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Flow Diagram

Hiring Manager 
selects individual, 
negotiates fees

Hiring Manager forward documents to Procurement 
Less Than $25K - ica@ieee.org

$25K and over - Contract Database
Required Documents:

completed W8/W9 form 
proofs 
completed ICA & SOW signed by worker, 
completed IRS Questionnaire,
Oracle requisition (required for less than $25K)

Was proof 
of IC status and tax form  

obtained within necessary 
time frame? *

Hiring Manager 
obtains updated 

proofs and/or 
W8/W9 form 

Yes

No

Hiring Manager 
completes the 

ICA and obtains 
signature from 

individual

Hiring Manager 
completes the 

IRS 
Questionnaire

Are all IC 
requirements 

met?

No

Yes

Procurement will 
process PO, sign 
ICA and mail both 

to the IC.

All documents 
will be filed with 

procurement

* - For US individual proofs must be submitted every 5 years. 
- For non-US individual proofs and W8 form must be submitted annually 
- Proof dates are available on Proof Log located on the Procurement Web Page
- W8 entry verification date is available in Oracle Supplier database
- Oracle Supplier information must be confirmed by the Hiring Manager before forwarding documents to procurement

Documents will be 
forwarded to HR and 

they will start process to 
establish individual as 

an employee
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