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Independent Contractor – Procurement Guidelines

NVCCD Procurement Guidelines https://www.napavalley.edu/about/administrative-services/business-finance/documents/procurementguidelinesnvccd.pdf 

https://www.napavalley.edu/about/administrative-services/business-finance/documents/procurementguidelinesnvccd.pdf


New Vendor Set-Up – W9 Form W-9 FORM A W-9 form MUST BE completed for:

• All new contractors

• An existing contractor who’s address is different 
from the original W-9 form on file

• A contractor who last completed a W-9 form 3 
years ago

• A contractor who has not provided service to 
NVC in the last 3 years.

If you are unsure, please contact the Business & 
Finance Office to confirm that a current W-9 form is 
on file. 

� #1 through #7 MUST BE COMPLETED by 
Contractor (ADDRESS MUST MATCH the address 
listed in the Independent Contractor Agreement 
(pg. 5))

� Part 1 Taxpayer Identification Number (MUST 
MATCH the SSN or EIN listed in the Independent 
Contractor Agreement (pg. 5))

� Part II MUST BE SIGNED & DATED by 
CONTRACTOR



New Vendor Set-Up
“New vendors must properly complete the most current IRS Form W-9 prior to the District preparing a Purchase Requisition. 
Prospective vendors should submit their complete and current IRS Form W-9 directly to the Business & Finance Office who will 
review for completeness. If a prospective vendor fails to properly complete an IRS Form W-9, then the District will not register the 
prospective vendor in NVC’s purchasing system until the District receives a complete and current IRS Form W-9.”

• Submit a complete and signed W9* form & “Vendor Application” to the Business & Finance Office
Email: john.martinez@napavalley.edu and c.c. skada@napavalley.edu 

*From the date signed, W9 forms are valid up to 3 years, unless information (name, address, SSN/EIN number) has changed, 
then a new W9 form must be submitted sooner.

• Business & Finance Office will set-up the vendor and issue a Vendor I.D. #.

RESOURCES:

W9 Form https://www.irs.gov/pub/irs-pdf/fw9.pdf 

Vendor Application – https://www.napavalley.edu/about/administrative-services/business-
finance/documents/vendorappformfillable.pdf 

How to do Business With Napa Valley Community College District
https://www.napavalley.edu/about/administrative-services/business-finance/documents/howtodobusiguide.pdf

mailto:john.martinez@napavalley.edu
mailto:skada@napavalley.edu
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.napavalley.edu/about/administrative-services/business-finance/documents/vendorappformfillable.pdf
https://www.napavalley.edu/about/administrative-services/business-finance/documents/vendorappformfillable.pdf
https://www.napavalley.edu/about/administrative-services/business-finance/documents/howtodobusiguide.pdf


Agreement – Pg. 1

� FILL IN the DATE and CONTRACTOR’S NAME (See example 
below)

“THIS AGREEMENT (hereinafter “Agreement”) is entered into 
this __DAY_ day of ____MONTH______20__YEAR___ by and 
between NAPA VALLEY COMMUNITY 

COLLEGE DISTRICT (hereinafter “District”) and 
______CONTRACTOR’S NAME______ (hereinafter 
“Contractor”).” 



Agreement – Pg. 5

� FILL IN #11 Contractor Information *NOTE:  SSN or EIN 
MUST MATCH SSN or EIN listed on the W-9 form; ALL 
BOXES must be marked either YES or NO

� FILL IN #12 Payment For Services (See example below)

“In return for Contractor’s satisfactory performance of the 
work per Section 18, District shall compensate Contractor the 
total sum not to exceed $___TOTAL SUM_$____, at a rate of 
$__RATE $___ per ____HOUR, DAY, MONTH, or FIXED____ 
(hour, day, month, fixed).” 

� FILL IN #13 District Obligations Other . . . (if any)
List what the District may need to provide for this 
Contractor.  If there is an additional fee besides 
“Payment for Services”, a separate requisition will 
need to be submitted.



Agreement – Pg. 6

� FILL IN #14 Payment Terms - Revised Payment Terms (if any 
or N/A)

� FILL IN #17 Liquidated Damages for Delay (if any or N/A)



Agreement – Pg. 7 � FILL IN Contractor shall perform the following services . . . 
(with a description)

� FILL IN  #19 Term of Agreement (from BEGIN DATE through 
END DATE & the DATE the service will be completed) (See 
example below)
“The Term of the Agreement shall be from _DAY day of 
_____MONTH_____ 20_YEAR__ through _DAY_ day of 
_____MONTH_____ 20_YEAR_, subject to the provisions of 
Sections 8 and 9 of this Agreement. Contractor shall 
complete its work by __DAY__ day of ____MONTH_____ 
20___YEAR___.” 

#20 Signatures:

� Contractor MUST SIGN, DATE & PRINT NAME

� Napa Valley Community College District BY:

NOTE:  The V.P. of Administrative Services will ALWAYS be 
the signer on behalf of Napa Valley Community College.

� Purchase Requisition Number (WRITE IN THE REQUISITION 
#) A Requisition MUST be submitted prior to turning in the 
IC packet to Administrative Services for V.P. of 
Administrative Services signature.



Checklist – Pg. 1

� FILL IN CONTRACTOR’S NAME (See example 
below)

“NAME OF INDEPENDENT CONTRACTOR: 
____CONTRACTOR’S NAME________”

� ALL boxes must be marked YES or NO



Checklist – Pg. 3

� District Requestor (NVC employee’s signature 
who completed the checklist SIGN and DATE)

� District Administrator (NVC employee’s 
SUPERVISOR SIGN & DATE)



Independent Contractor – Assemble Packet for Submission
Once the packet is COMPLETE and has all OTHER SIGNATURES, ASSEMBLE the packet in the following order:

1. Independent Contractor Agreement

2. Independent Contractor Checklist

3. W-9 Form

4. Copy of Requisition Submission

5. Staple all documents together (NO PAPERCLIPS)

6. FORWARD a hardcopy to Administrative Services for the V.P. of Administrative Services signature 
(Independent Contractor Agreement, pg. 7).  Once signed, the ICA packet will then be forwarded to the 
Business & Finance Office for final processing of the requisition into a BPO/PO.



Independent Contractor – Packet Submission Checklist
 W9 Form – Completed and Signed; Forward to Business & Finance Office for vendor to be created or 

updated in system.

 Requisition Submission (one for Payment for Services; if applicable, a second one for District Obligations 
Other . . . pg. 5 of agreement)

 Agreement – Completed and Signed by Contractor

 Checklist – Completed and Signed by District Requester and District Administrator

 Assemble Packet in the following order and Staple all documents together (NO PAPERCLIPS):

 Forward hardcopy of complete packet to Administrative Services for V.P.’s signature

o Agreement
o Checklist
o W9 Form
o Copy of Requisition Submission



Independent Contractor – Payment to Contractor
• Need hardcopy of “Invoice” from contractor with “Okay to Pay”, Signature, and P.O. # directly on invoice.

NOTE:  if submitting several invoices from same vendor - make sure to group all invoices together from 
same vendor, instead of a mixed pile of invoices from various vendors.  

• BPO/PO – Attach a copy as the last page of document
NOTE:  double-check that it begins w/ “B” for BPO or “P” for PO.  If not, please reach out to John Martinez 
john.martinez@napavalley.edu to make correction.

• Staple all documents together (NO PAPERCLIPS)

• Submit documents to Accounts Payable

mailto:john.martinez@napavalley.edu
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