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IC Review, 
All Suppliers (Existing and New)

Start

Identify need for 
IC and 

communicate 
with the HRP and/

or SBO 

 Discuss 
recommended 
employee type 
with Manager/

Department 
Requisitioner 

Negotiate with the IC to 
determine the full 

project scope, timelines, 
deliverables and cost for 

the services rendered. 

Agree with the 
scope, timelines, 
deliverables and 
cost for services

Log on to Lincware 
system and input the 

basic initial information 
about the engagement

Provide the 
information about 
their business and 

answer all 
associated 
questions. 

Input information 
about items 

including, but not 
limited to, 
exertion of 

control.

Receive IC 
Application

If the IC meets the 
university’s insurance 
requirements, TA will 

approve directly based on 
matrix or send the 

application  to the Risk 
Management Department 
for further review and cc: 
the Application Initiator & 

HRP 

Automated email sent to 
the Application Initiator 
and HRP stating that the 

application has been 
approved and that they 

can proceed with the 
Workday process with 

Procurement 

Decision

Submit a request 
for a new supplier 

in Jaggaer 
Marketplace

Complete the New 
Supplier Application 

for review and 
approval 

Submit the IC 
requisition into 
Workday with 

necessary 
documentation 

(Complete HR/TA 
Approval Packet) 

Review the 
submitted 

requisition and 
documentation 

Manage any 
negotiation of 

Ts&Cs and routing 
of signatures for 
IC Agreement/

Contract 

Approve the 
requisition, PO, 

and issue the PO

Periodically check 
Workday for PO 

issuance (Workday 
system does not 

issue notification of 
PO issuance). Once 

PO issuance is 
verified, work is 

clear to commence.

End

Ask clarifying 
questions to the 

Application 
Initiator and HRP

Ask for additional 
insurances for the 
IC to obtain and 
show proof of. 

Will the IC be performing 
services domestically or 

internationally?

Vendor Registration
(Parallel Process)

HR/TA Process Stops, SGI 
is EngagedInternationally

Domestically

New Supplier

Existing Supplier

Review the 
submitted supplier 

application with HR/
TA Approval (both 

processes must 
meet as shown for 

approval) 

Provide 
Procurement HR/

TA Vendor 
Approval

Insurance(s) 
waived

ApproveApprove

Is the supplier an existing 
or new USC Workday PO 

Supplier?

New Supplier

New Supplier

    New Supplier

    New Supplier

All Suppliers

All Suppliers

Existing Supplier

Decision

Review IC eligibility 
criteria 

Decline Approve

Approve in 
Lincware

Insurance(s) 
not waived

Automated email sent to 
the Application Initiator 
and HRP stating that the 

application has been 
declined and that they 
must seek alternative 
mode of engagement 

Decline in 
Lincware

Automated email sent to 
the Application Initiator 
and HRP stating that the 

application has been 
declined and that they 
must seek alternative 
mode of engagement 


	Independent Contractor – Process Flow – Domestic (10-12-2021).vsdx
	Page-1


