TEXAS WOMAN’S UNIVERSITY

REQUISITION FOR INDIVIDUAL SERVICES

This form was created to provide assistance to departments in determining whether an individual must be paid through the Payroll Office or the Accounts Payable Office of TWU.  Please answer the following questions in regards to the individual who will perform the service:

REQUIRED INFORMATION:

NAME:
     
SSN:

     


REQUISITION #       
ADDRESS:
     


     


     
     1.  Does this individual have his/her own place of business and perform similar services for others on a regular and consistent basis?

     2.  Can the individual realize a profit or loss from this work for TWU?

     3.  Does the individual have the right to engage assistants without prior approval of TWU?

     4.  Does the individual have personal responsibility for what must be done to perform the services and how it must be done without training or supervision being provided by TWU?

     5.  Is this a temporary arrangement with the individual?

     6.  Has this individual performed services for TWU this calendar year?  If yes, list dates       
     7.  Is the individual liable for damages for early termination without cause?


THE ABOVE IS TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE.

______________________________________________  ​​​​​​​​​​​​​​​​​​​​​​​​________________________

SIGNATURE – DEPARTMENT HEAD


DATE

**FORWARD TO PURCHASING WHEN COMPLETED**

FOR INTERNAL USE ONLY:______________________________________________

_______________________________________________________________________

