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These instructions follow the data entry sequence of the document & processing procedures of the Contract for Service.  
This document is a fillable PDF template available at Procurement and Contract's website. 

Please note that contracts must be completed and signed by all parties prior to the start of any work. Contracts can 
only be signed by someone with appropriate signature authority.    

 

Please complete an “After the Fact Payment Request” if work has already been started or completed. 

 

1. DEPARTMENTAL INFORMATION:  Fill in the appropriate information for the department. The contract start 
date is the anticipated start date of services or if travel is involved the first day of travel for the contractor to 
arrive at EWU. Here is an example.  The amount should include all fees and expenses associated with the 
contract.  
 

 
 

2. SUPPLEMENTAL QUESTIONS:  If a contractor is a current employee or will be an employee when services 

are performed the contractor please contact Human Resources.  To find out if a contractor is currently a 

student or will be a student when services will be performed, please contact Student Employment. 

 

 
 

3. CHECKLIST:  Make sure that the following documents are included with the Contract for 

Services.  

 

 

https://inside.ewu.edu/procurement/forms/
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4. APPROVALS: Collect the appropriate signatures. 

 

 

5. CHECKLIST: EMPLOYEE VS INDEPENDENT CONTRACTOR STATUS:  Complete the checklist per instructions. 
You must answer all of the questions to help us determine whether the individual should be treated as an 
employee or independent contractor.  A Contract for Service is only used for independent contractors. If you 
have any questions contact the Contract’s office.   
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6. CONTRACTOR INFORMATION: Fill out as appropriate. State of WA OMWBE Certification No. and WA State 

UBI are not required if the vendor is not registered in the State of Washington. The name of Contractor  

liaison is the primary point of contact for the contractor if that contact is different from the contractor. The 

name of the EWU liaison is the name of the primary contact within the department for the contractor. The 

Fee for Service in this section is the total amount to be paid to the contractor and should not include 

expenses.   

 

 
 

 

7. FEES AND EXPENSES: Enter the total amount of travel or other expenses the contractor may be reimbursed 

for in section 3.1. Provide a breakdown of the travel expenses in section 2.   
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8.  SIGNATURES: Have the Contractor Sign the last page. The Contract’s Office will sign as EWU and return a 

fully executed copy of the agreement to the contractor.   Please note that all contracts should be fully 

executed (signed by both parties) before work begins.   

 

 
 

 

 


