Contracts

Anytime your organization or the university does business with a company that provides a service, such as a speaker, band, comedian, DJ or other group, the university must secure a contract with that group/person prior to the service starting.  In addition, the individual or business must also be accompanied by a W-9 form and be on file so that WOU can report how much money was paid to that individual or business for tax purposes.  To create a “Personal Services Contract,” do the following steps:

1. Visit the ASWOU Office Coordinator during normal working hours at least two weeks before the service is needed.  Fill out the Personal Services Agreement form so she can begin the process.

NOTE:  
Contracts take a long time to process and verify.  You must plan ahead.

2. The Office Corodinator will take information including costs, services to be provided, and arrange to get vendor information.  Be prepared and have this information as well as vendor address, phone numbers, fax numbers, exact service start and end times, etc.

3. The Office Coordinator will create the Personal Services Contract and arrange to have it sent to the Business Office for approval.

4. The Business Office will create a check from the university to pay for the service provider.

5. If you have an invoice from the vendor, give that to the ASWOU Office Coordinator.

NOTE:  
If the contract is not done prior to the service starting, the vendor cannot be paid per state law.


No current state employees (student or otherwise) can receive money from the university for other services as part of a contract.  You will have to work with Payroll and the Business office to get this person paid.
Do your homework prior to talking to ASWOU.  That way you can guarantee the vendor will be paid.  There are sometimes problems with the Business Office or other areas that cause the process to slow down, and that is why the lead time is required.

Questions & Answers
· What happens if these are not done correctly?

This is a sticky area whenever you deal with money and contracts.  Original signatures are required on any contract and it must be received for processing before the service begins.  If this does not happen, then simply put, the person cannot get paid under state law.  It is in your best interest to talk to the ASWOU Office Coordinator well before you plan any events that may require a contract.

