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II.

Introduction:

The process and procedures concerning Personal Service Agreements can be complex,
and at times, cumbersome. Many variables can change the path of a Personal Service
Agreement. As a result of these changing variables, the Personal Service Agreement
may require additional reviews and approvals. Therefore, sufficient lead time can be a
critical factor. Since the Personal Service Agreement process seems to be cloaked in
mystery, this handbook has been developed to help break the spell and hopefully ease
the anxiety one may encounter when having to “do a PSA”.

A. Purpose
The purpose of this manual is to assist the CSU administrative and academic

departments with the procedures and guidelines necessary for the successful
acquisition of desired personal services.

B. Assistance
If you have any questions concerning this process, or need assistance in completing
any of the forms, please contact the Office of Finance and Administration or Fiscal
Affairs.

The Personal Service Agreement (PSA)

The Personal Service Agreement (PSA) (Form CO-802A, Exhibit A) is used for the
commitment of funds concerning all non-employment contracts for personal services
that are over $3,000 and are not issued on a Purchase Order (See Section VI. The
Honorarium for contracting services that are less than $3,000). Personal services
include assistance performed by individuals, partnerships or corporations of a
professional or technical nature. It is important to note that this section is not intended
to define employer/ employee relationships.

PSA’s are not to be used in place of hiring regular full time, part time or temporary
employees. PSA’s will not be authorized for work that has been recognized as
belonging to one of the collective bargaining units within the System.

Please note: The Personal Service Agreement is not the appropriate method to use for
the hiring of temporary staffing services. Such services include
temporary or emergency assistance—typically in an effort to provide aid
to a department until a vacancy is filled. If your department requires any
temporary or emergency services, please contact the Personnel
Department for information and assistance.

In addition, the PSA is also not the appropriate method for the hiring of
an individual(s) to teach a class(es). The Adjunct Faculty process is the
appropriate method for hiring part-time teaching services. Adjunct
faculty assistance is available through the Vice President of Academic
Affairs for each campus.
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The Attorney General’s Office reviews and approves all PSA’s in excess of $3,000
cumulative over any rolling twelve-month period. The twelve-month period is not
restricted to fiscal year; the twelve-month period begins at the initiation of service and
ends twelve months from that date. The Attorney General’s Office has stated that
Personal Service Agreements must be approved before any services are performed. It is
extremely important for the requesting department to plan ahead and allow adequate
time for the PSA approval process.

The policies and procedures outlined within this document apply to institutional funds

(those funds obtained from general fund allocation, tuition, fees, or other revenue) as
well as local funds (e.g. student activity & welfare funds).

The Direct Pay Voucher (Services not to exceed $3000)

The Direct Pay Voucher form is used in lieu of a Personal Services Agreement when
the following conditions are met:

A. The total cost does not exceed $3000 (including expenses).

B.  The total value of all contracts with this vendor in any 12 month period does
not exceed $3000 (including expenses).

C. The purpose of the contract is for services only (i.e., independent contractors as

defined by state and federal law, consultants, speakers, or performers).
The contract period is less than one year.
The contract does not qualify as an employer/employee relationship as defined
by state and federal law or does not involve teaching a credit bearing class
(Adjunct Faculty Rules)
F.  The following services cannot be paid by the Direct Pay Voucher:

Payments to State employees

Contracts for temporary office help

mo

The following special rules apply to the completion of the Direct Pay Voucher:

1. All expenses for which reimbursement has been requested must be itemized,
and any individual expense over $25.00 must be supported with receipts.

2. If payment is required on a special day or immediately after an event, this
information must be written in red on the top of the form. Ten business days
lead-time is required for Accounts Payable to insure that the check can be ready
when requested. (NOTE: It is the responsibility of the requesting department to
notify Accounts Payable if the scheduled contract is not completed, and return
the check if necessary.)

3. When using the disbursement form, the project director is responsible for
ensuring compliance with State and Federal laws as well as applicable policies.
Particular attention should be paid to the appropriate use of independent
contractors. To assist with this, project directors should us the Independent or
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I11.

Employee/Employer determination questionnaire.

When appropriate, the Direct Pay Voucher should be prepared in accordance with this
procedure. The Voucher Form should be approved by the authorized budget authority
and/or department head and forwarded to Accounts Payable for payment.

Procedures, Rules and Regulations

A. The PSA process

Whenever possible, all services that are not unique to an individual, partnership, or
corporation should be competitively bid or proposals (Request for Proposal - RFP)
sought. Competitive bidding is required for any service in excess of $10,000 in
accordance with C.G.S. 10a-151b. Please refer to Section III. Procedures, Rules
and Regulations, B. The Bid Process for further information regarding competitive

bidding for personal services.

1.

PSA’s of $3,000 or less must be approved and signed by the contractor, as well
as approved and signed by the appropriate agency signature (refer to Section_II1.
Procedures, Rules and Regulations, E. Signatures of Approval for more
information) and forwarded to the Finance and Administration (or Fiscal
Affairs) Department of each University or the System Office (as appropriate) at
least (7) seven business days prior to the actual contract starting date.

PSA’s exceeding $3,000 must be approved and signed by the contractor, as well
as approved and signed by the appropriate agency signature (see Signatures of
Approval) and forwarded to the Finance and Administration (or Fiscal Affairs)
Department at least (21) twenty-one business days prior to the actual contract
starting date. The Finance and Administration (or Fiscal Affairs) Department
must forward all PSA’s over $3,000 to the Connecticut State University
Assistant Attorney General for review and approval prior to the start of the
contract. For an “average” contract, the Attorney General’s review and
approval is ordinarily a 15-business-day process. Complex PSA contracts,
and/or other complications such as adjusting contract language, additional
signatures, et.al., may take considerably longer.

Please note: 1t is in violation of State Policies and Procedures to split a contract
for the purpose of avoiding the above process. In addition, if a
PSA is submitted “after-the-fact”, the requesting department must

provide a written explanation of the delay for the State authorities.
Connecticut State University shall assume no liability for payment of services
until the contractor is notified that this agreement has been accepted by CSU
and, if applicable, the Attorney General.

B. The Bid Process

Whenever possible, all services that are not unique to one individual, partnership or
corporation should be competitively bid via sealed bid or request for proposal
(“RFP”). However, prior to hiring an outside contractor, the requesting department
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should consider the following alternatives:
e Use agency staff;
e Request resources from other state agencies;
e Seek non-compensated assistance from outside resources;
e Purchase services on a cooperative basis with other state agencies.

1. PSA’s with a cost of more than $10,000 but less than or equal to $50,000
and a term of one year or less are to be based on competitive sealed bidding
whenever possible.

2. PSA’s with a cost of more than $50,000 or a term of more than one year are
to be based on competitive sealed advertised bidding, and notice of such sealed
bid shall be posted on the Internet.

3. The following are non-competitive situations:

e Entertainers and topical speakers;

e Contractor is another government agency;

e Sole source (refer to Section II1l. Procedures, Rules and
Regulations, C. Sole Source for more information);
Specified by grantor as condition of grant acceptance;
The contractor has proprietary services/patent rights;

e A contractor has been specifically designated by the general statutes
or a public or special act;

e Emergency services including services needed for the protection of
life, safety or health (refer to Section I11. Procedures, Rules and
Regulations, D. Emergency Orders for more information).

Please note: Written justification must accompany the PSA whenever
competitive bidding is not available.

