
Guest Artist ICA (Independent Contractor Agreement) and PaymentWorks Process Flowchart 
To be initiated 4 to 6 weeks prior to event 
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Initial Steps: 

1. Check Dates 
2. Check Room 

Availability 
3. Secure Funding 
4. Ensure guest accepts 

direct deposit (only 
option we offer) 
 
 

 

 

Complete Guest 
Artist Request 

Form  

Is this person 
being paid?  

 

NM executes the 
ICA and keeps on 

file.  

-END OF PROCESS- 

NM initiates and 
executes ICA 

NM initiates 
PaymentWorks 

PaymentWorks Rejected.  
Reasons for rejection:  
OPERS, ICA or Direct 

Deposit 

 

Vendor must login to 
PaymentWorks to make 
corrections or complete 

process 

If not resolved, 
vendor does not 

get paid  
-END OF PROCESS- 

PaymentWorks is 
resolved and 

vendor is 
approved 

NM completes 
Requisition and 

Payment is 
Completed 

-END of PROCESS 

Guest Artist 
completes 

PaymentWorks 
process  

PaymentWorks 
rejected  
(NM is not notified) 
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