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Please use the checklist below to help determine: When to pay someone as an EMPLOYEE or as an INDIVIDUAL?
This designation is determined by an assessment of the indiidual's qualifications and the nature of the senices performed - it is not
discretionary on the part of the hiring unit. There are numerous state and federal taxes and laws that apply if the

worker is an employee rather than an independent contractor.

tis ilegal to knowingly classify an employee as an independent contractor in order to avoid affimative action recruitment
efforts, immigration restrictions, and/or payment of statutory taxes, fees, insurance premiums, fringe benefit/overhead
charges, or to circumvent compliance with any other applicable or statutory employment regulation

Generally speaking, i you can answer "YES' to the questions below, the worker is an EMPLOYEE and use
of the Honoarum Form would not be appropriate.
The Human Resources Office should be contacted for further information.

YES N0 [Questions
a [m) 1. Does the employer (not the worker) control the means and method of how work is done?
O | 2. 15 the worker engaged in an activity that is in the regular business of the employer?
O O 3. 15 the worker paid by unit of time (ie. hour, week, or month)?
O o 4. Ave oral or witten reports (ie. status reports, timesheet) required from the worker?
[m) a 5. Is work performed on the employer's premises?
a a 6. Are supplies, materials and equipment fumished by the employer?
o [m} 7. Does the worker provide the senices on a regular, ongoing basis?
o o 5. Does the employer provide detailed work instructions or procedures to the worker?
S =] 9. Does the employer have the right to terminate or fire the worker at will?
[m]

[10_1Is the worker protected from significant risk or potential loss while performing the service?

‘Generally speaking,  you can answer "YES' o the questions below, the worker is an INDIVIDUAL, and the use of

the Honoariaum Form may be appropriate:
YES NO___[Questions
o o 1. Does the worker have a Federal Employer Identification Number?
o o 2. Does the worker hold his/her senvices out to the general public?
3. Does the worker advertise his/her senices?
= = 4. s the work activity in question customarily performed by non-employees?
o o
o o 5. Does the worker own or rent office space away from home?
o o 5. Does the worker have multiple sources of income from the actity in question?
o o 7. s the workers enterprise of sufficient substance that it could be sold?
o o 5. s the worker allowed to delegate or assign work to others?
o o 9. 1 the worker paid a specific sum at the conclusion of the project?
= = 10 Does the worker perform a "high-skill” activity i.e. doctor, lawyer, accountant, engineer, architect,

psychologist. licensed nurse. etc )2