C. Sole Source Contracts
Occasionally, a desired service is only available from a single origin (e.g. the
developer). This situation is termed "SOLE SOURCE", and requires appropriate
justification for further processing. Should the determination for sole source be
insufficient, the Purchasing Department MUST BID generic specifications for the
desired service(s).

A decision for a sole-source transaction must be based on a thorough written
justification. If a sole source transaction is deemed necessary, a request must be
made in writing with appropriate justification to the Finance and Administration (or
Fiscal Affairs) Department (or other appropriate authority). Appropriate
justification for a sole source transaction shall be defined as follows:

Any such request must present evidence of extraordinary or unusual trade or
market conditions or contingencies that preclude the availability of qualified
alternative vendors. If such evidence shows that any other alternative solutions
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are present, the competitive bid process must be pursued.

The sole source situation normally applies to services having a value greater than
$10,000. However, at the discretion of the Finance and Administration (or Fiscal
Affairs) Department, services of lesser value listed as sole source by the Requester
may also require a justification.

Sole source justifications must accompany the Personal Service Agreement to the
Finance and Administration (or Fiscal Affairs) Department, or the PSA will be
returned. If the service is determined to be available from more than one source,
competitive bidding via sealed bids or Requests for Proposal will determine award.

Please note: Justifications concerning "best price" alone cannot be used as a
basis for a sole source request.

D. Emergency Transactions
An emergency is defined as a situation of extraordinary conditions or contingencies
that could not reasonably be foreseen and guarded against, and where the normal
operation of all or portions of the University would cease or be seriously impaired if
immediate action was not taken.

All emergency Personal Services Agreements must be sent (preferably hand-
carried) to the Finance and Administration (or Fiscal Affairs) Department. To avoid
any delays, the PSA must be properly prepared; including all appropriate
information, appropriate budget authority signatures, and a brief but appropriate
explanation of the nature of the emergency must be attached. Such explanation must
include a signed approval by the chief financial officer or by the Vice President for
Finance and (or) Administration. The PSA must indicate that it is an
“EMERGENCY?” at the bottom of the description field.

If the PSA is not only an emergency, but is also a sole source, proper written
justification concerning the sole source is also necessary. Should the value of the
emergency request exceed $10,000 and is not considered sole source, telephone
(verbal) quotations will need to be obtained. Whenever possible, even emergency
purchases should be based on at least (3) three competitive quotations.

Information concerning all emergency orders are submitted to the President’s
Office. The President’s Annual Report to the Board of Trustees must include a list
of all emergency orders that occurred during the previous report period.

E. Signatures of Approval
Agency approval of Personal Service Agreements is limited to the Chancellor,
Presidents, the Vice Presidents and Chief Officers. The University President may
designate in writing other staff members the authority to sign contracts of up to
$25,000. However, all PSA’s are managed through the Finance and Administration
(or Fiscal Affairs) Department for processing. Refer to CSU Board Resolution BR#
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01-80 (Exhibit I) which lists authorized signatories for CSU.

F. State Code of Ethics
The General Statutes of the State of Connecticut make provisions for preventing one
from using his/her public position or confidential information gained in State
service for personal financial benefit. In accordance with C.G.S. 1-84(i), a State
employee and his/her immediate family are prohibited from entering into contracts
with the State with a value of $100 or more unless the contract has been awarded
through an open and public process (bidding satisfies the requirement; compliance
could take the form of placing an advertisement on the web site). Personal Service
Agreements are considered one such type of contract.

State employees may not use Personal Service Agreements or Honorarium Requests
for the purpose of contracting with a relative (father, mother, son, daughter, brother,
sister, uncle, aunt, first cousin, nephew, niece, wife, husband, grandparent, father-
in-law, mother-in-law, sister-in-law, brother-in-law, stepfather, stepmother, stepson,
stepdaughter, stepbrother, stepsister, half brother, half sister or domestic partner).
Such action may be in violation of the State Code of Ethics and may be subject to
an investigation.

Personal Service Agreements may not be used to contract with any individual,
corporation or other business entity in which the requester may have a financial
interest.

IV. Completing a Personal Service Agreement (PSA)
To prevent error, PSA’s should be typed. The ensuing instructions refer to the
sample PSA (Form CO-802A, Exhibit A)—following these instructions will help
ensure successful completion of a PSA. (Please note: Each item number
corresponds to the PSA figure).

Please note that any handwritten notations and/or corrections must be initialed by
the contractor and the agency authorized official.

BLOCK NO.

(1) Mark PSA as either an ORIGINAL or AMENDMENT. Refer
to Section IX. Amending a Personal Service Agreement to
determine when an amendment is required.

(2) IDENTIFICATION NO. Leave Blank - The P.S. number will
be assigned once the PSA has been approved.

(3) CONTRACTOR NAME, ADDRESS and FEIN/SSN. Enter

the vendor’s name, address and Federal Employer
Identification Number if the contractor is a corporation, or
enter the vendor’s Social Security Number if the contractor is
an individual. In accordance with the State Comptroller’s
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4)

)

(6)

Memorandum 2000-08, IRS form W-9 Tax ID Verification
form (Exhibit N) must be included. The FEIN/SSN should also
be entered in Block 20.

ARE YOU PRESENTLY A STATE OF CONNECTICUT
EMPLOYEE? If the vendor is presently an employee of the
State of Connecticut, check “yes”. Then you must prepare and
obtain necessary signatures for a Dual Employment Request
form (PER-DE-1, Exhibit B). This form must be attached to
the PSA PRIOR to the final processing of the Personal Service
Agreement (i.e. Attorney General’s review and approval). See
Section VII. Dual Employment Request Forms for
instructions regarding Dual Employment procedures. Please
note that the State of Connecticut Code of Ethics, as
addressed in Section III.F., must be considered when
completing any PSA with any current State of Connecticut
employee.

AGENCY NAME AND ADDRESS. Enter the main address
for the university (excluding names of individuals).

Board of Trustees/Connecticut State University System Office
39 Woodland Street
Hartford, CT 06105-2337

Board of Trustees for Connecticut State University
Central Connecticut State University

1615 Stanley Street

New Britain, CT 06050

Board of Trustees for Connecticut State University
Eastern Connecticut State University

83 Windham Street

Willimantic, CT 06228

Board of Trustees for Connecticut State University
Southern Connecticut State University

501 Crescent Street

New Haven, CT 06515

Board of Trustees for Connecticut State University
Western Connecticut State University

181 White Street

Danbury, CT 06810

AGENCY NO. The agency numbers are as follows: System



Connecticut State University System Personal Service Agreement Procedures

(7)

(8)

)

(10)

Office — 7801; CCSU — 7802; WCSU — 7803; SCSU — 7804;
and ECSU - 7805.

DATE (FROM) THROUGH (TO). List the full contract
period. The month/day/year should be abbreviated to the
numeric date (i.e. list June 24, 2000 as 06/24/00, etc.). Block
(23) requires the contract period as well. If services are
rendered on one day, repeat the date in both the FROM and TO
on both blocks (7) and (23).

When completing the contract period, please consider possible
postponements (i.e. inclement weather, etc.) and allow for
enough “grace” days to allow for such unexpected occurrences.
Doing so will avoid the necessity of preparing an amended
PSA.

INDICATE MASTER AGREEMENT, CONTRACT
AWARD, NEITHER. If the document is the result of
competitive negotiation via the bid process, and is a multi-year
contract award, check “Contract Award”. Otherwise, check
“Neither”; the “Neither” block will be checked in most cases.

CANCELLATION CLAUSE. Enter the number of days
written notice is required for cancellation of the contract.

