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I YES __ __,_ Fill out the 'Non Employee Work 

Document' to determine if the 

person should be hired? 
NO-----

NO 

i 
Please see page two of 

this document 

Once approved, the agremeent will be 

routed for signature. 

Once appropriate changes are met, 

the agreement goes back to Office 
Of Legal Affairs. 

The agreement will be signed 

by the appropriate parties. 

YES 

Work with HR Business 

Partner or your HR 

Business Partners 

Advisor for next steps. 

Agreement will be forwarded to 
Office of Legal Affairs for review. 

If the agreement requires changes, 

needs additional 

information/documentation, or 

will be routed to OIA, it will be 

communicated at this step. 

You will receive a fully signed 
agreement from 

ASC-Contracts@osu.edu 

► 

It is important to have the required 
information filled out on your ICA. Legal 

Affairs will return if information is 
missing. 

Attach ICA and Non-Employee Work 

Document (if not already attached) to 

the eRequest and notify the Business 
Service Center represenative. 



What is happening?  What form to use?  Where to find it 

An Earnings Unit within my department 
will be providing testing/sales/services to 
an entity that is outside of the University. 
The sales/service will only be performed 
once to the outside entity. 

Testing Special Services for Single 
Projects 

Please click here, and click ‘Testing 
Special Services 

An Earnings Unit within my department 
will be providing testing/sales/services to 
an entity that is outside of the University. 
The sales/service will only be executing a 
service multiple times over a defined 
period of time, includes: defined 
deliverables, payment structure, and 
specified end date. This excludes Training 
earnings. 

Master Agreement for Testing 
Special Services 

Please click here, and click ‘ Master 
Agreement for Testing Special Services’ 

An entity that is outside of the University 
is requesting to use material that has 
been copyrighted by OSU, or is owned by 
our Department. 

Copyright Permission Agreement  Please click here, and click ‘Copyright 
Permission Agreement’ 

My Department is requesting to use 
material that has been copyrighted by an 
entity that is outside of the University 

Copyright Permission Form – Ohio 
State Requesting Permission to Use 

Please click here, and click ‘Copyright 
Permission Form – Ohio State Requesting 
Permission to Use’. 

My department wants to borrow, or loan 
out, a piece of art. 

Art Loan Agreement  Please click here, and click ‘Art Loan 
Agreement’ 

https://ascintranet.osu.edu/business-services/forms
https://ascintranet.osu.edu/business-services/forms
https://ascintranet.osu.edu/business-services/forms
https://ascintranet.osu.edu/business-services/forms
https://ascintranet.osu.edu/business-services/forms


We are renting out musical instruments 
to third parties. 

Musical Instrument Rental 
Agreement 

Please click here, and click ‘Musical 
Instrument Rental Agreement’. 

My Department has an earnings fund in 
which we provide training services 
externally.  

Training Agreement  Please click here, and click ‘Musical 
Instrument Rental Agreement’. 

All of these documents can be found, and downloaded, on the ASC Intranet at the following address: ascintranet.osu.edu/business-services/
forms. If you're unsure which form your unit should be used, please send an email to ASC-Contracts@osu.edu for assistance.

https://ascintranet.osu.edu/business-services/forms
https://ascintranet.osu.edu/business-services/forms
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