
ERSO Internal process for hiring and paying Independent Contractors (updated 2-2018)
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Reviews info. & 
determines if IC is 

appropriate.

Assigns cart to ED. 
ED reviews case and 
designates approval 
via BB comments. 

Submits cart. 

Buyer reviews request, 
creates purchasing 

agreement and creates 
PO. System generated 
email notifies requestor 

when PO is issued.

Section I:
Setting up the 
Independent 
Contractor

IC performs work 
and submits 

invoice to UCB 
Accounts Payable.

Accounts Payable 
creates voucher 

and performs 
withholding review.

Approves voucher

Secures written 
authorization from 

PI/Dept. that 
deliverables were 

met and authorizes 
payment. 

*Documents:
1. Pre-Hire worksheet
2. Statement of Work

3. Selection Justification
4. Certificate of Insurance

5. Resume/CV of contractor
6. Conflict of Interest Form

Reviews purchasing 
agreement and signs

Section II:
Paying the 

Independent 
Contractor

Submits all necessary 
Documents through the 

intranet or BearBuy.

Assigns Bear Buy cart 
to HR Generalist for 

review.

Accounts Payable 
issues payment to 

IC.
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