REQUIRED NO. OF DAYS WRITTEN NOTICE. This is a
mandatory entry. Generally, the number of days for
cancellation is a 30 day notice. However, this can vary
depending on the contract. Failure to indicate a cancellation
period by way of a written notice may obligate CSU to the
contractor’s terms and conditions of the contract. Refer to
Section X. Cancelling a Personal Service Agreement.

CONTRACTOR AGREES TO. In this block, enter a
complete description of the services that the contractor will be
providing. Please be certain the language describing the
service is specific. Language that is vague (i.e. “design
improvement”) may result in disagreements between the
contractor and CSU regarding completion of the service. If
applicable, the contract must clearly identify who owns the
developed product or service after completion of the PSA.You
may also reference attached sheets which provide the
description of services in greater detail. Such reference should
include the number of pages attached and should be
incorporated as part of the contract. Appropriate language (as
an example for a one page single attachment) follows:
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(11)

“Attachment A (one page) terms of which are incorporated
herein by reference”. If possible, the contractor’s preprinted
forms should not be used as an attachment. If use is
unavoidable, those forms require review by the Attorney
General’s Office prior to execution of the PSA.

An Agreement Monitor, also referred to as Project Director,
shall be assigned to the agreement for the purposes of
monitoring the activity. The Agreement Monitor/Project
Director must be a person different from the signature authority
listed in Block 36. The person’s name and telephone number
must be listed within this block.

Please note that effective April 17, 2000, the Attorney
General’s Office has mandated the inclusion of Executive
Order No. 16, Policy on Violence in the Workplace (Exhibit J),
into all contracts. Therefore, within this block must include the
following text: “Attachment A is incorporated herein and made
a part hereof, and the parties agree to abide by such Executive
Order”; Attachment A shall be Executive Order No. 16, Policy
on Violence in the Workplace (Exhibit J).

PAYMENT TO BE MADE UNDER THE FOLLOWING
SCHEDULE UPON RECEIPT OF PROPERLY
EXECUTED AND APPROVED INVOICES. The terms
and conditions regarding the cost and schedule of payments to
the contractor must be specific. Payment will not be made until
the terms are met; a vendor’s invoice has been received and has
been approved for payment. If progress (interim) payments for
the contract are desired, you might consider indicating a hold
back of a large enough sum for the final payment which will
offer the contractor an incentive to finish the work. The
Agreement Monitor/Project Director listed in Block 10 may be
designated as the authorized signatory regarding payment of
services; however, any invoice must be approved by the person
authorized to charge against the Banner coding in question.
This individual’s signature must appear on the
Voucher/Disbursement form before payment can be made.
Refer to Section XI. Payment of Personal Service
Agreements, A. Voucher/Disbursement Request for more
information regarding vendor payments. Normal payment
terms are Net 30 days from receipt of properly executed
invoice. For payments to athletes and entertainers, refer to
Section VI.B Income Tax Withholding for Athletes and
Entertainers for relevant tax withholding guidelines.
Additionally, if reimbursement is to be made part of the
contract, it must clearly be noted that any reimbursement will
be based in accordance with standard State of Connecticut
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(12)

(23)

24)

(1)

(32)

(34)

(35)

(36)

regulations relating to travel.
Through (22) leave blank.

CONTRACT PERIOD (FROM/TO). List the full contract
period. The month/day/year should be abbreviated to the
numeric date (i.e. list June 24, 2000 as 06/24/00, etc.). Block
(7) requires the contract period as well. If services are rendered
on one day, repeat the date in both the FROM and TO on both
blocks (7) and (23).

When completing the contract period, please consider possible
postponements (i.e. inclement weather, etc.) and allow for
enough “grace” days to allow for such unexpected occurrences.
Doing so will avoid the necessity of preparing an amended
PSA.

Through (30) leave blank.

Indicate the Banner organization and account numbers to be
charged for the services.

Through (33) leave blank.

STATUTORY AUTHORITY. Enter CGS 10a-151b. This is
the referenced Connecticut General Statutes, which pertains to
CSU’s purchasing authority.

CONTRACTOR (OWNER OR AUTHORIZED
SIGNATURE), TITLE, DATE - The signature of the
individual authorized to enter contracts on behalf of the vendor is
required. This name must agree with the name provided on the
corporate resolution (refer to Section V. The Corporate
Resolution for further information). The contractor must also
date his/her acceptance of the contract. The title of the
contractor, if an individual, is always “CONTRACTOR”. If the
contractor is an organization, the title will be the signatory’s
organizational title (i.e. President, Director, etc.).

AGENCY (AUTHORIZED OFFICIAL), TITLE, DATE -
CSU Agency approval of Personal Service Agreements is
limited to the President, the Vice Presidents, and Chief
Officers. Refer to CSU Board Resolution 01-80 (Exhibit I) for
a listing of authorized signatories for the CSU system. Please
note that any handwritten notations and/or corrections must be
initialed.

10
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(37) OFFICE OF POLICY & MGMT /DEPT OF ADMIN.
SERV., TITLE, DATE — This signature line will be blank.
Public Acts 91-256, 92-154, 93-201, and 99-285 authorize
Connecticut higher education to purchase commodities and/or
services without having to obtain the consent of the State of
Connecticut, Department of Administrative Services (DAS).

(38) ATTORNEY GENERAL (APPROVED AS TO FORM),
DATE: - Contracts exceeding $3,000 require the review and
approval of the Attorney General’s Office. Please note: No
contracts over $3,000 may commence prior to the AG’s
signature of approval. No contracts may commence prior to
signature by the authorized official in Block 36.

V.  The Corporate Resolution
A. Contractor Signature of Authorization

If the contractor is a corporation, a resolution from the Board of Governors or
Directors of the signatory’s organization indicating authorization for this individual
to sign contracts on behalf of the organization is required. The resolution must be
attached to the PSA, as the Attorney General’s Office will not approve such a
contract without evidence concerning the validity of the contractor’s signature. The
resolution must bear the organization’s raised corporate seal. If the corporation has
no seal, the words “NO CORPORATE SEAL” must be typed on the resolution, and
the resolution must be notarized. An example of a corporate resolution, as provided
by the Attorney General’s Office, can be found in the Exhibit section of this
guidebook. (Exhibit C).

VI. The Honorarium
A. Purpose and General Information
Honoraria are the fees for professional services for a constituent unit of higher
education, that are provided by an entertainer, accompanist, artistic director, set
designer, choreographer, public speaker, athlete, referee, or trainer. A PSA is
ordinarily required for payment of honoraria. However, for honoraria of $3,000 or
less, use the form entitled Request For Honorarium for $3,000 or less (“RFH”)
form (Exhibit D). The RFH form must be processed not less than 10 business
days prior to the engagement. The procedures on the form are mostly self-
explanatory. The requesting department completes PART A which includes the
following items (further explanation is in parentheses):
e Department (requesting department)

Honorarium requested by (name of requester)

Honorarium to be paid to: (Name of guest lecturer, speaker, etc.)

Social Security No. (of guest lecturer, speaker, etc.)

Address (of guest lecturer, speaker, etc.)

11
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e Complete Description of Services (Please be as specific as
possible—attaching additional sheets of information is permissible).
Date of Engagement
Cost & Payments Schedule

e Is Payee a state employee? Yes or No (If yes, a Dual Employment
Request Form (Exhibit B) must be completed and sent to Finance
and Administration (or Fiscal Affairs)). Please note that provisions
of the State Code of Ethics must be considered; refer to Section I11.
F. State Code of Ethics for further information.

e Signature of Contractor (required if greater than $600)

e Signature of CSU Authorized Signatory Banner accounting
information

Upon completion of Part A, the appropriate Vice President or his/her designee (refer
to Section I1l. Procedures, Rules and Regulations, E. Signatures of Approval)
must provide his/her approval signature on the RFH.

