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Fort Hays State University 
Contractual Services Form 

 
Procedures: 
 
A Contractual Services Form is required when a service is provided by an individual to 
determine the classification of the individual as either an employee or an independent 
contractor. The process is also used to determine if individuals are currently employed with 
the State of Kansas to determine the proper payment channels. If the contract is for 
multiple payments, the Contractual Services Form should be submitted once for the total 
amount of payment per the contract per fiscal year. The Contractual Services Form must 
be completed prior to completing a purchase order, signing a contract, or making payment. 
 
All contracts or agreements require pre-approval prior to execution. General Counsel must 
review the document(s). As a reminder, only the President and Vice President for 
Administration and Finance have the authority to sign contracts or agreements. This 
includes quotes for purchases requiring a signature. 
 
If the individual does not furnish a contract or invoice, submit a Workday Online Workflow, 
Business Office, Documentation for Workday Payment Form. The payment cannot be 
summitted until the service is completed. 
 
Refer to FHSU Training Library:  Workflow-Contractual Services Form.pdf 
 
Contact the Controller at 4324 with questions. 
 

https://mailfhsu.sharepoint.com/sites/FHSUTrainingLibrary/SitePages/Home.aspx?xsdata=MDV8MDJ8a2FoZXJybWFuQGZoc3UuZWR1fDc4NjU3ODhmNjg4NjQ3MThhOTQ3MDhkZWQyNDIxYzM4fGMwYTUwOWY3MjUwZDQ5Y2RiNzRiNTI0MGIwZjVhYjZjfDB8MHw2MzkxNzkzNzg1NDQzODEwMjl8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3d&sdata=b09ZdEIrU3FMKzZnNkxKRU1MaDJhZm9kYmRtb2RuYW1jUjFjK3hZWlFjTT0%3d
https://mailfhsu.sharepoint.com/:b:/r/sites/FHSUTrainingLibrary/INTRANET%20Library/Workday/Workday%20Faculty-Staff%20Resources/Administrative/Purchasing%20and%20Requisitions/Workflow-Contractual%20Services%20Form.pdf?csf=1&web=1&e=6veMb8

