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OVERVIEW 
 

When paying consultants, make sure to complete the CPSW – Consulting and Professional Services 
Worksheet form. The form contains twelve questions designed to ensure that consultants are paid 
properly and with the correct taxation. To obtain this form, go to http://fa.ufl.edu/forms/#UDS, and under 
the Payroll and Tax Services section, click the .pdf icon for this form. 

The answers your consultants provide determine your next step in submitting this form. For example, you 
may need to e-mail the form to Tax Services to ensure that the consultant should be paid through the 
vendor file and not payroll. Also you may need to provide additional information on the form before 
submitting it to avoid having it returned to you for further information. Use the charts below as a guide. 

Action Chart 
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For more information, please contact Vendor Relations in Disbursement Services at 392-1241 or e-mail 
addvendor@ufl.edu 
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