
 

 
 

PROCUREMENT GUIDELINES 

 
When you are contracting an outside vendor, you will need to have certain documents in place 
before the vendor can begin the work. 

 
 

Employee versus Independent Contractor 
Correctly identifying and making payments to Independent Contractors 

Important: please start this process PRIOR to the contractor beginning the work! 

If you’re planning to hire an Independent Contractor (IC), please ask him/her these questions: 
 
 

1) Have you EVER been a Duke employee? If yes, there is an excellent chance he/she will 
have to be put back on Duke Payroll for their work with you. 

2) If no: do you have a Duke Vendor # (meaning you have been hired as a contractor for 
another department at Duke)? 

3) Do you have the insurance that Duke requires of independent contractors (see below)? 
If not, we’ll have to ask Corporate Risk for an exception to waive the insurance 
requirement. 

Insurance Contractor will procure and maintain the following insurance: 

• Commercial General Liability - $1 million each occurrence/$2 million 
aggregate Automobile Liability - $1 million each occurrence 

• Workers’ Compensation – Statutory Limits 
• Employers’ Liability - $1 million each accident 
• Professional Liability - $1 million per claim 

The foregoing coverage and limits are to be considered as minimum requirements and in 
no way limits liability or Contractor. Duke University and Duke University Health System 
must be named as Additional Insured with respect to General Liability coverage insofar 
as it pertains to the work done or service provided. Contractor’s policy must be Primary as 
to any other valid and collectible insurance, but only as to acts of the named insured. 



 

 
 

 

A certificate of insurance with the coverage as cited above must be submitted to Duke 
Purchasing before work begins by the Contractor for Duke. 

 

The following is the required paperwork for hiring an Independent Contractor on 
restricted grant or contract (WBS element) earning over $10,000 – this paperwork is to be 
completed by Principal Investigator or hiring manager in conjunction with contractor. The 
paperwork should be given to a staff assistant to process in Buy@Duke once all documents 
are completed. All of these forms, and instructions for completing, can be found at: 
https://finance.duke.edu/procurement/forms/index.php#terms 

 
 

1) Research Support Services Agreement (RSSA) – signed by contractor 
https://finance.duke.edu/resources/forms_sec/RSSA.pdf 

2) RSSA Rider A: Scope of Services, Deliverables & Payment Schedule – completed by PI 
(required above $100,000) 
https://finance.duke.edu/procurement/forms/index.php#ridera 

3) Independent Contractor Checklist (ICC) – completed by PI and signed by PI and 
contractor https://finance.duke.edu/resources/forms_sec/miscicc.pdf 

4) The Sole Source Justification/Price Quote Selection Form should be utilized when an 
explanation is necessary as to the unique nature of the purchase of a good or service 
from a vendor on sponsored funds. This is for a PO above $10,000 and less than 
$250,000. 

https://finance.duke.edu/resources/forms_sec/SoleSourceJustification.pdf 
https://finance.duke.edu/accounting/gap/m200-101.php 

5) The PI or hiring manager needs to complete the Outside Services Agreement Insurance 
Exception Request Form and request a waiver if the IC does not have insurance 
required by Duke. Request is emailed to Corporate Risk Management. 

https://finance.duke.edu/resources/forms_sec/OSA_Exeption.pdf 

6) All new vendors need to complete the Vendor Paperwork: 
https://finance.duke.edu/procurement/documents/VendorRegPkg.pdf 
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7) If an Independent Contractor is earning less than $10,000 on the PO, you will need a 
Scope of Work/Term Sheet as opposed to a complete RSSA packet. 

Scope of Work and Term Sheet 
The Term Sheet for Purchased Services should be utilized when purchasing services on 
sponsored and non-sponsored funds which cost between $2,500 to $10,000. This form is an 
easy to complete fillable PDF that documents the high-level details of the Scope of Work, 
Invoicing Method, and Period of Performance with the given vendor. This is a document 
internal to Duke University and should not be sent to an outside organization or vendor. 
https://finance.duke.edu/resources/forms_sec/TermSheet.pdf 

 
 

One-time vendor use for services less than $2,500: 

Any vendor that will be earning less than $2,500 for their work (services, not goods) may be 
processed as an AP check request. Your staff assistant will still need the ICC form, a W-9 from 
vendor, and an invoice. 

