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Overview

UCOP has revised the policy and procedures to secure
the services of an independent contractor.

We want to make sure we comply with state and
federal laws regarding classification of workers as
Independent contractors or employees.

To ensure this occurs, we are incorporating an
additional step in the local procurement process.

The purpose of today’'s r ¢
for purchase are in compliance by showing you the
changes to the Independent Contractor Classification
Form.

K .



Independent Contractdrorms

Current Independent Contractor
Classification Form

RIVERSIDE

Independent Contractor Classification Form

Updated Independent
Contractor Classification Form

Part 1 - To be compleled by the Unit or Dep iiting the

Part 1 - To be by the Unit or Department submitting the Requisition

Classification Worksheet For Federal Tau Purposes

Classification Worksheet For Federal Tax Purpeses

This poriion of the worksheet addresses federal tax compliance only. There are other state and federal laws regarding classification of
workers as independent contractors or employees. For example, fo determine whether a worker is an employee for unemplayment
insurance purposes, please refer to the Employment Determination Guide issued by the State of California Employment Davelopment
Depariment (EDD), which is available at hitoJiwww.edd ca.qov/pdf pub cir/de38odi For more information on unemployment
insurance, you may also consult the Accounting Manual Chapter T-182-77.5, Payroll: Unemployment Insurance, on the intemal payroll

site.
Department: Click here o enter text

This portion of the workshest addresses federal tax compliance only. There are otner state and federal laws regarding classification of
workets as independent contractors or employees. For example, i determine whether a worker is an employee for unemployment
insurance pumpeses, please refer to the Employment Determination Guide issued by the State of Califomia Employment Develcpment
Department (EDD), which is available at hifp/fwww edd ca gow/pdf pub cirde38 pdf For more information on unemployment
insurance, you may also consult the Accounting Manual Chapter T-182-77.5, Payroll: Unemployment Insurance, on the intemal payroll
site.

Name of Contractor Check the box that applies:
Click here fo enter fext {1 Sole Proprietor [ Partnership ] Corporation

Department: Click here to enter fext

Name of Company Contactor Phone Number Contactor E-mail address

sk here to enter text Click h

Click here to enter e

Name of Contractor Check the box that applies:
O Sole Propri O Partnership [ Corporati
Contactor Phone Number Contactor E-mail address

Contractor Address (suael address, city, state, zip code)

Click he Click here fo enter fext C
Contractor Address [stnzet address, city, state, zip code)
Click her

Click here to enter

If a foreign national or non-US citizen Cuumryofcmzenshlp Visa Type

Pprovide: k here to enter tex Click here to enter

Is the propesed contractor a current employee? C1Y¥es [JNo

If no, is it expected that the University will hire this proposed confractor as an employee following the C1Yes [INo
termination of this service?

'Was the proposed contractor a University employee any time during the last year and did he or she [1Yes [INo
provide the same or similar services while an employee?

Part 2 - To be completed by the Unit or Department submitting the Requisition

IRS Classification Factors

If a foreign national er nen-US citizen Country of Cltlzenshlp Visa Type

provide: Clic Cl fex

Is the proposed contractor a current employes? OYes CNe
If no, is it expected that the University will hire this proposed confractor as an employee following the CYes CINe
termination of this service?

Was the proposed contractor a University employee any time during the last year and did he or she OYes CNe
provide the same or similar services while an employee?

'Will work be performed on campus? CYes CINo

Before the University enters into a confract with an independent contractor, the following checklist must be completed to
help determine whether an employerlemployee relationship exist
IRS Classification Factors (Yes = Employee and No = Confractor)

Behavioral Control: Right to direct and confrol details and means by which worker performs senvices.

