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 Contractor 
services must be described in detail, including description of duties, where the event will take place, number of event(s), and length of 
time of event(s). Attach additional pages as needed.

 
*  25
**   25

s:
Department Designee

   Directors,  
 Executive Staff or Designee

***President or EC (or appointee)
∞   Two of President +/or EC* See policy

 You will be 
invited (by email) to register in the Xavier 
University Workday Supplier Portal.  Please use the 
"Create Settlement Banking" tool for providing 
your banking information.

 

Ledger Account Other Worktags

Cost Center (Name + Code)

*** $100,000- 500,000
∞ $500,000 and above



INDEPENDENT CONTRACTOR POLICY 
The University recognizes the need to periodically use the services of independent contractors. A Contractor provides 
specific services, not available through existing employees, for a finite amount of time. Contractors are defined as 
individuals providing services to the University on their own behalf as self-employed in a capacity unrelated to their 
affiliate employer. Contracted amounts are the basis for payments and may or may not include provisions for room, 
board, travel and/or other expenses. In those cases where contractual conditions and amounts are specified, invoices are 
not required. It is understood that a Contractor does not work routinely on campus and provides his or her own material. 
The Contractor is responsible for hiring, supervising and paying assistants and may work for more than one company at 
one time. The Contractor is paid a lump sum when services have been completed. The Contractor will be considered 
self-employed, and no income, FICA, FUTA or other payroll taxes will be withheld from the fees paid, unless backup 
withholding is required per IRS regulations. The Contractor will be responsible for all such taxes and financial 
responsibilities. 

UNIVERSITY PROCEDURES 
University personnel wishing to hire an Independent Contractor must complete this Independent Contractor Agreement. 
For acceptance of this agreement, the form must be signed by the Contractor of choice, department head and area vice 
president. They must be entered as a vendor into the XavierBuy e-Procurement system. A requisition must be created for 
a purchase order to be issued in XavierBuy with this document attached. Once the requisition is approved, the vendor 
will receive an emailed purchase order. This purchase order will have an assigned number and this number must appear 
on all correspondence.

Upon completion of the approved contracted service, the vendor must submit an invoice via email to 
invoices@xavier.edu. This email must have only one invoice contained within it at a time and the purchase order number 
must be in the subject line. In addition, the invoice must contain this purchase order number, and should include a unique 
invoice number.  Once processed, the authorized buyer will approve payment in XavierBuy in the form of entering a 
receipt. Payment will be made to the vendor within 30 days unless otherwise specified. 
It should be understood that this arrangement is for a finite time period and should not be used in place of full- or part-
time employees. This form is not valid for use with anyone deemed to be a University employee.

LEGAL CAPACITY OF PARTIES
In performing services under this agreement, the Contractor shall be deemed an independent contractor and shall not act 
as nor be an agentor employee of the University.As an independent contractor, the Contractor will be solely responsible 
for determining the means and methods for performing the professional and/or technical services described in this 
agreement, and shall have complete charge and responsibility for persons employed by the Contractor engaged in the 
performance of the specified work. All of the Contractor's activities will be at its own risk, and the Contractor is hereby 
given notice of his or her responsibility for arrangements to guard against physical, financial and other risks as 
appropriate. The Contractor shall observe and abide by all applicable laws and regulations, including, but not limited to, 
those of the University relative to conduct on its premises.

RIGHTS TO CANCELLATION
Either the University or Contractor may terminate performance under this agreement, with reasonable notice, by 
notifying the other party, in writing, in advance of the effective date of termination specified in such notice.

RESPONSIBILITY OF PARTIES
Contractor shall at all times keep the University free and clear from all claims, liens and encumbrances asserted by any 
person or other entity for any reason whatsoever arising from the furnishing of services under this agreement. Contractor 
agrees to indemnify and hold harmless the University and its officers and employees from any claim, damage, liability, 
injury, expense or loss, including defense costs and attorney's fees, arising out of the Contractor's performance under 
this agreement or as a consequence of the existence of this agreement, except for injury or damage caused by the sole 
negligence of the University.Accordingly, the University shall promptly notify the Contractor, in writing, of any claim 
or action brought against the University in connection with this agreement.

AVAILABILITY OF FUNDS
Obligations of the University under this agreement are subject to the availability of funds.

OTHER CONDITIONS
In cases where the agreement for services described in the instructions are contracted with an organization, as opposed to 
an individual, e.g., XYZ Consulting and Associates, an invoice will be required and must be directed to 
invoices@Xavier.edu.

Xavier University is an academic community committed to equal opportunity for all persons regardless of age, sex, race 
religion, handicap or national origin. 
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