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Emp loy ee I lndepe ndent Contractor Classification Checkl ist
The information provided below will assist Snow College in determining whether the individual performing the services will be classified for federal,

state and FICA tax purposes as an employee of the College or as an lndependent Contractor. Complete Section l, Section ll, and Section lll (if
necessary) and attach the appropriate Payroll Action Form, lndependent Contractor Professional Services Form, lnvoice and Check Request, or

purchase requisition number.

l. tndividual's Name

Social Security Number.

Department Account Number

Form Preparer

Multiple Relationships with the College

A. Does this individual currently work for the College as an employee?

B. ls it currently expected that the College will hire this individual as an employee?

C. During the 12-months prior to the date on which the services commenced, did the individual have an

official college appointment (including temporary) and provide the same or similar services?

tf the onswer is 'No" to all guestions, proceed to the questions in Section lll. t the onswer is "Yes" to ony of the three questions,

the individual should be classified os on employee and poid vio the normol Poyroll Action Form Process and processed through HR.

Teacher/Lecturer/t nstructor/Guest Spea ker

L. ls the individual a "guest lecturer" (e.g. an individual who lectures at only a few class sessions)?

lf "Yes", treot os an independent controctor, t 'No', go to #2,

2. a. ls the individual teaching a course for which students will NOT receive credit toward a College degree

and

b. Does the individual provide the same or similar services to other entities or to the general public as

part of a trade or business?

tl the onswer to both questions 2o & 2b is oYes', then treot the individuol as on independent controctor. lf the onswer to

either ol questions 2o & 2b in "No", treot os an employee.

Other tndividuals

L. Does the individual provide the same or similar services to other entities or to the general public as

part of a trade or business?

ff "Yes", treot os on independent controctor, il oNo', go to #2.

2. Will the department provide the individual with specific instructions regarding performance of

required work rather than rely on the individual's expertise?

lf "Yes", treot as on employee; tf 'No', go to #3

3. Will the College set the number of hours and/or days of the week that the individual is required to

work, as opposed to allowing the individual to set his/her own work schedule?

lf "Yes", treot as on employee; il'No', treot os on independent controdor.

lt.
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Request for Taxpayer lD# and Information
Substitute Form W-9

This fom is used to ensure that vendors are not dupli€ted and are accurately input in th€ Snow College a@unts payable system.

or exceed $600.OO ,or th€ calsndar year. An I RS Form 1 099 is not required when payments are spocifi€lly for m€rchandise or made to some types of corporations.

- Please provide the requosted information below to detemine if a Form 1099 is required.
- This information must match the inlormation that you provide to the lntemal Revenue SeNice for Til Reporting.

- Federal Law requires us to take backup withholding trom future payments made if you fail to provida the intormation requested.

INDIVIDUAL

LEGAL NAME: SSN:
(NAME TAX ID IS ASSIGNED TO AND USED FOR TAX REPORTING)

ADDRESS: ctw ST' ZIP+4'

ST:- ZIP+4'-
(ADDRESS USED ON LEGAL AND TAx DOCUMENTS)

REMITTANCE ADDRESS: CITY:
(ADDRESS USED FOR REMITTANCE IF DIFFERENT FROM ABOVE)

PHONE: FAX

BUS'A'ESS BUS'A'ESS BUS'A'ESS

oRGANrzAroru pRouor@ fl service ! aotn or tr trs4pqll-lsgglJgr ggg

BUS*,aS'S t*a €*.- r, e apprcpiate box/s:

ESole Proprietor f] Corporation - General

E partnership I Legal Services Corporation

I Limited Liability Company (LLC) ! Uedicat Services Corporation

I Other: . E Nonprofit Corporation

LEGAL
(NAME TAX IO IS ASSIGNED TO AND USED FOR TAX REPORTING)

BUSINESS NAME (ir oitrerent frcm Legal Nare):
(DOING BUSINESS AS [DBA] NAME)

TAX ID USED FOR TAX REPORTING: SSN orE

CITY: ST: 

-

ZIP+4i-

ZIP+41 

-

(ADDRESS USED ON LEGAL AND TAx OOCUMENTS)

