Contracted Services
This is budget item 399.
Make sure you have a SSN for each person you use as a subcontractor.

Make sure you have an EIN for each business you use as a subcontractor.

You may not contract with any Elmore County Public School employee.

Fill the form out completely and get the contractor’s signature.  Make sure you get phone numbers in case they forget to send you an invoice.  

Do not let your subcontractors send an invoice to the Central Office or to me.  Have them all sent directly to you.

Services may be brief.  For example:  

Mr. Smith will provide materials and instructions for
building bird houses 1 hour each Wednesday during May.

Terms should be specific.  For example:  

Mr. Smith will receive $25/hour for each visit for a total of $100.

Keep your contract until you have an invoice.  Staple the invoice on top of the contract
to turn it in.  If you are using someone over a period of several months and they submit
a monthly invoice, make a copy of the contract to turn in with each invoice.
Your subcontractors may have to fill out an Alabama Immigration Law compliance statement.  You’ll be notified if that is necessary.

