
Faculty completes template contract

· Include details such as dates, topic, meetings with students, if travel expenses will 

be covered

· Do not just enter “presentation”

· Templates are available: https://www.stlawu.edu/business/forms 

· Department Clerical Staff sends contract and W9 to Speaker.

· Speaker signs contract, fills out W9, and returns both to the Department Clerical 

Staff.

· W9 is sent to Purchasing by Department Clerical Staff and Purchasing sets up the 

Speaker as a vendor in Colleague.

Faculty decides to engage a speaker, 

performer, or independent contractor. For 

the purpose of this flow chart we will use 

Speaker.

Value above $5,000
· A requisition is created by the Department Clerical Staff.

· Do not include travel expenses in the requisition amount.  

Travel expenses should be submitted separately as a request 

for payment after the presentation. 

· Department Chair approves the requisition in the portal.

· Submit contract through the signature request form.

        https://www.stlawu.edu/business/form/signature-request

Value $5,000 and below
Department Chair signs contract and a copy is 

returned to the Speaker.

· Executive Director of Business Services signs contract and it 

is returned to the person who submitted it.

· The Purchasing Department issues a Purchase Order.

Department Clerical Staff enters a receiver for the Purchase Order 

in the portal.

Department Speaker, Performer, Independent Contractor Contract Flow

This workflow only applies to University approved template contracts.

Check is issued by the Business Office and mailed to 

the Speaker.

Value of 

Contract?

Department Clerical Staff enters a request for 

payment in the portal and sends fully signed contract 

to the Business Office with the request for payment 

paperwork.  If reimbursing travel then send those 

receipts as well.

Speaker performs presentation. 

Speaker performs presentation. 

Check is issued by the Business Office and mailed to the Speaker.
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