The completed form must then be submitted to Accounts Payable not less than 10
business days prior to the engagement. Please note that in accordance with the
State of Connecticut Comptroller’s Memorandum 2000-8, IRS form W-9 Tax ID
Verification (Exhibit N) must be submitted by the contractor to the university. A
copy of the form should be provided to the contractor when the RFH or PSA form is
presented to that contractor for signature.

Please note: Under no circumstances are any services to be performed without prior
approval.

Payment of the RFH requires completion of a Voucher/Disbursement Request.
Please refer to Section XI1. Payment of Personal Service Agreement for more
information.

B. Income Tax Witholding for Athletes and Entertainers

In accordance with C.G.S. 12-705(b)1, Connecticut income tax is to be withheld
from athletes and entertainers where the payment exceeds $1,000. Such withholding
is relevant to athletes, entertainers, or public speakers performing services within
Connecticut, and are not residents of the State of Connecticut. Such withholding is
not relevant to persons treated, for federal income tax withholding purposes, as an
employee.

Please note that contractors or individuals may be registered directly with the
Department of Revenue Services (“DRS”), and as such, will file directly with DRS.
Contact DRS directly for further details.

The gross payment made to the contractor shall be reduced by the amount of tax
owed. The amount of tax owed is based on the Connecticut Income Tax (4.5%).

12
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Such withholding is to be reported and submitted by the agency to DRS on behalf of
an individual using Form 1099-MISC Miscellaneous Income (Exhibit P). The
withholding agent (in this case Agency) is responsible for the completion of Form
CT-592, Performing Entities Withholding Tax Statement (Exhibit O), accurately
allocating the income distribution for each individual being paid for their services.
Form CT-941; Quarterly Reconciliation of Withholding Form (Exhibit Q) shall be
filed on a quarterly basis. In the case of a one-time payment, only a single CT-941
has to be filed.

If such taxes are relevant for withholding, the form CO-802A should be modified to
add the following wording shown in bold to the end of the statement above Block
34, and read:

“Individuals performing services as independent contractors are not employees of
the State of Connecticut and are responsible themselves for payment of all State and
local income taxes, federal income taxes and Federal Insurance Contribution Act
(FICA) taxes, except in the case of CT non-resident Athlete and Entertainer
Tax.”

A statement relating to the withholding of such taxes should be included in the Cost
and Schedule of Payments (Block 11 of Form CO-802A).

VII. Dual Employment Request Form(s)

A. Purpose and General Information
No state employee shall be compensated for services rendered to more than one
state agency during a bi-weekly pay period unless the appointing authority of each
agency certifies that the duties performed are outside the responsibility of the
agency of principal employment and that no conflict of interest exists between the
services being performed. The hours worked at each agency are to be documented
and reviewed to preclude duplicate payment.

Please note: Ten-month instructional faculty need not complete a Dual
Employment Request Form for PSA employment during the
intersession and summer session.

If a contractor is a state employee, the PSA cannot be processed without a
completed Dual Employment Request Form (PER-DE-1, Exhibit B). For
purposes of this regulation, each university is considered a separate State agency
even from the universities within the Connecticut State University System.

Please note: Regardless of the dollar amount, if the contractor is a state employee,
the State of Connecticut Dual Employment Request form must be approved by
the contractor’s primary employer PRIOR to processing a PSA. All paperwork
must be submitted to the Finance and Administration (or Fiscal Affairs)
Department PRIOR to the contract date.

Please note that the State of Connecticut Code of Ethics, as addressed in
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Section IIL.F., must be considered when completing any PSA with any current
State of Connecticut employee.

B. Completing the State of Connecticut Dual Employment Authorization Form
To prevent error, the Dual Employment Authorization Form should be typed. The
ensuing instructions refer to the sample form (Form PER-DE-1, Exhibit B)—
following these instructions will help ensure successful completion of this form.

1. Enter the Employee’s Name, Social Security No., and Employee Address,
as well as the Dates Duties will be performed. This information is found
on the Personal Services Agreement (PSA).

2. Details on the State agency where the contractor is presently employed must
be obtained directly from the contractor.

3. In the case of hiring a state employee for service, CSU is the “Secondary
Agency” (i.e. the agency where the employee is being considered for a
second job). Complete the Facility of Secondary Employment (your
university), the Title of Position Sought, the Duties to be Performed, and
the Work Schedule involving the days of the week, as well as the hours of
the day the employee will be performing service.

4. The University Director of Personnel, or his/her designee, must sign the
“Secondary Agency Certification” section.

5. The form, including a copy of the PSA and related documentation, must be
forwarded to the “Primary Agency” (i.e. the agency of principal
employment for the contractor) for their review and approval. The original
Dual Employment Request Form must be returned to the Finance and
Administration (or Fiscal Affairs) Department along with the original
PSA and supporting information.

The associated forms must continue to follow the normal PSA process (i.e. contracts
over $3,000 must be approved by the Attorney General’s Office).

VIII. Individual Contractors versus Corporate Contractors
A. Term of Contract
In accordance with C.G.S. 4a-7a, Personal Service Agreements involving
individuals shall not have a term of more than one year. Any such personal service
agreement may be extended or renewed, with proper waiver approved by DAS.

B. Emplovee/Independent Contractor Classification Checklist
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Regardless of the amount of the PSA contract, if the contractor is an individual, a
test (based on the IRS Guidelines [Exhibit F] concerning payment as an outside
contractor or as an employee) must be conducted by the Personnel Department.
Exhibit E contains a list of 20 questions the requesting department should also
consider when making this determination. The information provided on these
guidelines will assist in deciding whether the business relationship between the
State and the contractor is considered a common-law employee or an independent
contractor by IRS standards.

If it is determined that the contractor is considered an employee, the contractor
will be paid through the payroll system and will be subject to federal and state
income tax withholdings. The contractor will be required to complete the necessary
forms which include a W-4 for federal tax (Exhibit G), a CT W-4 form (Exhibit H),
and an [-9 Form (Exhibit K) prior to payment of services. The Banner account
being charged for these services will be liable for fringe benefit expenditures, if
applicable. Furthermore, a copy of the respective dual employment form, as
appropriate, must be sent to the university’s Payroll Department.

If it is determined that the contractor is considered an independent contractor, the
contractor will be paid through Accounts Payable by way of the normal processing
of vendor payments.

IX. Amending a Personal Service Agreement

A Personal Service Agreement must be amended for any of the following reasons:

e The scope of the project has changed**;

The terms and conditions of the contract have changed;
The contract dates have changed;
The costs involving the contract have changed;
The payment schedule has changed;
The contract end date requires extension;
The contractor has incurred a “buy-out” and is now operating under
another company.

**A drastic change in the scope of the project requires cancellation of
the PSA and a re-bid of proposals.

Section (1) of the amended PSA must be marked as an AMENDMENT; the amendment
number must also be provided. Block (10) concerning the description of services must
specify why the contract is being amended. In addition, all signatures that were required
on the original PSA are required on the amended PSA as well.

