ADMINISTRATIVE OFFICER OPERATIONS HANDBOOK
DOUGLAS COLLEGE

	DIVISION: Employee Relations
	CREATED:  March 2008

	TOPIC:     Contract to Purchase Services
	REVISED:


DESCRIPTION:
This type of contract is issued to individuals or companies who are performing work not done by BCGEU or DCFA members.  This work is generally short term and/or is related to a project or as been deemed by Revenue Canada as such.   Invoices or timesheets are needed for payment to be made to the contractor.  Examples of types of work performed could include payment for markers for exams or course work/assignments, sign language interpreters, ESL monitors, companies who provide a service to the College, etc.   
STEPS FOR INDIVIDUALS PAID BY PAYROLL (such as Markers, ESL Monitors)
1.
If this contract is being issued to a person, they must be assigned a Douglas College Banner Identification number.   E-mail the name, address, postal code, phone number, date of birth and social insurance number for this person to the Employee Relations Advisor in Employee Relations (ER) to request that a Banner ID number be created.  You should mention that this person will be receiving a Contract to Purchase Services and the start date of the contract.  
2.
Number the contract.  This number should have a maximum of 8 digits as the number is entered into Banner (a combination of numbers and letters is OK).   See the attached Sample Numbering System.  Record the number on the Contract ID Number Log Sheet.  Enter the Cost Centre.  Complete the Name, Address (include the city), Postal Code, Telephone, Date of Birth and Social Insurance Number (if a person) or CCRA Number (if a company).  Describe the type of service being performed and complete the Start and End Date of the Contract.  Enter the Purchase Price for the services (if it is a lump sum) or the hours and/hourly rate for the work to be done.  Type in the Name of the Administrator, the Department, Supervisor/Department Contact and the Date the contract is being signed.  
3.
Submit the contract to the Dean’s Office for signature/approval.  Send a copy of the signed contract to the Contractor along with timesheets if they are required to receive payment.  The other option for payment is for the Contractor to send an invoice for the services performed to the Dean’s Office for approval.
4.
Submit the ORIGINAL of the numbered and signed contract to Employee Relations (ER) for processing.  Keep a copy for your files.  ER sends out any forms that they require to be done by the contractor.  ER will not process the contract with Finance or Payroll until all of the forms have been returned to them.  
5.
The Supervisor/Department Contact may be required to give the contract employee a Health and Safety orientation and to ensure that they complete their WHMIS training as directed by Employee Relations.
STEPS FOR CONTRACTS TO PURCHASE SERVICES FOR CONTRACTORS PAID BY FINANCE (Sign Language Interpreters, Companies):
1.
Complete the name, address (include the city), postal code, telephone, date of birth and social insurance number (if a person) or CCRA Number (if a company).  Describe the type of service being performed and complete the start and end Date of the contract.  Enter the purchase price for the services (if it is a lump sum) or the hours and/hourly rate for the work to be done.  Type in the name of the administrator, the department, supervisor/department contact and the date the contract is being signed.  

2.
Number the contract.  This number should have a maximum of 8 digits as the number is entered into Banner (a combination of numbers and letters is OK).   See the attached Sample Numbering System 
on the Contract ID Number Log Sheet.  Student Development uses 2 letters for the area, 2 digits for the year and 3 digits for the contract number.  Ie. SD 09-001, then SD 09-002, etc.
Enter the Cost Centre.  Complete the Name, Address (include the city), Postal Code, Telephone, Date of Birth and Social Insurance Number (if a person) or CCRA Number (if a company).  Describe the type of service being performed and complete the Start and End Date of the Contract.  Enter the Purchase Price for the services (if it is a lump sum) or the hours and/hourly rate for the work to be done.  Type in the Name of the Administrator, the Department, Supervisor/Department Contact and the Date the contract is being signed.  

3.
Submit the contract to the Dean’s Office for signature/approval.  Send a copy of the signed contract to the Contractor along with timesheets if they are required to receive payment.  The other option for payment is for the Contractor to send an invoice for the services performed to the Dean’s Office for approval.
4.
Submit the ORIGINAL of the numbered and signed contract to Employee Relations (ER) for processing.  Keep a copy for your files.  ER or Finance will create a Banner ID number for the contract and then ER sends out any forms that they require to be done by the contractor.  ER will not process the contract with Finance or Payroll until all of the forms have been returned to them.  
REFERENCES:

 See Douglas College website, Employee section, “Employee Relations”, “Forms” for Contract to Purchase, Timesheet and Invoice
http://www.douglas.bc.ca/employees/employee-relations/forms.html 
ATTACHMENTS:
Contract to Purchase Service form and invoice (and/or timesheet)  
Contract to Purchase Services Contract ID Number Log sheet with Sample Numbering System 