 

Setting Up an Independent Contractor in Buy@Duke 
 

Once all of the signed paperwork is ready, the staff assistant will enter the request to hire 
the individual as an Independent Contractor in Buy@Duke. The shopping cart will route to 
the appropriate people for approval. 

The staff assistant will let the PI or hiring manager, and the independent contractor, know 
what the Purchase Order (PO) # is. 

If the PI or hiring manager wants to add additional funds to or extend the time frame of a 
current PO, the following are needed: 

 
1) Email from PI to staff assistant to request additional funds/extended date to amend 

current PO. Staff assistant will then contact Procurement to create the amendment. 

2) Staff assistant sends amendment to contractor for signature, then signed amendment 
gets forwarded by staff assistant to Office of Sponsored Programs for approval. 
https://finance.duke.edu/research/forms-resources/offices.php 

https://finance.duke.edu/resources/forms_sec/TermSheet.pdf
https://finance.duke.edu/research/forms-resources/offices.php


 

 
 

 

ORS approval and signed amendment are then forwarded by staff assistant to 
Procurement for final approval, where changes to PO are made. 

 
 

Paying Independent Contractors 
 

Duke pays net 30 days which means the check is mailed to the vendor 30 days from the 
date listed on the invoice. It’s very important that the IC include the Purchase Order # 
on all invoices. 

Directions for submitting invoices to Accounts Payable are below: 
 

• The best practice for invoice submission is directly from the vendor 
(Independent Contractor). 

• Vendors must send all invoices to this email address 
Vendorinvoice@duke.edu. 

• All emails sent must have an attachment. 

• All invoice images must be submitted in PDF format. 

• Each invoice should be submitted in a separate PDF. 

• Additional attachments not in PDF format will cause the entire email to fail. 

• Include all pages of the invoice (i.e. all 5 pages of a 5 page invoice). 

• Only invoices should be submitted for payment. Quotes, packing slips, 
statements, order acknowledgements, pro-forma invoices, estimates etc. are 
not used to process payments through Corporate Accounts Payable. 

• Scanned images must be legible (best if scanned grayscale). 

• Encrypted or password protected PDF attachments should not be submitted. 
Please make sure these features are disabled before sending. These 
documents will cause the email to fail. 

• Imbedded web link documents cannot be submitted. These emails will also 
fail the upload process. 

mailto:Vendorinvoice@duke.edu
mailto:Vendorinvoice@duke.edu


 

 
 

 

• This is an automated process so it cannot retrieve vendor invoices from 
websites. 

• Imbedded e-mail with a pdf attachment will also fail. 

• Ensure all invoices include a valid 10-digit Duke purchase order number. 

All other inquiries, including requests for vendor statements, questions, concerns, notifications, 
etc. should be submitted to the Corporate Accounts Payable Customer Service e-mail address: 
accountspayable@duke.edu. 

 
 

Helpful websites: 
 

GAP 200.136, Accounts Payable Check Request 
 

https://finance.duke.edu/accounting/gap/m200-136 
 

Duke University/Duke University Health System Employee vs. Independent Contractor 
Determination Matrix 
http://finance.duke.edu/procurement/procure/ap/policies/eicmatrix.php 

 

GAP 200.128, Guidance on the Independent Contractor Checklist (ICC) 
http://finance.duke.edu/accounting/gap/m200-128.php 

For personal services, an ICC form is required for every check request submission. The only 
exception would be for honorariums and guest speakers. For additional information, refer 
to GAPs 200.128 and 200.129. 

 
GAP 200.134, All Other Payments to Individuals for Services 
http://finance.duke.edu/accounting/gap/m200-134.php 

 
   Independent Contractor and Vendor Insurance Requirements 
   http://finance.duke.edu/insurance/outside/independent.php 
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