The Attorney General must review all amendments to Personal Service Agreements, if
the total cost of the PSA exceeds $3,000. The original PSA and all amendments must
accompany the amended PSA for this review process. Amendments must be submitted
at least three weeks prior to the termination date of the contract.
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Please note: An amendment to a Personal Service Agreement cannot be processed if

the original contract has expired. A new original PSA will need to be
initiated starting from the beginning (bid process, etc.).

X.  Canceling a Personal Service Agreement

A. Letter of cancellation

If an approved Personal Service Agreement must be cancelled, a letter of
cancellation must be sent to the contractor from the appropriate signature authority
for the requesting department, with a copy to Vice President of Finance and
Administration (or Fiscal Affairs). Failure to provide a written request of
cancellation may obligate CSU.

Generally, the number of days regarding a written notice of cancellation is 30.
However, this clause may vary depending on the contract. It is the responsibility of
the requesting department to provide documentation for appropriate cancellation
notice.

XI. Payment of Personal Service Agreements

A. Voucher/Disbursement Request

B.

For the contractor to receive payment, the vendor’s invoice along with a
Voucher/Disbursement Request form (Exhibit L) must be submitted to the
Accounts Payable Department for payment to be made after services are
rendered. In certain instances, payment can be made from the vendor’s invoice, or
can be made directly, if appropriately approved. Such instances must have the prior
approval of Finance and Administration (or Fiscal Affairs). The voucher must be
signed by the requester of services, attesting that the services have been rendered.
The voucher must also be signed by the person authorized to charge against the
Banner account in question. It is also a good idea to be certain both the invoice and
voucher contain the PSA number of the contract.

Please note: Please be certain that the contractor has fully performed the required
services before authorizing final payment. Full liquidation of a PSA
closes the agreement; thus making it difficult to settle disputes
involving the contractor’s obligations.

In the event that an independent contractor provides services that are “pro bono” (no
fees to CSU), travel expenses can be reimbursed to the contractor. Reimbursement
can be made via a CO-17XP Employee Voucher for Travel Expenses, with original
receipts attached (i.e. treated in the same manner as an employee reimbursement).

Voucher/Disbursement Request (contractor/employee)
If it is determined through the employee/independent contractor checklist, as
defined in Section VIIIL.B., that the contractor is an employee, payment will be made
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through the payroll system.

XII. QObligations

A. Responsibilities of the Requesting Department
The requesting department should have the following procedures and documents
completed prior to forwarding a PSA package to Finance and Administration (or
Fiscal Affairs):

1. The service must have gone through a bidding process (if appropriate) and a
vendor awarded the project through the evaluation of proposals received (the
Purchasing Department will assist in this procedure);

2. The PSA must be signed by the contractor; it must include a completed IRS
form W-9, and must incorporate Executive Order No. 16 (Exhibit J);

3. The PSA must be signed by the appropriate CSU signatory (refer to Section
II1. Procedures, Rules and Regulations, E. Signatures of Approval for more
information);

4. 1If the contractor is not an individual, the certified resolution must be completed
by the contractor’s organization and made a part of the PSA package (refer to
Section V Corporate Resolution for more information);

5. If'the area on the PSA regarding description of services is inadequate, any
attachments concerning the specifics of the services required must be made a
part of the PSA package;

6. Written justification acknowledging such situations as sole source vendor, or
“after-the-fact” submission of PSA, etc. must be made a part of the PSA
package.

7. If the contractor is a State employee, the appropriate dual employment form
must be completed and made a part of the PSA package (refer to Sections IILF
and VII).

It is also the requesting department’s responsibility to assign an Agreement
Monitor/Project Director; this person shall monitor the performance of the
contractor, and report any deviations of the contractor’s obligations to the Finance
and Administration (or Fiscal Affairs) Department.

In addition, it is the responsibility of the requesting department to prepare a written
letter of cancellation, with copy to the Vice President of Finance and Administration
(or Fiscal Affairs) or the Chief Financial Officer, in order to terminate a contract
agreement. Refer to Section X. Canceling a Personal Service Agreement for more
information.

Finally, it is the requesting department’s responsibility to review and approve
vendor invoices for payment. The requesting department must complete the
appropriate Voucher/Disbursement form, clip it to the vendor’s invoice and forward
the invoice and Voucher/Disbursement package to the Accounts Payable
Department for the payment processing. (See Section XI. Payment of Personal
Service Agreements for more information).
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B. Responsibilities of Finance and Administration (or Fiscal Affairs)
The responsibilities of the Finance and Administration (or Fiscal Affairs)
Department regarding the PSA process include:

Review the PSA for completion and accuracy;

Review the competitive bidding process;

Forward PSA’s to the Attorney General for review and approval,

Act as CSU liaison between requesting department and Attorney General;

Provide notification of awarded PSA’s to both the contractor and requesting

department so that the service may begin as planned.

6. Verify the completion and review of the Employee/Independent Contractor
Classification Checklist.

Nk W=

C. The Attorney General
The Attorney General’s Office reviews and approves all PSA’s in excess of $3,000
cumulative over any rolling twelve-month period. The twelve-month period is not
restricted to fiscal year; the twelve-month period begins at the initiation of service
and ends twelve months from that date. This review and approval process is
generally a 15-business-day procedure for an “average” PSA. Depending upon the
complexity of the PSA contract, the review and approval process can be
considerably longer.

The Attorney General’s Office has stated that Personal Service Agreements must be
submitted before services are performed. They reserve the right to refuse approval
of PSA’s not in compliance with this rule. If an agreement is submitted “after-the-
fact”, the requesting department must provide an explanation for the delay. This
explanation must be included in the PSA package for review by the state authorities.

Please note: “After-the-fact” PSA’s are a serious matter. The state inspection
authorities will label “after-the-fact” PSA’s as audit exceptions.
Audit exceptions relate to matters in which proper state procedures
are not being followed. Audit exceptions are reported to the CSU
Chancellor, the CSU Board of Trustees, and ultimately to the
Governor when the matter becomes what the auditors determine to be
‘out-of-control’. Consequently, it is extremely important for the
requesting department to plan ahead and allow adequate time for the
PSA approval process.

XIII. General Guidelines
A. 6 Points to Remember
1. State employees may not use Personal Service Agreements or Honorarium
Requests for the purpose of contracting with a relative (father, mother, son,
daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, wife, husband,
grandparent, father-in-law, mother-in-law, sister-in-law, brother-in-law,
stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half
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brother, half sister or domestic partner). Such action may be in violation of the
State Code of Ethics and may be subject to an investigation.

2. Personal Service Agreements may not be used to contract with any individual,
corporation or other business entity in which the requester may have a financial
interest.

3. In accordance with C.G.S. 1-84(i), a State employee and his/her immediate
family are prohibited from entering into contracts with the State with a value of
$100 or more unless the contract has been awarded through an open and public
process

4. No State employee shall be compensated for services rendered to more than one
State agency unless the appointing authority of each certifies that the duties
performed are outside the responsibility of the agency of principal employment,
that the hours worked at each agency are documented and reviewed to preclude
duplicate payment, and that no conflicts of interest exist between services
performed. If a contractor is a State employee, the Personal Service Agreement
cannot be processed without a completed Dual Employment Request form. For
purposes of this regulation, each university is considered a separate State
Agency even from the universities within the Connecticut State University
System.

5. Contractors on a PSA are sometimes reimbursed for travel expenses. In these
cases, the contractor is responsible for settling all lodging bills, although a
University representative may make the reservation. When doing so, however,
it should be made clear to the hotel that the contractor will settle the bill.
Original receipts must be provided by the contractor, and reimbursement will be
based in accordance with standard State of Connecticut regulations relating to
travel.

