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What is an ICSA?¢

» ICSA is a contract for an individual » Anindependent contractoris @

who performs work for UNLV such person engaged by the university
as guest speakers or short term to perform specific functions or
service providers tasks at his/her/them own

discretion with respect to the
means and methods used to
accomplish the assignment



Policy

Individuals who not employed by
NSHE (including UNLV and all other
institutions)

The Assistant Conftroller of Accounts
Payable will determine if a review by
the IRS (via form SS8) is required in
cases where it is not clear if the
worker is an employee or an
Independent Contractor

One-fime nonrecurring services

Provide a quote for services to be
aftached and submitted along with
the ISP/ICSA contract

Contract amount not fo exceed
$10,000

This amount in inclusive of necessary
travel expenses with the traveler
making all of their own
arrangements

Individuals will not receive separate
payments for reimbursable expenses

Requests that exceed:
» Over $10,000 or Recurring Services

» These requests should be submitted
on a “Goods or Services” requisition
for purchase. They need to be
processed on a Purchase Order



Vendor Registration

» Must Register as a vendor via NSHE  » Vendor Registration Checklist: Link

Supplier Registration Website, all provides critical information that
individuals that are conducting you Will need to provide during the
business and receiving payments reqistration process. This checklist is
from UNLV will need to register via not meant to be comprehensive
this site: of all information required of you:
» hitps://suppliers.nevada.edu/Mem » https.//suppliers.nevada.edu/Reqis

bership/Secure/CreateUser.aspx trationChecklist.aspx



https://suppliers.nevada.edu/RegistrationChecklist.aspx
https://suppliers.nevada.edu/Membership/Secure/CreateUser.aspx

INDEPENDENT SERVICE PROVIDER CONTRACT (ISP)

INSTRUCTIONS FOR USE OF WORKDAY REQUISITION PROCESS FOR GUEST SPEAKER OR ISP

Step One: Ensu sstered n SRE
Suppller

Step Two: The ¢

The purpose of fhis form is 10 be used for contracts with indivi
iaiized skills such 3s guest speakers, athietic oficals.
payments 10 indviduals who

of Ctherwise empioyed b
" CSN. DR T
Acministrason

Before the ISP contract Is initiated ISP status.
. jer Status (Dage wo

cuments may be requn

al instructons.
Setermine  the payment
ract MAY NOT EXCEED $10,000.00 A

traveler make he/her own trar ments. the department May prepdy Certan ravel expenses. such as
axrtare. Vehs e

el expenses in Cases were e payment 10
vansportat
may be prepaic by P

Rental Vehc e e responsits
contracted agenc:

Astare may be prepad b P-card
DO NOT SEND THIS SHEET TO THE CONTRACTOR: KEEP FOR YOUR REFERENCE. SEND ONLY
APPLICABLE PAGES TO THE CONTRACTOR. FAX SIGNATURES ARE ACCEPTED.

For ON campus visits ONLY-you must use the form-Affidavit of Rejection of Coverage for Workers
Compensation under NRS 6168.624 and NRS 617 207 attached b

ICSA — Independent Contract
Service Agreement

Ll " “s INDEPENDENT CONTRACTOR
Services Agreement (ICSA)
FULL NAM
Last Name (Please Print or Type) First Name.

Engagement Date(s) from to Total Payment Amount: $ |

“Not to exceed $10000
Email:
Payee must register to become an Active Suppiier st hips./suppliers. nevada edulite

PART ONE
Evaluation for Determining Independent Contractor Status

ving Oepartments ave responsidie for 50 10 properly Classity NVICUS!S 83 employees o

he Unwersty NSHE
e
estadished via Human Rescurces. if there ave few elements of COntrol, an independent Contracior relstionship may be sppropriste

1. Must the service provider follow substantial instructions? If yes, describe the Type of
direction and control and who will supervise the services.

Are substantive training, guidance. and/or assistance provided 1o the contractor?

Is the contractor's job substantively ntegrated in the general operaton of the Department
UniversityNSHE?

Ave services rendered personally by the contractor?
Does the contractor hire, supervise, and pay assistant workers?

Does the arrangement contemplate continuing of recurring work? If yes. explain

Does the University/NSHE establish set hours of work?
Is there a full time requirement?
i the service be performed on the University/NSHE premises?

0. Does the University/NSHE require that the work be done in a spec
sequence?

Is regular accountability required?
2. 1s payment by the hour/week/month as opposed 1o payment by the task/job completed?
Does the University/NSHE fumish equipment, tools or supplies 10 the contractor?
Can the contractor be discharged even if the contract terms are being met?
ractor have the 1 o ract kabiity?
Is NSHE the only client for whom these or similar services are actively provided?

Has the contractor performed this or other services for the University/NSHE in the past?
yes, when?

Wil business and travel expenses be the departments’ responsibili
department provide or invest in suppbes and or equipment?

individual depend solely on ct for personal invoice?




