
Hiring administrator and 
vendor prepare and sign 

contract

Submit checklist and contract 
to PSU Contracts with funding 

information. 

Is vendor 
in 

system?

Is ICA 
checklist 
required?

Is 
insurance 
required?

Submit PSU 
substitute W-9 

to PSU 
Procurement

Submit insurance 
certificate to PSU 

Procurement.

Submit contract to PSU 
Contracts with funding 

information.

Part 1 – Campus Partner Responsibilities

Individual must be 
hired as a PSU 

employee thru HR.

Approved 
as 

contractor?

Contract will be 
processed by PSU 

Contracts.

No Yes No

No Yes

YesNo

FSC manager receives 
contract and reviews to 

ensure funding is 
available and operational 
elements are addressed.

Is 
contract 

a PSU 
form?

Submit contract to PSU 
Procurement for review 

(minimum four week 
turnaround; may require 

review by USNH).

Obtain appropriate 
signature from 

authorized PSU signers 
based on type, cost, and 

length of contract.

Provide fully signed 
document to PSU 
Procurement for 

numbering.

Send fully signed and 
numbered contract to 
FSC for purchase order 

and/or payment and 
copy submitting dept.

Part 2 – PSU Contracts Responsibilities

Yes

No

Yes


	Slide Number 1

