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NOTE:

Do not use this form for a guest lecturer or speaker.  Instead, use the Guest Lecturer/Speaker form.

Do not use this form for someone who is not a resident of Canada.  Instead, send the service provider a Letter of Offer prior to the engagement, and initiate payment by submitting a Travel Claim form to Travel Services.  The form to apply for a waiver of the non-resident withholding tax is available on the Travel Services web site http://www.umanitoba.ca/admin/financial_services/travel/revcanwaiver.pdf.  Allow at least one week for processing the waiver.
Submit a hard copy of this form to Human Resources (309 Administration Building) for a payment that meets the following criteria:

· The payment is for one of the following:

· Fee for a deliverable (for example, analysis of research results, translation of document) where you are reasonably certain that the work does not meet the four tests of employment
(For guidelines on the four tests of employment, click the link 
Employee/Independent Contractor Guidelines
· Fee for a one-day service where the University does not control the content or method of the work (for example, artistic performance, music adjudication) and the service is not the kind of work normally performed in other bargaining units or compensation groups at the University (examples of types of services that cannot be paid using this form: exam invigilation, stuffing envelopes, delivering materials, or registering conference participants)

· Honorarium (for example, nominal payment to a volunteer research participant)
· Prize Award:  The criteria for awarding the prize or award must be such that a recipient is rewarded for success in an area in which the recipient regularly applies effort.  An amount qualifies as a prize or award if it is paid in recognition of genuine accomplishment in a challenging area, whether it be of an academic, vocational, or technical nature.  No services can be rendered for the award.  Prizes and awards can be made to either faculty members or students.  When given to a faculty member or employee, the award must not relate to employment-related achievements such as awards for long service, innovation, excellence, or suggestions.   Awards to students must be handled through Enrolment Services.   

· The total sum payable is $500.00 or less
· The amount is payable to an individual, not a company. If the payment is for more than one individual, you must submit one form for each individual due to tax implications.
· Payment is based upon the completion of the work specified

· The person engaged to perform this work is a resident of Canada

If available, submit an invoice with this form.  For any travel expenses associated with this service, attach a Travel Claim form.
If the engagement is one of the types specified above but the total sum payable is over $500 consult HR Client Support  (phone number at end of form)  to determine whether the engagement constitutes employment (in which case you need to submit an appointment form to Human Resources) or an Independent Contractor relationship or purchasing relationship (in which case you need to submit a Contract Authorization Request (CAR) form or Purchase Requisition, invoice, and any required legal documents to Purchasing).
                     Questions?  Click link for Contact: http://umanitoba.ca/admin/human_resources/services/hris/media/Data_Control_Contact_List.pdf
	1. Personal Information

	Note:
Enter the legal name (as given on the Social Insurance card) in the Surname, First Name, and Middle Name(s) fields.  If the name normally used is not the legal first name, also enter Name Normally Used.

	Salutation:
	 FORMCHECKBOX 
 Mr.
	 FORMCHECKBOX 
 Mrs.
	 FORMCHECKBOX 
 Ms
	 FORMCHECKBOX 
 Miss
	 FORMCHECKBOX 
 Dr.
	 FORMCHECKBOX 
 other (specify):
	     

	SURNAME:
	     
	U of M Employee No: 
	     

	First Name:
	     
	(if available)
	

	Middle Name:
	     
	  Sin:
	     

	Name Normally Used:
	     
	   (Attach photocopy if SIN begins with 9)

	2. Deliverable/Services Details 

	Position Number (if known):
	     
	Faculty or Unit:
	     

	Department:
	     
	Section (if applic.):
	     

	Start date for work or service:
	     
	GL Account:
	     

	Date work completed/service provided:
	     
	AURORA

F

     
O

     
P

     
   
%

AURORA

F

     
O

     
P

     
   
%



	Total amount payable:
	     
	

	If deliverable or service provided: Approximate number of hours to complete work:
	     
	

	Province in which deliverable/service(s) provided: 
	     
	

	Description of deliverable/service(s) provided, or reason for honorarium:

	     

	     

	Activities this engagement supports (for example, teaching, research, administration, fund-raising, etc.):

	     

	I certify that the information provided on this form is correct and that the work described above has been completed satisfactorily.



	Signing authority on the account:
	
	Date:
	


	Note:
The following information is required to determine whether the deliverable/service constitutes employment.  In the case of research honoraria or aboriginal gifting, you do not need to answer these questions.
Has the University:

	a)
Provided training, supervision, or instruction on how to complete this engagement?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	b)
Provided the necessary supplies (e.g., office space, stationery, business forms, telephone, secretarial support), tools, and equipment to complete this deliverable/service?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	c)
Set priorities for time and effort, and set the hours of work?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


	3.
Additional Information 

	Note:
If the individual is not an employee of the University, payment will be made by cheque. (If the individual is currently an employee of the 
University, payment will be made by direct deposit.)

	Date of Birth (optional):
	     
	(used to ensure correct identification for income tax purposes)

	
	(yyyy/Mth/dd)
	

	Home Address: The home address is required by Canada Revenue Agency.

	Number and Street:
	     
	Apt:
	     

	City and Province:
	     
	Postal Code:
	     

	Country:
	     
	
	

	Phone Number:
	     
	
	


	Note:
The following information is required to determine whether the deliverable/service constitutes employment.  In the case of research honoraria or of aboriginal gifting, you do not need to answer these questions.

	a)
Do you pay for office, research, or rehearsal space outside your home?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	b)
During the past twelve months have you provided services similar to those being provided to the University for other customers as an independent contractor?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	If yes, please list types and numbers of clients:
	     
	

	
	     
	

	
	     
	

	
	     
	

	c)
Do you have a business license or professional designation?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	If yes, please specify:
	     
	

	d)
Do you advertise your services to the public?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	If yes, please describe how:
	     
	


NOTE:

If you are collecting the above information from the employee verbally, you must read the following FIPPA statement aloud to the employee:

	FIPPA Statement

	This personal information is being collected under the authority of the University of Manitoba Act and will be used to maintain a record of personnel paid through the University Human Resources Information System and other systems, to make reimbursement, and to issue income tax receipts to those personnel.  It is protected by the Protection of Privacy provisions of the Freedom of Information and Protection of Privacy Act.  If you have any questions about the collection, contact the FIPPA Coordinator’s Office (204) 474-8339, c/o Archives and Special Collections, 331 Dafoe Library, University of Manitoba, R3T 2N2.

	
	
	
	
	
	
	

	This form prepared by:
	Name:
	     
	Phone:
	     
	Date:
	     

	Additional comments:
	     


	Attachments:
	 FORMCHECKBOX 
 Invoice
	 FORMCHECKBOX 
 Photocopy of SIN
	 FORMCHECKBOX 
 Other (specify)
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