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	Contract for Service Form



Use this form to request payment from a Buffalo State Foundation account overseen by the School of Arts and Sciences Dean’s Office for services provided by a guest speaker, guest lecturer, performer, consultant, or other non-employee.
This request must be submitted before the service is performed or any commitment is made to the service provider. 
Do not use this form for current Buffalo State University employees.
Payee Information
1. Payee’s Full Legal Name: Click or tap here to enter text.
2. Business or Organization Name (if applicable): Click or tap here to enter text.
3. Email Address: Click or tap here to enter text.
4. Telephone Number: Click or tap here to enter text.
5. Mailing Address: Click or tap here to enter text.
6. City, State, and ZIP Code: Click or tap here to enter text.
7. Contract Amount: $Click or tap here to enter text.
8. Contract Start Date: Click or tap here to enter text.
9. Contract End Date: Click or tap here to enter text.
10. Explanation of Services to be Performed by Payee: Click or tap here to enter text.
Other funding sources (if applicable)
	Account Number
	Department Title
	Amount to Charge ($)

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.


Submission Instructions
Email completed form and applicable supporting documentation (e.g., invoice) to Amanda Beaton at marzolam@buffalostate.edu.
Approvals and Funding Authorization
Department Chair Approval:
Electronic Signature: Click or tap here to enter text.
Date: Click or tap here to enter text.
Dean Approval:
Electronic Signature: Click or tap here to enter text.
Date: Click or tap here to enter text.

After Services Have Been Completed
After the services have been completed, submit the following to the School of Arts and Sciences Dean’s Office for payment processing:
· Completed Foundation Payment Request Form
· Invoice for the services performed and amount due
· Substitute W-9 for the payee if they do not have a current vendor file with NYS
Disclaimer
Payment cannot be processed until all required documentation has been received. All vendors/individuals who do business with Buffalo State or other agencies within the State of New York must be registered in the NYS Vendor file before a payment can be processed.  If they are not registered, they must complete a Sub W-9 form.
Individuals who are being paid a fee for their services must include and combine any travel expenses in the fee.  Such payments are subject to IRS Form 1099 reporting requirements.  College officials who negotiate a fee with such service providers arrive at a fee that is all-inclusive (e.g. the amount of the fee includes both the fee for services and a travel expense allowance).  When determining this amount, the employee travel allowances should be used as a basis for the reasonableness of the vendor travel expense.  Once a combined fee is agreed upon, there is no need to collect travel expense receipts from the non-employee as they apply to travel.
If you are requesting services and the cost will exceed $2,500, you must follow Procurement Policies and obtain at least two quotes or a justification as to why you chose that particular vendor.  Individuals who are specifically invited to conduct workshops or speaking engagements under $2,500 do not require quotes.
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