FORMAT & MINIMUM REQUIREMENTS FOR AN EIC MEMO

All EIC memos must be received by the RCUH Human Resources Department at least 7 working days prior to engagement of services or event.  Late/retroactive actions will be defaulted to an Employee classification.

(a)
Method and Reason of Selection: How you selected the individual (i.e., by invitation, RFP, etc.) and reason for selection (i.e., specify the individual’s unique qualifications).

(b)
Description of work to be performed: Narrative explanation of the type of work to be performed.  This information should list specific assignments, duties and actions required to be performed by the individual.

(c)
Supervision of work in progress: Define “who” and “how” monitoring will be performed to evaluate the means by which the individual will achieve the desired performance.

(d)
Evaluation of results: Define “who”, “what” and “how” the results will be evaluated. 

(e)
Duration of Action:  “How long” and/or “how often” will the services of the individual to be engaged.  Will there be a set schedule?

(f)
Method of Compensation: Specify the manner and amount the individual will be compensated.

(g)
Travel & Per Diem: Will the project provide “travel and per diem” to the individual or will this be part of the individual’s fees?

(h)
(Current) Business License or Outside Employment Status:  (If independent contractor) and all/part of work is to be performed in Hawaii, does the individual have a Hawaii General Excise Tax number?  Attach any documents illustrating the individual’s established business practice.  Specify if the individual is an employee of RCUH or another agency (including the UH).  Specify if the individual is free to engage in other business.

(i)
Tools & Equipment: Who will supply the individual’s tools and equipment.  Where will the work be performed?

(j)
Termination at Will: (If contractor), agreement will specify fixed period of work agreement.  (If employee/non-employee), termination is at-will.

(k)
Contact information:  Provide your email and telephone number.  All EIC determination memos are sent back to you via email attachment. 
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