1. Instructions. Will the University have the right fo give the worker instructions about when, where and

Proposed Contract Work Information: Describe in full detail the services requested. Include deliverables, milestones,
benchmarks and special terms:

how he or she is to do the job? OYes ONo
Financial Control: Right to direct and conirol economic aspects of the worker's activiies.
2. Significant Investment. Has the worker failed to invest in faciliies (such as an office) used to CYes CNo
perform services? -
3. Payment of Expenses. Wil the University pay the worker’s business or fravel expenses? [l Yes [INo
Independent Contractor Information Form
Formerly known as the Independent Contractor Pre- page 1oi2

Hire worksheetv13
Revised Saptember 2018

Period of performance: Start date: End date:

Rate of pay: Hourly Rate: Fixed fee:




Independent Contractor Forms

\

The updated form is now
requesting the following

I nfo rm atl O n : Willwork be performed on campus? - | OYes CINe
Proposed Contract Work Information: Describe in full detail the services requested. Include deliverables, milestones,
A . benchmarks and special terms:
Will the work be

performed on campus?
ADescription of the work

A Dates Of SerV|Ce Period of performance: Start date: End date:

ARate of pay — '



Independent Contractor Forms y o

\

ADepartments will now have to list reasons to support
hiring the individual as an employee or reasons to suppor
hiring the individual as a contractor. (See IRS Publication
1779¢ link is in UCR Policy 720)

AThe update requirethe HR Policy Compliance Analyst to
review completed documentatioprior to submitting a
purchase requisition. The Form should be emailed to
hrpolicy@ucr.edu Allow2-4 days for HR to complete
their review.

ACertificatesof Insurance Departments are still required to
obtain a COI from the supplierior to submitting the
requisition

A For more details about UC supplier/contractor insurance programs go to
CampugConnexions&t: ucriver.campusconnexionsuc.com



mailto:hrpolicy@ucr.edu

Independent Contractor Forms y o
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AAnother importantupdate isthe Agreement term
CANNO®Exceed a total of 12nonths

AReminders
o5S LI NI YSY(Qa & rratezfiaRCordigt ofLI S

Interest Formif they wish to hire individuals who are near
relatives, current, or former employe@sd have it
reviewed by Procurement before submitting the purchase
requisition. The new form is more streamlined and flows
concurrently with the updated Independent Contractor
Classification Form.

0 Requests for Personal or Professional Services must be

submitted as a purchase reqmsﬂmgardless of the
dollaramount5! t h Qa | NB aypé Bolich7539) 2 &




Independent Contractor Forms y o

STEPS FOROCESSING:
AComplete Independent Contractor Classification form

ASubmit form to Central Human Resources
(hrpolicy@ucr.edu) to confirm if individual should be
an independent contractor or employee

Alf confirmed as an independent contractor, obtain
Certificate of Liability Insurance. (For guestions
regarding insurance, contact Risk Management)

Alf necessary, complete the Conflict of Interest form

AAttach all completed documents to the purchase
requisition and submit to Procurement.



Independent Contractor Forms y o

The Procurement webpagerpocurement.ucr.edyhas all the necessary forms
and additional information under the Forms tab:

https://procurement.ucr.edu/procurement/forms. html
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E Procurement Services UC..
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Procurement

UCR Home > BAS > BFS > Procurement > Procurement Services > Forms

Forms

Home

Accounts Payable
AP Disbursement & Travel

Business Contracts
Non-Research Business Contracts

Procurement Services
Campus Purchasing

>

>

v

v

v

v

v

v

v

Fraud Prevention

General Information

OMB Uniform Guidance
Partial Sales Tax Exemption
Information for Suppliers
Terms & Conditions
Strategic Sourcing
Sustainability

Sources for Goods and
Services

Ordering Regulated
Chemicals

Procurement Card

Announcements and Notices

Unautheorized Purchase

Unauthorized Purchase Declaration Form B%
Unauthorized Purchase ePay Request Form B[S

Independent Contractor

Independent Coniractor Classification Form
ndependent Contractor Workflow [E]
nsurance Requirements for Independent Contractors &5

» Policy Number: 790-27

Conflicts of Interest

Conflict of Interest Form B5

Source Selection & Price Reasonableness

Source Selection & Price Reasonableness form (SSPR) 4
Instructions to Complete SSPR Form [2

FAG for SSPR Form 9

Certified Cost Pricing Data Form

Supplier Profit Form B%

Equipment Leoan

Equipment Loan Agreement B5
Vendor Forms
W-g 24

UCR Business Information Form B4
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Independent Contractor Formsnt.)

https://procurement.ucr.edu/procurement/forms.html
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Overview:

eBuyOrdering
Permit Approval Requirements
—urniture & Fire Safety Requirements
Purchase of Used Furniture