6. Travel expenses for a State employee contracted under a PSA are subject to
reimbursement in accordance with the standard State of Connecticut travel
regulations and/or collective bargaining agreements for travel.

XIV. Document Checklist

For an individual:

CO-802A Personal Service Agreement form

W-9 Tax ID Verification form

Employee/Independent Contractor Classification Checklist

Dual Employment Authorization form (if currently a State of CT employee)
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Executive Order No. 16
For a corporation:

CO-802A Personal Service Agreement form
W-9 Tax ID Verification form

Certified Corporate Resolution

Executive Order No. 16

XV. Comments/Suggestions
The Personal Service Agreement process is very complex. This manual hopefully helps
to explain the processes necessary for the proper acquisition services at CSU. However,
your comments and suggestions to help better explain the necessary processes, or to help
improve our services would be most appreciative. Please send your comments and
suggestions to the Office of Finance & Administration (or Fiscal Affairs).

XVI. Where to call for help
A. PSA process and approvals
Business Office Director
Finance and Administration (or Fiscal Affairs)

B. RFP process
Purchasing Department

C. Invoice payments
Accounts Payable Department
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PERSONAL SERVICE AGREEMENT Exhibit A

CO-802A REV. 3/98 (Stock No. 170-01)

. PREPARE IN QUINTUPLICATE. .

2. THE STATE AGENCY AND THE CONTRACTOR AS LISTED BELOW HEREBY ENTER INTO AN AGREEMENT
SUBJECT TO THE TERMS AND CONDITIONS STATED HEREIN AND/OR ATTACHED HERETO AND SUBJECT
TO THE PROVISIONS OF SECTION 4-98 OF THE CONNECTICUT GENERAL STATUTES AS APPLICABLE.
ACCEPTANCE OF THIS CONTRACT IMPLIES CONFORMANCE WITH TERMS AND CONDITIONS STATED ON

-

@

PRINT OR TYPE

STATE OF CONNECTICUT

OFFICE OF THE STATE COMPTROLLER

ACCOUNTS PAYABLE DIVISION

(1) (2) IDENTIFICATION NO.
THE REVERSE SIDE OF PART 1. 0 oriGiNaL (] AMENDMENT os
(3) CONTRACTOR NAME ) ARE YOU PRESENTLY
asTaTeemploveer = YES [ No
CONTRACTOR | CONTRACTOR ADDRESS ‘ CONTRACTOR FEIN/ SSN - SUFFIX l
STATE (5) AGENCY NAME AND ADDRESS (6) AGENCY NO.
AGENCY
CONTRACT | (7) DATE (FROM) THROUGH (TO) (8) INDICATE
PERIOD [ MASTER AGREEMENT O CcONTRACTAWARD  NO. ) NEmHER
CANCELLATION| THIS AGREEMENT SHALL REMAIN IN FULL FORCE AND EFFECT FOR THE ENTIRE TERM OF THE CONTRACT PERIOD STATED  (9) REQUIRED NO. OF DAYS WRITTEN NOTICE.
CLAUSE ABOVE UNLESS CANCELLED BY THE STATE AGENCY, BY GIVING THE CONTRACTOR WRITTEN NOTICE OF SUCH INTENTION
(REQUIRED DAYS NOTICE SPECIFIED AT RIGHT). N
{10) CONTRACTOR AGREES TO: (Include special provisions - Attach additional blank sheets if necessary.)
COMPLETE
DESCRIPTION
OF SERVICE
(11) PAYMENT TO BE MADE UNDER THE FOLLOWING SCHEDULE UPON RECEIPT OF PROPERLY EXECUTED AND APPROVED INVOICES.
COST AND
SCHEDULE OF
PAYMENTS
(12) ACT. CD. | (13)DOC. TYPE | (14) COMM. TYPE [ (15) LSE. TYPE | (16) ORIG. AGCY. | (17) DOCUMENT NO. (18) COMM. AGCY. | (19) COMM. NO. (20) VENDOR FEIN / SSN - SUFFIX
(21) COMMITTED AMOUNT (22) OBLIGATED AMOUNT (23) CONTRACT PERIOD (FROM/TO)
(24) (25) (26) (27) (28) COST CENTER (29) AGENCY TAIL (33)
ACT. | COMM. COMMITTED AMOUNT COMM. OBJECT F.Y.
cp. | LINENO. AGENCY | FUND sip (30) FUNCTION [(31)  ACTIVITY (32) EXTENSION

An individual entering into a Personal Service Agreement with the State of Connecticut is contracting under a "work-for-hire" arrangement. As such, the individual is
an independent contractor, and does not satisfy the characteristics of an employee under the common law rules for determining the employer/employee relationship
of Internal Revenue Code Section 3121(d) (2). Individuals performing services as independent contractors are not employees of the State of Connecticut and are
responsible themselves for payment of all State and local income taxes, federal income taxes and Federal Insurance Contribution Act (FICA) taxes.

ACCEPTANCES AND APPROVALS 39 STATUTORY AUTHORITY
(35) CONTRACTOR (OWNER OR AUTHORIZED SIGNATURE) TITLE DATE
(36) AGENCY (AUTHORIZED OFFICIAL) TITLE DATE
(37) OFFICE OF POLICY & MGMT./DEPT. OF ADMIN. SERV. TITLE DATE
(38) ATTORNEY GENERAL (APPROVED AS TO FORM) DATE

DISTRIBUTION: PART 1 - CONTRACTOR PART 2 - COMPTROLLER PART 3 - OPM/DAS

PART 4 - ATTORNEY GENERAL PART 5 - AGENCY




Exhibit B
DUAL EMPLOYMENT REQUEST

PER-DE-1 Rev 7/99
STATE OF
CONNECTICUT

Instructions for SECONDARY AGENCY: Complete this form when an employee provides services under 1) an authorized PER-301 for a second position; 2) a
Personal Services Agreement (CO-802a); 3) a Purchase Order (CO-94, CO-94DP or C0-95). Keep a copy of the form in a suspense file and forward the original to
the primary agency. When certification from both the primary and secondary agency is complete, process the employee according to the guidelines in General Letter
204.

Employee Social Security Number Today's Date
Employee Address Present Position Title FLSA

a Exempt a Non-Exempt
Primary Agency

SECONDARY AGENCY - Agency where employee is being considered for a second job

Facility of Secondary Employment Title of position sought

Duties to be performed:

Dates duties will be performed: (A new dual employment form must be completed and placed in the employees' personnel file
for each new period of employment.) .

Start Date: . End Date:

The work schedule will be as follows:

Day Friday Saturday Sunday Monday Tuesday Wednesday Thursday

Time In:

Time Out:

SECONDARY AGENCY CERTIFICATION

1 certify that the duties are being performed outside the responsibility of the agency of principal employment, the hours worked at this agency are documented and
reviewed to preclude duplicate payment, and that no conflicts of interest exist between services performed.

SIGNED (Agency head or authorized designee) TITLE DATE

Instructions for PRIMARY AGENCY —Complete and return to secondary agency for documentation. Retain a copy for your files.

Position Title: POTENTIAL CONFLICT OF INTEREST?
OYES ONo

Duties Performed:

Current Work Schedule

Day Friday Saturday Sunday Monday Tuesday Wednesday Thursday

Time In:

Time Out:

Primary Agency Certification

T certify that the duties are being performed outside the responsibility of the agency of principal employment, the hours worked at this agency are documented and
reviewed to preclude duplicate payment, and that no conflicts of interest exist between services performed. If for any reason there should be a change in the hours
and/or days of work as originally indicated, an amended request with the required justification will be submitted.

