonresident Alien (NRA)?    Yes     No     If yes, indicate country of residence: ______________________________________


***********************************************************************************************************************************************************************
2.    PLEASE CHECK THE SERVICE THAT THE UAB EMPLOYEE WILL BE PROVIDING 


· Artist Models: These individuals, regardless of whether they are otherwise employed by UAB to perform other work, pose as instructional subjects for art students to paint, sketch, sculpt, etc. 

· Athletics Officials/Referees: These individuals, regardless of whether they are otherwise employed by UAB to perform other work, officiate at UAB athletic events, serving as referees, scorekeepers, and announcers.

· Interpreters/Translators: These individuals provide interpreter and translating services on an as-needed basis, regardless of whether they are otherwise employed by UAB to perform other work. International Patient Interpreters/Records Translators are primarily utilized with international patients or their families at UAB Hospital in communicating with the physicians and staff, including verbal translation and written translations of instructions, letters, medical records, menus, etc. This classification also includes interpreters for deaf hospital patients or their family members in communicating with physicians and staff. Usually the individual is paid a flat hourly fee; but for the more common languages, to ensure prompt access to this service, s/he might be paid a basic weekly or monthly retainer fee for routine on-site services plus an hourly fee for non-routine written translations.


· Judges: These individuals, regardless of whether they are otherwise employed by UAB to perform other work, serve as judges for student competitions. 


· Patient Models: These individuals, regardless of whether they are otherwise employed by UAB to perform other work, pose as instructional subjects for medical students, nursing students, etc. so the students can practice medical procedures on live human beings. Examples of these medical procedures include CPR, drawing blood, physical therapy, breast exams, etc.


· Performing Artists: These individuals, regardless of whether they are otherwise employed by UAB for other work, perform as musicians, actors, dancers, magicians, mimes, jugglers, comedians, etc.

· Research Subjects/Participants: These individuals, regardless of whether they are otherwise employed by UAB to perform other work, serve as test subjects for sponsored research projects.  This classification also includes individuals, regardless of whether they are otherwise employed by UAB to perform other work, paid an honorarium or fee for participating in group discussions on topics of common interest. The topics are normally scientific or public policy issues and the goal of the discussion is to promote the dissemination of knowledge and/or to develop policy recommendations. Technical knowledge, experience, and independence are essential elements of such work. Such programs often are promoted by a sponsored grant. This classification also includes individuals participating on advisory panels, such as a federal advisory panel regarding the development of a new federal program.

**********************************************************************************************************************************************************************

3.    UNIT/ DEPARTMENT REQUESTING THE SERVICE

Department Name: _________________________________________________________ Campus Address:________________________________

Department Contact Name:________________________________________________________ Phone Ext:________________________________

Period of Service From: _______________________________________________To:__________________________________________________
Total estimated amount of payments:__________________________________________________________________________________________
**************************************************************************************************************************************************************************
4.   APPROVALS REQUIRED

	Certification of Department Receiving the Service:

________________________________________
Printed Name

________________________________________

Signature                                           Date
	For Central Administration Use Only:

 Independent contractor service to be paid

     through accounts payable system
 Nonresident alien independent contractor

    service to be paid through payroll system
 Employee service to be paid via payroll 
     system
____________________________________

Accounting Approval                    M/DD/YYYY
	For International Scholars and Student Services Use Only:

U.S. Source?           Yes       No

Payee is NRA?        Yes      No

Payee is RA?           Yes      No

Earnings Code ___________________________

______________________________________

ISSS Approval                             MM/DD/YYYY
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UAB PERSONAL SERVICES FORM

For Employees Requesting Payment as an Independent Contractor

PURPOSE OF THIS FORM

This form should be completed by, or on behalf of, a UAB employee to apply for independent contractor status when providing one of the services listed in section 2 of this form.  These service descriptions have been identified by IRS as eligible for payment as independent contractor service regardless of whether or not the individual is otherwise employed by UAB to perform other work.  The service must not be part of the employee’s normal duties and responsibilities, and the service must be performed outside of his/her normal appointment(s).  

This form should be completed and certified by someone with direct knowledge of the services to be provided, and it should be processed before any of the services are performed.  This form should be submitted for approval to the Office of the Executive Director of Accounting (AB 921, Zip 0109).

Blank Forms

Blank Personal Services Forms, blank IRS Form W-9s/W-8s, and Individual Independent Contractor Travel Expense Reports should be printed directly off of the UAB Financial Affairs’  “Personal Services” website.  Questions regarding the use of the UAB Personal Services Form or regarding the UAB Personal Services Policy may be addressed to Ms. Julie Maddox in the Office of the Executive Director of Accounting (Ext. 6-4549).

PAYMENT

If independent contractor status is approved, a copy of the pre-approved Personal Services Form must be scanned in as official documentation for each applicable payment request, whether for fees or for travel reimbursements. The contractor's federal tax identification number (TIN) must be certified by having the individual contractor complete an IRS Form W-9 (or if a nonresident alien, then a IRS Form W-8) and sign it.  A copy of the certified W-9 / W-8 must be scanned in as official documentation for each applicable payment request.  Contact the UAB Center for International Programs (HUC 318, Ext. 4-3328) if you have questions about TINs for nonresident aliens.   

The requisition for compensation should state that the individual has performed “independent contractor services.”  Independent contractor services are paid through the accounts payable system and are subject to IRS Form 1099 reporting, except when the individual is a nonresident alien. Independent contractor payments to nonresident aliens are paid through the payroll system and are subject to IRS Form 1042 reporting and tax withholding, unless treaty benefits apply.  

If independent contractor status is denied, the requisition for compensation should state that the individual has performed “employee services.”  Employee services are paid through HRM and subject to tax withholding and reporting requirements. Such payments should appear on the employees W-2.

FORMS

Blank Personal Services Forms, blank IRS Form W-9s/W-8s, and Individual Independent Contractor Travel Expense Reports should be printed directly off of the UAB Financial Affairs’  “Personal Services” website.  Questions regarding the use of the UAB Personal Services Form or regarding the UAB Personal Services Policy may be addressed to Ms. Julie Maddox in the Office of the Executive Director of Accounting (Ext. 6-4549).