ICSA Contract (Part 2

INDEPENDENT CONTRACTOR
Services Agreement (ICSA)
UNSWORN DECLARATION IN LIEU OF AFFIDAVIT
Project Explain in detail what the actor will do (specifically w be done by the conts >, where the work
Requirement  wil be aCCOMPISNEd, and WHen the Work will De Completed REJECTION OF COVERAGE FOR WORKERS'
[ ] COMPENSATION
UNDER NRS 616B AND NRS 617

|. declares that!

1. 1 make the following assertions pursuant to NRS 616B.624 and NRS 617.207,

Inckcate the total unt of ment. Payment will be i d within 30 d; J M thi tract
A PUSrr - T YYNRAR: WP, M o 3 CoYe 1 e derorrey or pursuant to NRS 616B.627 and NRS 617.210, as applicable
eeds 45 days in length and completion benchmarks have been agreed to with progress payments,

indicate each benchmark and its associated progress payment doliar amount
. Please check the applicable statement:

]I am an officer or manager of a quasi-public or non-profit corporation, a
private corporation or limited liability company who does not receive pay
for services performed as an officer, manager or employee of the
corporation or company:; or

any specal condtions that apply
[[J1 am a paid officer or manager of a corporation or company that | own. | will
not use any employees in the performance of the contract with the Nevada
System of Higher Education.

[_]I am sole proprietor who will not use the services of any employees in the
performance of the contract with the Nevada System of Higher Education
A) Is the payee a current or former (within the current calendar year) employee of ]
any institution of the Nevada Syslom ol mghor Education? — o . In accordance with the provisions of NRS 616B.624 and NRS 617.207, or
‘WS sowert nAls YES ol n oune NRS 616B.659 and NRS 617.225, as applicable, | have not elected to be
8)Is the payee a member of the same hou“hold as a NSHE omployee? included in the terms, conditions and provisions of chapters 616A to 616D
. Regents “Confict and 617 of the NRS.

. | am otherwise in compliance with the terms, conditions and provisions of
243, “See Information regarding U.S. chapters 616A to 616D and 617 of the NRS.
. | acknowledge that the Nevada System of Higher Education will not be
fed is true, complete and considered my employer or the employer of my employees, if any; and that
- " e e =k ook o S ::‘:4": ulting directly or the Nevada System of Higher Education is not liable as a principal contractor
ty from rekance thereon. | assert qualdy as an Independent Contractor and that | am responsible for any taxes o
rements resulting from this engagement. | agree to the above requirements. terms and conditions. to me or my employees, if any; for any compensation or other damages as a
result of an industrial injury or occupational disease incurred in the
performance of the contract
Contractor. Date:
The UNLV employee signing below should be most familiar with the above Independent Contractor's required services and warrants: | declare under penalty of perjury under the law of the State of Nevada that the
that he or she has reviewed the information provided on as it pertains to services provided: that the information is true to the foregoing is true and correct.

signer’s knowledge. and. the representations regarding the services 10 be performed and compensation to be paid are SIGNATURE: :l
— R 3
(Print Name) (Signature) PRINT NAME:
Department: _ Phone: Email. DATE: |

The Nevace System of Mgher Education & &t equs apportumtyiivmagvs Scion amployer and dos not dacriminsts oo e Bess of
color, rebipon, sex. age, creed, natronal origin, veteran o physical or mental disatiity in any program or actrvity &
5. The NSHE empioys only United States citirens and individuals lawhully suthorized 10 work in the U.S.




|ICSA Contract (Part 3)

» The ICSA contract is where the vendor will detail the scope of their
work. Also, provide where the work will take place and provide the
completion date of said work

» Provided total (all inclusive) amount of payment®, if multiple dates:
lists benchmarks, amounts and dates to be paid

» *Payment: Do not itemize services, list as all-inclusive for payment
» List any special conditions that may apply



Procedures

» Department starts to contact the
contractor to register as a vendor

» Department fills out the ICSA form
and gets signature from the
contractor

» Department sends the package to
Student Life Business Services
NN

» SLBS gefts signature of Authority

» SLBS submits a PO requisition

Processes payment after service is
completed



Reminders

» Before an ICSA is completed, the individual’s status
as an independent contractor and not an
employee must be determined.

» The ICSA includes an evaluation form to help
determine qualifying status of a worker as
Independent contractor

» hitps://unlv.col.qualirics.com/|fe/form/SV_3JVFGOzv
OuMmRNzv



https://unlv.co1.qualtrics.com/jfe/form/SV_3JVFGOzv0umRNzv

Reminders (Part 2)

>

If an individual is neither a U.S. Citizen or a lawful permanent resident green card
holder, additional documents may be required. (Prior to initiating any of the
contractors, please contact Debbie Honrath, the NonResident Alien Tax Specialist, at
702.895.1243 for assistance with requirements for service providers)

NRS 616A.310 “Sole proprietor” defined. “Sole Proprietor” means a self-employed
owner of an unincorporated business and includes working partners and members of
working association. Coverage remains in effect only if the sole proprietor remains a
domiciliary of Nevada.



Training Complete

» You have now completed this
training:

» For any further questions please
contact your Account Manager
with Student Life Business Services!

» Have a great day!