UC Sustainability Policy

O O OO O



Furniture Purchases

,

eBuyOrdering
ASteelcase is UC's Preferred Fu
(UC Agreement #2184)

o BKM is the local distributor for Steelcase furniture and installation.
They arenot the preferred supplier for A/V products/services. (UC
RFP in process for A/V)

o Prevailing wage requirement ] A S
0o¢CKS IaANBSYSyYyu I Ydzau 0S NBFTSNBY
o The RPCard is not used for furniture orders at this time

A All purchases shoulébllow the applicable UC /UCR policiesid
procedures

A Current UGApproved manufacturers for Ergonomic height adjustable
desks & seating include:

Local Distributors

o Grandstands BluespaceSource One

o Workrite BluespaceSource One, BKM
o Steelcase BKM

o Herman Miller G/M

o Sitmaticchairs

o Office Master chairs BluespaceSource One



Furniture Purchases

Permit Approval Requirements

A UCR established and posted a mandated furniture approval process online
since 2018. The process requires:

,

Submit scaled floor plans including a diagram of electrical outlets for
office spaces and furniture placement to ensure there are no
obstructions to walkways or exits.

A floor plan igequired for modular furniture systemsith privacy walls
(p-wall), electrical, or bolted to walls or floors.
A Complete a building permit application through the link on the A&E site:
https:// ae.ucr.edu/quality/ga.html
*Turnaroundiime isapproximately 14alendar days

A Contact for Information and Requests for building permits:
Lezlie Howard Project manade#zlie.Howard@ucr.edu

A Freestandin furnitureﬁe.g., heighfadjustabledesks, conference tables,
andchairs) do notisuallyrequire a permit.



https://ae.ucr.edu/quality/qa.html
mailto:Lezlie.Howard@ucr.edu

Furniture Purchases

\
|
/
| |/

Furniture & Fire Safety Compliance

All officeandcampus residentidlurniture containing metals, foam, and
fabrics must be ratetb CAFire Safet\Bandards (CAtandardiB117)

Purchase documentation must include safety rating details.

A Obtain a cut sheet from the furniture dealer or manufacturer, which
lists whether the fabric is fireated to TB117.

A Obtain scaled drawing to show walkway distance for ADA
requirements

A Submit the cut sheet and drawing to: UCR Fire Marshall, contact
Michelle Griffen michelle.qgriffen@ucr.edu

Note: Most commercial distributors (e.g., BKBMMuespacdnteriors, G/M
Business Interiors, arldrueger) meet the TB17 requirements


mailto:michelle.griffen@ucr.edu

PLANREVIEW & PERMIT PROGRAM

PermitRequired SystemFurniture Installation: (ModularworkstationsincludeP-Wallls,doors,overheadbookshelvesttachedto
the wall, or anyfurniture requiringconstruction or attachmentsto floors and/or walls)

A Allowtime for the PlanReviewapprovalprocess

A Applyfor CampusBuilding PermifApplication https://ae.ucr.edu/quality/qa.html

Submitelectronicdocumentswith ApplicationTo: Lezlie.howard@ucr.edu

Planof overallBuildingandfloor locationsof installation(Contact youDept. SpacePlanner)

Floorplanswith room dimensionsproposedfurniture arrangementand/or equipment (Vendorto provide)

Specifif newelectrical& dataarerequired

Roomelevation plansncluding ceiling heighldimensionsand sprinklerhead,SmokeDetector,HVAGand other locations
(Requestrom NellyZaki@ nelly.zaki@ucr.edu)

Manufacturerfurniture cutssheets,deskwidths, and partition wall heightdimensions(Vendorto provide)
Installation/connection detailfor the wallsto the existing wallsfloorsanddeckabove.Thisisrequired foreachinstallation.
(Vendorto provide)

Oncethe work is completed,requestafinal inspectionanda final inspectionwill be conducted.If approved, thepermit will
be signedasapprovedand completehttp://ucr.cforms.net ContactLezlie.howard@ucr.edior access

>t > >t >

> >

p

Furniture Exemptfrom CampusBuildingPermit
(Chairssofas patio furniture, generaklassroondesksjnterior finishes)plasteror wood, or appliedmaterialssuchaswallpaper,paint, or
trim.

Submit dimensionedloorplanwith detailed locatiorof proposedfurniture

Submit CuSheetsor Specificatioron furniture flammability

UpholsteredrurnitureCertificationTB117

Interior Finishesnustreference CBChapter8- (plasteror wood, or appliedmaterials suchaswallpaper,paint, or trim.

