
New Vendor or 
Existing Vendor?New Vendor Existing Vendor

Is new vendor a 
current employee?

YES. New vendor is a 
current employee

NO. New Vendor is 
not a current 
employee

Product or 
Service?

Product Service

Determine 
contact type & 
obtain insurance 

if necessary

Complete Contract 
& Obtain Authorized 

Signature(s)

Process Payment

Complete ICDC. 
Send ICDC & W‐9 to 

Purchasing

Purchasing verifies 
IC or employee 
determination

Complete PAF, 
submit through HR

New vendor has 
employee 

determination

New vendor has 
independent 
contractor 

determination

8 Steps to the Purchase of Products or Services
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If applicable, have 
vendor complete 
conflict of interest 
questionnaire
4

6

7
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