 Payment Type         Employment Status                              Required Forms                         Add’l  Required                          Approved Through                              Processed by


Paperwork































Wages,


Salary, or


Extra Comp





Stipend or One-time Payment: must be �pre-approved by HR   








�Honorarium must be �pre-approved by HR            





Independent Contractor��(if or when an individual is using SS# in lieu of Tax ID#)








Existing Employee





Not an Employee








Existing Employee





Existing Employee





Existing Employee





Not an Employee





Not an Employee











Not an Employee








Comp/Status Change Form





Recruitment Required?








Comp/Status Change Form





Comp/Status Change Form














Honorarium Payment Request











Independent Contractor� Payment Request





None





New Hire Packet








None





New Hire Packet














Payroll











Payroll











Supporting Documentation��(See form for instructions) 





�Supporting Documentation��(See form for instructions) 


 











Accounts Payable





VP





HR





VP





HR





Budget/Grants Adm.





VP








Budget/Grants Adm.





Budget/Grants Adm.





Budget/Grants Adm.











VP





Budget/Grants Adm.





VP





VP





HR





VP





Budget/Grants Adm.





HR








HR





HR











Budget/Grants Adm.





HR











VP





Budget/Grants Adm.





HR

















Accounts Payable

















No:  Comp/Status Change Req. �Yes: Recruit Req. & Hiring Report 








Existing Employee: Currently on the Longwood Payroll
Not an Employee: Not previously employed by Longwood or break in service of more than 30 days
Revised 10//27/2008