RECOMMEND SIGNED (Agency head or authorized designee) TITLE DATE
aGYEs [ONO




Exhibit C .

S AMPLE

YOUR LETTERHEAD

The following certified resolution is an example of the format that should
be used: :

CERTIFIED RESOLUTION

I, John Doe, Secretary of XYZ Corporation, a New York corporation ( the “Company”),
DO HEREBY certify that the following is a true and correct copy of a resolution duly
adopted at a meeting of the Board of Directors of the Company duly held and convened
‘on July 26, 1983, at which meeting a duly constituted quorum of the Board of Directors
was present and acting throughout and that such resolution has not been modified,
rescinded or revoked and is at present in full force and effect:

RESOLVED: That the President, John Smith, is empowered to execute and deliver in the
name and on behalf of this Company a certain contract with the Connecticut State
University System, State of Connecticut for and to affix
the corporate seal.

-IN:-WITNESS WHEREOF, the undersigned has affixed his signature and the corporate
seal of the Company this first day of October, 1983.

John Doe, Secretary

(SEAL) ,




Connecticut State University

HONORARIUM PAYMENT REQUEST FORM
($3,000 OR LESS)

Under no circumstances are any servicesto be performed unless the Department has received approval.

1. To expedite the processing of thisform, please answer all questions completely. Requests should befiled ten (10) business
days prior to the engagement when possible, but must be received prior to the engagement. If you have any questions,
please contact the Accounts Payable Department.

2. Complete Part A of thisform and forward to the applicable Finance and Administration unit. If a contractor will be paid more
than $3,000 in any rolling twelve month period, a Personal Service Agreement contract must be prepared and approved in
advance of the engagement.

3. After approval, the funds will be encumbered and a copy will be sent to the department making the request. Thisisthe
department notification that the Request has been approved.

4. Itisthe department’s responsibility to notify the contractor that the request has been approved and make any required
arrangements.

5. After the event, in order to process the payment, the university authorized signatory must complete Part B and return the form
to the Accounts Payable Department.

R R R RS SRS S S S SR LSS LS L RS LSS L LR R LS LR LR RS LR R RS SRR R R EEE R R R R R R R R R R R R R

PART A—REQUEST Requested Ext.
Department Bldg. by: No.
Name of Payee/Contractor: Soc. Sec#/Fein

(Mandatory)
Complete Address;

Description of Services:

Date of Engagement-From; To: Course No. (if applicable)

Costs & Payment schedule:

Is Payee a State Employee? Yes No  If yes, If yes, attach Dual Employment Form
Agency Name

NOTE: Contractor agreesto perform services within the laws of The State of Connecticut and thetermsand
conditions on the reverse of thisform.

Contractor/Speaker (Signature) Date
(required if feeis greater than $600)

University Authorized Signatory Date

Authorized Signature (Grants Administrator) Date

1. Index/Org & Acct.#[12 digits] 3. Index/Org & Acct# [12 digits]

2. Index/Org & Acct# [12 digits] Total $

*****************************ACCOUNTS PAYABLE USE ONLY********************************

ENCUMB. #CP BY DATE

dhkhkhkkhkhkkhhkhhkhhkhhhhhhhhkhhhhhrhhhdhhhhkhhhhhrhhhdhhhhkhhkdhrhhhdhhhhhhkdhrhhkhhrhhrhhkdhkrhrkhhrhhxhrxd

PART B—PAYMENT REQUEST
Notice to Accounts Payable: | verify that the contractor described above has rendered services and approve payment for same.

(University Authorized Signatory) Date




Executive Order No. Sixteen
WHEREAS, the State of Connecticut
violence is a growi ng problemthat nust be addressed;

recogni zes that workpl ace
and

WHEREAS, the State is conmitted to providing its enployees a
reasonably safe and heal thy working environnent, free from
intimdation, harassnent, threats, and /or violent acts; and

WHEREAS, violence or the threat of violence by or against any
enpl oyee of the State of Connecticut or nenber of the public in
the workpl ace is unacceptable and will subject the perpetrator to
serious disciplinary action up to and including di scharge and
crimnal penalties.

NOW THEREFORE, |, John G Row and, Governor of the State of
Connecticut, acting by virtue of the authority vested in ne by
the Constitution and by the statutes of this state, do hereby
ORDER and DI RECT:

1. That all state agency personnel, contractors, subcontractors, and
vendors conply with the followi ng Violence in the Wrkpl ace
Prevention Policy:

The State of Connecticut adopts a statew de zero tol erance policy for
wor kpl ace vi ol ence.

Therefore, except as may be required as a condition of enploynment

. No enpl oyee shall bring into any state worksite any weapon or
dangerous instrument as defined herein.

. No enpl oyee shall use, attenpt to use, or threaten to use any such
weapon or dangerous instrunent in a state worksite.

. No enpl oyee shall cause or threaten to cause death or physical injury
to any individual in a state worksite.
Weapon neans any firearm including a BB gun, whether |oaded or

unl oaded, any knife (excluding a small pen or pocket knife),
including a switchblade or other knife having an automatic spring
rel ease device, a stiletto, any police baton or nightstick or any
nartial arts weapon or electronic defense weapon.

Dangerous instrunent neans any instrunment, article, or substance
that, under the circunstances, is capable of causing death or serious
physical injury.

Violation of the above reasonable work rules shall subject the
enpl oyee to disciplinary action up to and including discharge.

2. That each agency nust prominently post this policy and that all
nanagers and supervisors nust clearly conmunicate this policy to all
enpl oyees

3. That all nmnagers and supervisors are expected to enforce this policy
fairly and unifornly.

4. That any enpl oyee who feels subjected to or w tnesses violent,
threatening, harassing, or intimidating behavior in the workplace
imedi ately report the incident or statenent to their supervisor,
manager, or human resources office.

5. That any enpl oyee who believes that there is a serious threat to
their safety or the safety of others that requires inmediate
attention notify proper |aw enforcenent authorities and his or
or supervisor

her manager

6. That any manager or supervisor receiving such a report shall
imedi ately contact their human resources office to eval uate,
investigate and take appropriate action.

7. That all parties nmust cooperate fully when questioned regarding
violations of this policy.

8. That all
worksite wll
privacy with respect to such itens in the workplace.

9. That this order applies to all
branch.

state enpl oyees in the executive

10. That each agency will nonitor the effective inplenmentation of this policy.

11. That this order shall take effect imediately.

Dated in Hartford, Connecticut, this fourth day of August, 1999.
P A S

I ncome Tax Wthholding for Athletes and Entertainers — PS 96(1)

This Honorarium may be subject to 4.5%inconme tax withholding if the athlete
and/or entertainer (hereafter “performer”) is a non-resident of the State of
Connecticut and the cost of the service exceeds $1500 per cal endar year.
Performers may request an exenption (Form CT-590) or a reduction (Form CT-588)
of the withholding tax by filing such request directly to the State of
Connecticut Department of Revenue Services at |east 14 days prior to the event.
e A

