INSTRUCTIONS FOR COMPLETING A REQUEST FOR A CONSULTANT

Requestor must submit the following with the Purchase Request

1. Consultant Request Form

2. Copy of Proposed Consultant’s Curriculum Vitae

3. Independent Contractor vs. Employee Questionnaire

4. Copy of Foreign National Information Form, if applicable

5. Form W-9 or Form W-8BEN (if Foreign National)

Agreements will not be issued until a complete Consultant Package is received and a determination is made that the applicant qualifies as an independent contractor in accordance with IRS regulations.

Many consultants operate incorporated or unincorporated companies to provide their services to the public.  It is preferable to contract with these companies rather than with the consultants personally, to the extent that security and other concerns can be adequately accommodated.  When requesting an agreement with a company, please provide the full company name and the name and resume of each employee who will be working on the contract, if known.

Indicate the Scope of Work on the Consultant Request Form as it should appear in the agreement.  A complete statement of work that describes the activities performed is required before an agreement can be issued.

A detailed justification of the consultant fee rate is required.

The Consultant shall not commence work prior to completion of the procurement process, including Contracting Officer’s Authorization and issuance of the SAIC-countersigned Consulting Agreement to the Consultant.

The Purchasing Department will notify the Requestor that the finalized Agreement has been sent to the Consultant, the Purchase Order number, and that work may begin.  

The Requestor is responsible for submitting the Report of Visitor Form if the Consultant will be onsite.  

The Consultant will submit detailed invoices with supporting documentation (airline ticket, mileage, etc) to the Purchasing Department.

The Purchasing Department will review the invoices and obtain verification and approval of the invoice by the Requestor with regard to 1) time expended, 2) nature of the work and 3) receipt of the deliverables (work product, report, minutes, etc.)

The Requestor shall legibly sign their name and state the following on the invoice:  

This invoice has been reviewed for time expended, nature of the work and receipt of the deliverables and is approved for payment.

The invoice is forwarded to Accounts Payable, 92 Thomas Johnson Drive, for payment.

