
Request To Retain Services of an Independent Contractor

Requestor completes the 
Request to Retain 

Services of an 
Independent Contractor

form.

Requestor sends an e-mail to 
HRD-

IndependentContractorRequ
ests@jocogov.org attaching 

the Request to Retain 
Services of an Independent 

Contractor form along with the 
applicable job descriptions.
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Requestor believes there 
may be reason to request 
an independent contractor 

determination.

Requestor downloads a copy of the 
Independent Contractor or 

Employee document and reads 
through it to make a final 

determination as to whether or not to 
request an independent contractor.

Requestor decides to 
request an independent 
contractor determination

No Yes

End Process



Request To Retain Services of an Independent Contractor (continued)

HR, OFM and LGL 
receive forms and 
documents from 

the requestor

HR evaluates 
the request.

HR makes initial 
recommendation to 

LGL and OFM.

Is the request 
determined to be a 

bona fide Independent 
Contractor?

LGL and HR sign 
off on the 

determination as 
Denied.

No

LGL and HR sign 
off on the 

determination as  
Approved.

Yes

LGL and HR sign off 
on the determination 
as Not Approved –
Request Further 

Information.

Lack of Information

HR sends the scanned 
copy of the Denied 

determination to 
requestor, LGL, OFM 

and CMO.

End of Process

HR contacts 
requestor to 

discuss 
determination.

HR requests 
further 

information.

Process 
begins again.

End of Process

HR contacts the 
requestor and 
discusses the 

rational behind the 
denial.
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LGL writes contract 
and forwards it to 

requestor, OFM and 
HRD.

HR sends the scanned 
copy of the Approved 

determination to 
requestor, LGL, OFM 

and CMO.
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