
Independent Contractor Request Workflow Department

Completes and submits 
Independent Contractor 

Determination Request form 
via Smartsheet 

HRDI Compensation 
Services collects and 

reviews responses and 
notifies department of 

the final 
determination

If Determined Independent 
Contractor

Smartsheet will send automated 
message with form responses to 

worker with contact information for 
Contracts and Procurement

Department proceeds 
with established 

Contracts and 
Procurement process for 

the issuance of a 
Purchase Order

If Determined Employee:
Smartsheet will send automated 
message with form responses to 

worker with contact information for 
Talent Acquisition and Academic HR

Department proceeds 
with established HRDI 

hiring process

Unable to 
move beyond 
first section to 

Dynamex 
questions 

(considered 
employee) 

Worker must meet ALL criteria 
to be considered IC:

1. Free from employer’s direction/control
2. Performs a service that is outside usual

course of business
3. Customarily engages in an independently

established
trade/occupation/profession/business
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