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Start

Identify need for IC 
and communicate 

with the HRBP 
and/or SBO 

 Discuss 
recommended 

employee type with 
Manager/  

Department 
Requisitioner 

Negotiate with the IC to 
determine the full project 

scope, timelines, 
deliverables and cost for 
the services rendered

Agree with the 
scope, timelines, 

deliverables and cost 
for services

Complete the Global 
Initiatives: INTL IC 

Review Form and input 
initial information about 

the IC Engagement

All Suppliers 
(Existing and New)

Global Initiatives 
reviews the IC 

Engagement with 
OGC and in-country 

legal counsel

If the IC does not meet 
the university's insurance 
requirements, Global 
Initiatives will send the IC 
Engagement to RM&I for 
further assessment

Send an email to the 
Procurement Buyer to 

communicate IC Engagement 
approval, including Insurance 
Review results, so that Buyer 

can proceed with Supplier 
Registration review and 

approval.

Decision

Complete/submit 
the New Supplier 

Registration 

Once Global Initiatives approval has 
been secured, create the IC requisition 

in Workday. Do not submit the 
requisition; it should remain in DRAFT 

status.

New Supplier
Review the submitted 

requisition and 
documentation 

Approve the
requisition, PO,

and issue the PO

Periodically check Workday for 
PO issuance (Workday system 

does not issue notification of PO 
issuance). Once PO issuance is 

verified, work is clear to 
commence.

End

Ask clarifying questions to 
the HRBP/Manager/

Department

Ask for additional insurances 
for IC to obtain and show 

proof of

Will the IC be performing 
services domestically or 

internationally?

Is the supplier an existing USC 
Workday PO Supplier or new?

Supplier 
Registration

(Parallel Process)

Office of Global Initiatives process stops, 
domestic IC  Program Office is engaged

Domestically

Internationally

Existing Supplier

Review the submitted 
Supplier Registration 
with Global Initiatives 

approval (both 
processes must meet 

as shown for 
approval) 

New Supplier

Send an email to the HRBP & 
Manager/Department 

Requisitioner to communicate IC 
Engagement approval and 

instructions for initiating the 
Procurement Process in Workday. 

Global Initiatives will also provide 
the engagement-specific ICA 

document to be used and guidance 
for any further country-specific 
requirements that need to be 

fulfilled by the IC. 

Route the ICA for signatures 
to Department/PI, School 
Dean (or delegate), and IC

Review/sign ICA and 
return to Manager/  

Department

Return the 
requisition # and 
partially executed 

ICA to Global 
Initiatives

ICA

Global Initiatives provides 
the fully executed ICA with 

authorized university 
signature and the Global 

Initiatives Approval Package 
as attachments to the 
requisition in Workday. 

All Suppliers

Approve

Approve

Department requisitioner 
submits the requisiton in 

Workday to begin the approval 
workflow. 

Decision Approve

Deny

RM&I Insurance 
Review

Inform Department that IC 
review is complete and the 

IC cannot be engaged

Insurance Review 
Complete

ICA

ICA

Submit a New Supplier 
Request Form in Jaggaer 
Marketplace, and provide 
the IC with instructions 
on how to complete the 
Supplier Registration. 

New Supplier

New Supplier

https://global.usc.edu/resources-policies/international-independent-contractors/
https://global.usc.edu/resources-policies/international-independent-contractors/
https://global.usc.edu/resources-policies/international-independent-contractors/
https://global.usc.edu/resources-policies/international-independent-contractors/
https://global.usc.edu/resources-policies/international-independent-contractors/
https://global.usc.edu/resources-policies/international-independent-contractors/

	Independent Contractor-Process Flow-International (rev 04.05.2024)
	Page-1