Dt > >

SubmitPlansTo: Michelle Griffen@ michelle.griffen@ucr.edw; Assistanto FireMarshal
(TheCampud-ire InspectorsCesaPla& XavieMartinez,will reviewandapprove)

FaclitiesSewvicesDept: ldentifieselectrical& power connectionson plans Schedulesvith Department
ITS IdentifiesdatarequirementsSchedulesvith Department

R

REQUIRED

19



Furniture Purchases

Used Furniture Purchases

We should noassumethat used furnitureis rated toCA Fire Standards.
DepartmentTransactorgnust contact the Campus Procurement Buyer
prior to engaging with a used furniture dealer. Procurement will review
0KS RSIFf SNXRAaY g1 NN yades NBIA&aGN
acceptance of UC payment terms, and seek to avoid furniture deposits.

Note:

1. Forsafety reasons, the Campus Fire
Marshalldiscourages use of personal
furniture on campus, unless it has been
approved in writing

2. Staffand Faculty should not
purchase and request reimbursement
for furniture items

R 20



Furniture Purchases

\
/
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Furniture must follow UC Sustainable Procureme@uidelines
https://www.ucop.edu/procurement-services/_files/sustainableprocurementguidelines.pdf

A Look for furniture with metals and fabrics that
I NBE FTNEDI2TH aAaBRE @F K @
additives including: Cadmium, Mercury, et b procuremont
Polyvinyl Chloride (PVC), Toxic Chemicals, al  cuielines
anti-microbial agents.

A Ensure seat cushion foam, laminate desktops
chair fabrics, and privacy panels meet UC
Sustainability Procurement Guidelines.
(Reference p. 17 of Sustainable Procuremen
Guidelines.pdf)

A Indoor Furniture must meet:

A GreenGuard Gold or Advantage Gold, or
BIFMA Level requirements



Furniture Purchases

‘

UC Sustainable Procurement/ 2 y i QR U

Additional guidelines fosustainable furniture
purchases

A Should be free of flame retardant chemicals

A Shall comply with BIFMA €®14, sustainability Standard,
which means containing none or reduced Formaldehyde
FYR 22t GAfTS hNABIFIYAO [/ 2YLR

A Should be free of added or built in Antimicrobials

AShould be free of polyvinylchloride (PVC) greater than 1%
of product by weight
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Pro-Card Administrator




Hybrid PCard FAQs

A Is ground transportation allowed on the £ard?
No
Only airfare is an allowable optionReservations and payments for car
NEByalfazr akKdziadgt Sazr GFEAQaAX o6dzaSax
Corporate T&E card or personal credit card. Subject to travel policy and
pre-approval requirements.

\
| )/

A Are incidental and adebn travel related expenses (e.g.
meals not included in the conference registratidae
parking, internet, gas, or other vehicle services) allowed on
the P-Card?
No
These expenses must be paid via the Corporate T&E card or personal

credit card and submitted ifTravelfor reimbursement. UC Travel Policy
(G28) and PCard Policy #750 are applicable.



Hybrid PCard FAQs

<

A Can the PCard be used with third party suppliers (e.g.,

Travelocity, Priceline)?
No
Most often these transactions will decline on tReCardsince these
entities do not fall under the Hybrig-Carduse

A Howdo | identify on a receipt if &-Cardwas usedversusa
Corporate T&E card or Personakdit card?

Thelast 4digits of the card used should appear on guppliersreceipt
Invoice The Department Card AssistgitCA) will se®-Card transactions
post on theP-CardAgingReportdefault FAU 780315 to reconcil&/hen
moving theexpense the DCA should include the Trip ID# in the &y,
and the Travel Coordinatonust listthe expenseon thetravelers Trip ID in
ITravelas Prepaid vi@-Card CorporateCard and personalredit card
transactions do not post to the-CardAging Report.



A Can the PCard be used when personal travel is involved?

No
This may be considered misuse of University funds. Personal expenses
should never be charged to or temporarily funded by the University.

My NI St SNXa A0AYSNF NE
days/stops. We completed an airfare
comparison showing the personal time does
not increase the cost.

Canwe book the airfare on thé>-Card?