REMITTANCE ADDRESS: CITY: ST:-
(ADDRESS USED FOR REMITTANCE IF DIFFERENT FROM ABOVE)

CONTACT NAME:

PHONE: FAX: EMAIL:

IF CHANGE OF BUSINESS TYPE / OWNERSHIP: DATE OF CHANGE:

PREVIOUS OWNER / BUSINESS NAME:

PREVIOUS TAx ID:

REQUIRED INTERNAL REVENUE SERY'CES STATEMENT

this fom cenifiss that:
1. The number shown on this fom is the payees @rrect taxpayer identifc€tion number, and

withhotiing as a resritt of a faitureio report inGrest or diviaends, br (c) the IRS has notified tho payee they aE no longsr subject to backup withholding, and

3. The payee is a U.S. person (including a U.S. resident alien).

Printed Name: Title:

Signature: Date:

Revised 03/14



Independent Contractor or Employee

The courts have considered many facts in deciding
whether a worker is an independenl contraclor or an em-
ployee, These relevant facts fall into three main categories:
behavioral control; Anancial control; and relationship of
the parties. ln each case, it is very important to consider
all the facts - no single fact provides the answer. Carefully
review the following deAnitions.

Behavioral Control
These facts show whether there is a right to direct or
control how the worker does the work. A worker is an
employee when the business has the right to direct and
control the worker. The business does not have to actually
direct or control the way the work is done - as long as the
employer has the right to direct and control the work. For
example:

lnstructions - if you receive extensive instructions
on how work is to be done, this suggests that you are
an employee. lnstructions can cover a wide range of
topics, for example:

. how, when, orwhereto do thework

. what tools or equipment to use

. what assistants to hire to help with the work

. where to purchase supplies and seMces

lf you recerve less extensive instructions about what
should be done, but not how it should be done, you
may be an independent contractor. For inslance,
instructions about time and place may be less important
lhan directions on how lhe work is performed.

Training - if the business provides you with lraining
about required procedures and methods, this indicates
that the business wants the work done in a certain way,
and this suggests that you may be an employee.

FinancialControl
These facts show whether there is a right to direct or
control the business parl of the work. For example:

SigniAcant lnvestment -if you have a signiAcant
inveslment in your work, you may be an independent
contractor. VVhile there is no precise dollar test, the
inveslment musl have substance. However, a signiA
cant investmenl is not necessary to be an independent
contractor.

Expenses - if you are not reimbursed for some or all
business expenses, then you may be an independent
contractor, especially if your unreimbursed business
expenses are high.

Opportunity for ProAt or Loss - if you can
realize a proA or incur a loss, this suggests that you
are in business for yourself and that you may be an
independent contractor.

Relationship of the Parties
These are facts that illustrate how the business and lhe
worker perceive their relationship, For example:

Employee BeneAs - if you receve beneAs. such as
insurance, pension, or paid leave, this is an indicaaon that
you may be an employee. lf you do not receive beneAs,
however, you could be either an employee or an indepen-
dent contractor.

Vwitten Contracts - a written contract may show what
both you and the business inlend. This may be very
signilcant if it is difAcult, if not impossible, to determine
slatus based on other facls.

When You Are an Employee...
f Your employer must withhold income tax and your

po(ion of social security and Medicere taxes. Also,
your employer is responsible for paying social
security, Medicare, and unemployment (FUTA) taxes
on your wages. Your employer must give you a Form
W-2, \ hge and Tax Stalement, showing the amount
of taxes withheld from your pay.

- You may deduct unreimbursed employee business
expenses on Schedule A of your income tax return,
but only if you itemize deductions and they total more
than two percent of your adjusted gross income.

When You Are an lndependent
Contractor...
: The business mry be r€quired to give you Form 109$

MISC, Miscellaneous lncome, to report what it has
paid to you.

You ate responsible for paying your own income ta(
and sdf-employment ta( (Sdt-E nployment Contdbu-
tions Act - SECA). The business does not withhold
taxes from your pay. You may need to make e3ti-
mated to( payments during the year to cover your ta(
[&Iftb.

You mry deduct businBs exp€a1s6 on Sch€dul€ C of
your hcome la( rdum. 6


