‘Accounting Office - Payment Processing for Services Provided by Non-Individuals
Professional Services: consulting, maiketing, analysis, banking, medical, physicians, software development/
design, graphic design, auditing, and editing. (Predominately intellectual in nature.)

Service
Provided?

Routine Services {Do Not Require a PSCA): repairs, small equipment renfal, lab testing, construction,
computer programming, efc.

http:/www.purchasing. iastate.edu/psa/psa_fag.himl has a definition of "professional services."

Conflict of
Interest?

See http://www.purchasing.iastate.edu/policy/interest.himl for information on
conflicts of interest. :

ervices Expecte
to be $100.00 or
ore for the Year?

rofessiona
Services? (See
above)

Speaker or
aentertainer?

A 4

voucher are
$600.00 or
more?

to be $1,000.00 or

Professicnat Services
Contractual
Agreement (PSCA)
must be Completed

Payments to non-U.S. companies for
performing services in the U.8. require
a W-8BEN andia U.S. FEIN tp avoid’
withholding 30% for federal
taxes. Foreign vendors' FEINs ugually
start with "98."

Independent

Personal 5"262:: ;t;a' Needs
Services (IPS) — No o ’ecte-d for Purchasing's
Form is NOT xp Approval

7
required. * The $2,000.00 threshhold ¢ *%
includes services plus any

related expenses.

Purchasing will require Prepare a Web

i : Requisitiion. Send
competit!ve selection for | pgea o Purchasing if
projects in excess of one is required.

$25,000.00.

Notes: Professional services have a higher threshold ($2,000.00) than routine
services ($100.00) for requiring Purchasing's approval.

"~ Requiring a PSCA does not necessarily require Purchasing's approval.
Payments to foreign vendors who provide services performed in the U.S. may
require 30% withholding. Please contact Bill Cahill or Carole Gill for more
information.

Prepare an lowa State
University
Voucher. FEINis

required for tax
reporting. Aftach
PSCA if required.

Process
through
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