Sec. 4a-60. (Fornerly Sec. 4-114a). Nondiscrimination and affirmative action
provisions in contracts of the state and political subdivisions other than
nuni cipalities. (a) Every contract to which the state or any political
subdi vi sion of the state other than a nunicipality is a party shall
foll owi ng provisions: (1) The contractor agrees and warrants that in the
perfornmance of the contract such contractor will not discrimnate or pernit
di scrim nation against

any person or group of persons on the grounds of race,
creed, age, narital status, national origin, ancestry, sex, nental
retardation or physical disability, including, but not linmted to,
unless it is shown by such contractor that such disability prevents
perfornmance of the work involved, in any manner prohibited by the | aws of the
United States or of the state of Connecticut. The contractor further agrees
to take affirmative action to insure that applicants with job-rel ated

qual i fications are enployed and that enpl oyees are treated when enpl oyed

color, religious

bl i ndness,

without regard to their race, color, religious creed, age, marital status,
national origin, ancestry, sex, nental retardation, or physical disability,
including, but not linmted to, blindness, unless it is shown by such

contractor that such disability prevents performance of the work involved;
(2) the contractor agrees, in all solicitations or advertisenents for
enpl oyees placed by or on behalf of the contractor, to state that it
"affirmative action-equal opportunity enployer"” in accordance with
regul ati ons adopted by the conmission; (3) the contractor agrees to provide
each | abor union or representative of workers with which such contractor has
a col l ective bargaining agreenment or other contract or understanding and each
vendor wi th which such contractor has a contract or understanding, a notice

is an

state

parties be advised that any weapon or dangerous instrunent at the
be confiscated and that there is no reasonabl e expectation of

contain the

to be provided by the commi ssion advising the | abor union or workers'
representative of the contractor's commitnents under this section, and to
post copies of the notice in conspicuous places available to enpl oyees and
applicants for enploynment; (4) the contractor agrees to conply with each
provision of this section and sections 46a-68e and 46a-68f and with each
regul ation or relevant order issued by said commission pursuant to sections
46a- 56, 46a-68e and 46a-68f; (5) the contractor agrees to provide the

Commi ssi on on Human Rights and Qpportunities with such infornmation requested
by the conmission, and pernmit access to pertinent books, records and
accounts, concerning the enploynment practices and procedures of the
contractor as relate to the provisions of this section and section 46a-56. |f
the contract is a public works contract, the contractor agrees and warrants
that he will make good faith efforts to enploy minority business enterprises
as subcontractors and suppliers of nmaterials on such public works project.
(b) For the purposes of this section, "minority business enterprise" neans

any smal |l contractor or supplier of materials fifty-one per cent or nore of
the capital stock, if any, or assets of which is owned by a person or
persons: (1) Who are active in the daily affairs of the enterprise, (2) who

have the power to direct the managenent and policies of the enterprise and
(3) who are nenbers of a minority, as such termis defined in subsection (a)
of section 32-9n; and "good faith" means that degree of diligence which a
reasonabl e person woul d exercise in the performance of |egal duties and
obligations. "Good faith efforts" shall include, but not be linmted to, those
reasonable initial efforts necessary to conply with statutory or regulatory
requirements and additional or substituted efforts when it is determined that
such initial efforts will not be sufficient to conply with such requirenents.
(c) Determination of the contractor's good faith efforts shall include but
shall not be linmted to the follow ng factors: The contractor's enpl oynent
and subcontracting policies, patterns and practices; affirmative advertising,
recruitnent and training; technical assistance activities and such other
reasonabl e activities or efforts as the conmission may prescribe that are
designed to ensure the participation of minority business enterprises in
public works projects.

(d) The contractor shall devel op and nmintain adequate docunentation, in a
nanner prescribed by the conmission, of its good faith efforts.

(e) The contractor shall include the provisions of subsection (a) of this
section in every subcontract or purchase order entered into in order to
fulfill any obligation of a contract with the state and such provisions shall
be binding on a subcontractor, vendor or manufacturer unless exenpted by
regul ations or orders of the comnmission. The contractor shall take such
action with respect to any such subcontract or purchase order as the

commi ssion may direct as a neans of enforcing such provisions including
sanctions for nonconpliance in accordance with section 46a-56; provided, if
such contractor becones involved in, or is threatened with, litigation with a
subcontractor or vendor as a result of such direction by the conmission, the
contractor may request the state of Connecticut to enter into any such
litigation or negotiation prior thereto to protect the interests of the state
and the state nay so enter.

Sec. 4a-60a. Contracts of the state and political subdivisions, other than
muni cipalities, to contain provisions re nondiscrimnation on the basis of
sexual orientation. (a) Every contract to which the state or any political
subdi vi sion of the state other than a nunicipality is a party shall contain
the following provisions: (1) The contractor agrees and warrants that in the
perfornmance of the contract such contractor will not discrimnate or pernit
di scrimnation against any person or group of persons on the grounds of
sexual orientation, in any manner prohibited by the |aws of the United States
or of the state of Connecticut, and that enployees are treated when enpl oyed
without regard to their sexual orientation; (2) the contractor agrees to
provi de each | abor union or representative of workers with which such
contractor has a collective bargaining agreenent or other contract or
under st andi ng and each vendor with which such contractor has a contract or
under standi ng, a notice to be provided by the Commi ssion on Hunman Rights and
Opportunities advising the | abor union or workers' representative of the
contractor's conmitnents under this section, and to post copies of the notice
in conspi cuous places available to enployees and applicants for enploynent;
(3) the contractor agrees to conply with each provision of this section and
with each regulation or relevant order issued by said conmi ssion pursuant to
section 46a-56; (4) the contractor agrees to provide the Commission on Human
Ri ghts and Opportunities with such infornation requested by the commi ssion,
and pernit access to pertinent books, records and accounts, concerning the
enpl oynent practices and procedures of the contractor which relate to the
provisions of this section and section 46a-56.

(b) The contractor shall include the provisions of subsection (a) of this
section in every subcontract or purchase order entered into in order to
fulfill any obligation of a contract with the state and such provisions shall
be binding on a subcontractor, vendor or manufacturer unless exenpted by
regul ations or orders of the commission. The contractor shall take such
action with respect to any such subcontract or purchase order as the

conmi ssion may direct as a neans of enforcing such provisions including
sanctions for nonconpliance in accordance with section 46a-56; provided, if
such contractor becones involved in, or is threatened with, litigation with a
subcontractor or vendor as a result of such direction by the commnission, the
contractor may request the state of Connecticut to enter into any such
litigation or negotiation prior thereto to protect the interests of the state
and the state may so enter.
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I NSURANCE The contractor agrees that while performing services specified in
this agreenent that he shall carry sufficient insurance (liability and /or
other) as applicable according to the nature of the service to be perfornmed
so as to “save harnless” the State of Connecticut from any insurable cause
what soever. |f requested, certificates of such insurance shall be filed with
the contracting State agency prior to the performance of services.

B N N I L I T

STATE LIABILITY The State of CT shall assune no liability for paynent for
services under the terns of the agreement until the contractor is notified
that this agreenent has been accepted by the contracting agency and, if
appl i cabl e, approved by the Attorney General of the State of Connecticut.



CONNECTICUT STATE UNIVERSITY SYSTEM OFFICE Exhibit E
EMPLOYEE/INDEPENDENT CONTRACTOR CLASSIFICATION CHECKLIST FOR FORM CO-802A

The information provided below will assist the University in determining whether the individual performing the service will be
classified for federal, slate, and FICA tax purposes as an employee Of the University or as an independent contractor.
Complete Section |, Section Il, Section Ill (if necessary) and ATTACH TO FORM CO-802A.

(Individual’'s name) (Social Security Number) (Banner Accounting Information)
(Department) (Form Preparer Name) (Phone No.)
Il.  Multiple Relationships with the University YES NO

A. Does this individual currently work for the University as an employee?

B. Is it currently expected that the University will hire this individual as an employee
immed