
Department fills out 
PSC Checklist, preparer 

signs section 6 of checklist, 
submits to HRC for review

LEGEND

PSC: Personal Service Contract

HRC: Human Resource Consultant

TMC: Talent Management Coordinator

REQ: Purchase Requisition

PO: Purchase Order

PASS: Procurement and Strategic Sourcing 

HRC reviews checklist
& consults with department to 

determine classification

Independent Contractor Employee

HRC consults with 
department and 
provides options 

Personal Services Contract Process Flow Chart

Department wants to pay an 
individual for performing services

HRC sends signed/
approved PSC 

Checklist back  to 
department 

PASS validates & issues PO

HRC/TMC works with 
department to hire employee

Department completes 
PSC Contract, obtains all 
required approvals and 

signatures

Department creates REQ in 
WayneBuy, attaches completed 

checklist and contract to REQ 
(Requisition # assigned)
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