Define services to be performed

Complete a
Contract for Professional
Services or issue a Limited
Purchase Order (LPO)
www.maricopa.edu/legal/blc

Are the services to be
performed by a corporation or
other business entity with a federal
tax ID number?

Per Peoplesoft,

past 12 months?

No

A

Complete a
Contract for
Professional Services
or issue a Limited
Purchase Order
(LPO)
www.maricopa.edu/
legal/blc

is the individual an MCCCD
employee or have they been
employed by MCCCD in the

No

Are the services within the
current job description and/or
hours of accountability?

Is the individual performing

Services as an MCCCD employee? ves

No

STOP
Must perform as
part of current job.

Should person perform services
as an Independent Contractor or an Employee?
Review IRS Contractor criteria to make decision at:
www.maricopa.edu/legal/blc/psvss.htm

If you still have questions, call Ken Meek
at 480-731-8945 for assistance.

As
As
Independent Employee
Contractor A
Complete the
appropriate
employment
i paperwork.
¢ Yes ¢ Contact campus
Fiscal Office or
Former Current District Office
Employee Employee Compensation
Department for
assistance.
A

Employee completes the
Disclosure of Substantial
Interest process.
www.maricopa.edu/

Do the services

relate to the same matters CEEEInE
the person was involved with as an
employee and did the employee v

have decision making authority

for those matters? Competitive Bidding Process

takes place.
www.maricopa.edu/purchasing/
pmanual/pmindex.html

Yes

If awarded bid, complete

STOP . Contract for Professional
Cannot provide services as Services or issue a Limited

a contractor for 12 months Purchase Order (LPO).
after termination. www.maricopa.edu/legal/blc

* Conflict of Interest laws still apply if an employee owns or is employed by the corporation or other business entity.