~— No, you cannot mix personal expenses%
using the card. You must use another methac

of payment for the intended travel and be
_reimbursed ]

26



Hybrid PCardBest Practices

A What should travel coordinators and-Bard cardholders take
into consideration before using the-Eard for airfare and/or

hotel reservations/payment?

Review approved travel information
anddetermine the best available
optionto reserve/pay for hotel given
the & dzLJLJinforB&tiEnaAs
discussed use of the availal@ptions
(P-Card, Corp Card, personal credit
card or PO) should be determined on
a caseby-case basis only:

UC Travel Policy (28) and
UCR RCardPolicy

Hotel: How does the
processimpactthe travel
and P-Cardpolicies/
guidelines?

PO might be an option in
the eventthe hotel will
acceptit for non-group
travel/rates

IfuseofthePCar d d
align with traveland RCard
policies I tlohger n o
consideredan option.

27



Hybrid PCard FAQs

AlsitoktoaddmyFCard to a traveler’s
No
LaQa yv2i NFheRCadsholuldferer be placed in a file or
document that the traveler or others have access to view/use. This is

referenced on the ’Card Agreement Form and signed by Cardholders.
GLGSY ITmY L F3AINBS GKIFG Fa |+ RSaA3ayrOaSR OF
FaaAdy dzasSs 2N IALPS | O0Saa G2 dzasS Yé OF NR

\
| )/

A Can a higher class airfare rate be purchased on Foardfor
travelers that have a documented medical accommodation

requirement?
Yes
t NEPOARSR GKS R20O0G2NXa y23S NBIjdzA NA y 3
purchasing the airfare viaP I NR ® ¢KS 2ZNAIAYIE R20G2
G/ 2y FTARSYGAILI ¢ 3 aSyad @Al Ay idSNOF YLz
Notations must be added to dlfravel¢t NA LJ L5Qa @Al (KS 02Y
note for accommodation on file with the Accounting Office.
Recommendedf 22 NRAY | 0SS gAGKAY (O KEZardRGatdhoNdar,Y S
Travel Coordinatoandinternal HR point of contact.



Hybrid PCard FAQs

A Can a conference registration fee be paid on tReard

Yes
Implemented Aug2018 Best practice is for the Cardholder and FO are aw

of registration information: Agenda/itinerary, cancellation policies, meals a
lodging (included or separate) prior to payment.

\
| )/

Ensure all additional costs for expenses to include meals, extra tours, par|
Internet, etc.not coveredvith the actual conference registration are paid on
the Corporate T&E or personal credit card.

Al 3SYRIKLGAYSNINEY {K2¢ oKI 1Qa A\

A Cancellation policies: Is an alternate allowed to attend in place of the
person initially registered? Full, partial refund or credit only?

A The registration fee must be recorded dmavell & & LIND Ldard. R £



Reminders: I NRKk ¢339 5

52 Qa 52y QU a

A Airfare, lodging for business travel for others| A Airfare thatcontainany personal legs of
can be paid via the-Bard. travel. (i.e. a destination other than the

A UseConnexxugi 2 0221 (KN dzAK gﬂmﬁ;y {aJS(;ge;deaer(sjtmatmm_La notbe

Preferred Travel Agencies.

\
/
| )/

A Remember to manually register trips booked A The PCard cannot be used for meals.

outside ofConnexxu®r via SWABIHN the A The RCard cannot be given to a traveler to
Risk Servicamebsite and complete the take on a trip(unless he/she is the €ard
Traveler Insurance foripefore an outof- holder).

state tripoccurs.

A9aidl of A a Kratelbefore Sidarhilsg Ay
travel expenses on the-€ard.

A Reference the trimumberon travelrelated
payments paid via B-Card and orthe PCT.

A Process travel related payments paid via-a P
Card agprepaid itemson the travel expense
claim,evenif no reimbursement of expenses
is due to the traveler

A Conferenceegistration can be paid via tHe
Card.







BFS-Business & Financial Services %
A Division of Business & Administration Services (BAS) Y "3‘ |

S ¢ :"
. ¥ Send Your Questions:To ek aTE ”{?- X
» A“ 'f“’& ;n
Purchasing &Buy ebuyhelp@ucr.edu H .
Procurement Card: procard@ucr.edu Lol ,
Travel: travelfeedback@ucr.edu J ’



mailto:ebuyhelp@ucr.edu
mailto:procard@ucr.edu
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