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iWorkGlobal is Purdue’s preferred partner for International Employer of Record services and functions similarly to how Purdue’s partnership with Knowledge Services works. iWorkGlobal employs the individual directly, assigns their services back to Purdue, and is responsible for maintaining all employment compliance in country (ranging from onboarding, fringes and taxes, and offboarding). This option can bridge the compliance challenges of employing individuals internationally, while also permitting the programmatic work to continue.
	Step
	What to Do
	How to Do It
	Who Does It

	1
	Provide information to Global Support to obtain quote
	· Provide the following information in an email to globalservices@purdue.edu:
Name: 
Position:
Citizenship: 
Country they will be employed in: 
Providence or Region if applicable:
Monthly Pay rate: 
AY or FY:
Hours worked per week: 
Dates of employment in country: 

	Business Office 

	2
	Obtain iWorkGlobal quote for services
	· Global Support will request a quote from iWorkGlobal for the services based on the information provided in Step 1 and share it with the Business Office.
	Global Support

	3
	Obtain Fiscal and Programmatic approval on quote
	· If the department would like to move forward with the iWorkGlobal path, Business Office will obtain fiscal and programmatic approval on the quote (note, slight monthly currency fluctuations are to be as expected as the payroll is remitted in local currency and billed in USD).  
	Business Office

	4
	Complete Service Requisition Form
	· Complete Service Requisition Form and send it to globalservices@purdue.edu. 
Note: 
· At least 30 days lead-time is required to onboard with iWorkGlobal.  
· If the need is less than 30 days out, work may need to be delayed until the individual is properly set up (or a leave solution may need to be utilized if they are a current employee).
	Business Office or Payroll Center

	5
	Notify employee of upcoming iWorkGlobal communication
	· Notify employee to expect iWorkGlobal communication.  
· Once the Service Requisition Form is received by iWorkGlobal, the iWorkGlobal local team will reach out to the employee to begin onboarding and request Data Consent authorization.  
	Business Office or Payroll Center

	6
	Receive Employment Contract 
	· iWorkGlobal will send drafted Employment Contract to Global Support for Purdue approval. 
· Global Support will provide to Office of Legal Counsel for review.  
	Global Support

	7
	Purdue review of Employment Contract
	· Office of Legal Counsel will review and notify of any requested changes.    
	Office of Legal Counsel

	8
	Create Statement of Work (SOW)
	· Based on the details in the Employment Contract and Quote, an individual SOW is created and sent to iWorkGlobal.  
	Procurement

	9
	Determine position in system needed (IWG nonpay or R4P)
	· If individual will permanently or indefinitely be employed through iWorkGlobal, individual will be given system privileges through R4P process.  
· If individual will temporarily be employed through iWorkGlobal and/or is anticipated to return to the US and Purdue payroll: work with HR to create Non Pay position and assign appropriate privileges.
· Titling convention of the Non Pay position will follow: IWGNP
	Business Office or Payroll Center/ HR

	10
	Complete Change of Duty Station request
	· Once details of arrangement are determined (dates of employment, how individual will be employed, etc.) a Change of Duty Station request is submitted, noting the dates that the individual will be employed by iWorkGlobal.  
	Business Office or Payroll Center/ employee

	11
	Receive completed Employment Agreement and SOW
	· Global Support and Business Office receive fully executed documents.
	iWorkGlobal

	12
	Process Payroll Action
	· If individual will permanently or indefinitely be employed through iWorkGlobal and is currently employed by Purdue: terminate and payout vacation, if applicable.
· If individual will temporarily be employed through iWorkGlobal and/or is anticipated to return to the US and Purdue payroll: payroll change to Non Pay position.
	Business Office or Payroll Center

	13
	Onboard Individual with iWorkGlobal
	· Employment contract provided, in country affiliations completed, work authorization documents obtained.
	iWorkGlobal

	14
	Provide Business Office contact for invoicing
	· Contact information provided to iWorkGlobal for invoicing. 
	Global Support

	15
	Send IP Assignment Agreement to employee
	· Global Support will send the IP Assignment Agreement to the employee to sign and return to SPS. 
	Global Support

	16
	Receive iWorkGlobal invoice 
	· Once onboarded, the Business Office contact will receive monthly invoices in USD to pay which include applicable employer burden, salary costs, overhead charges and taxes.
· Invoices are to be paid from GL 533400, except for any VAT tax on the invoice (if applicable). The VAT or other foreign taxes should be posted to 542420.
· Attach departmental approval and copy of the contract as backup.  
	Business Office

	17
	Receive expiring contract notification 
	· Business Office contact will receive upcoming contract expiration notifications from iWorkGlobal as the end date for the arrangement approaches (75 days, 60 days, 30 days).  
· Business Office confirms either that the end date will remain as planned or if it is desired to extend, communicate to Global Support to request extension.
	Business Office

	18
	Offboard employee from iWorkGlobal
	· iWorkGlobal will process all applicable in country offboarding according to date in Step 17. 
· If individual will end relationship with Purdue: ensure R4P privileges are removed.
· If individual will return to the US and Purdue payroll: payroll change to applicable paid position and request manual adjustment of service date change (if applicable) to include time employed through iWorkGlobal.
· Coordinate with HR to delimit Non Pay position. 
	Business Office or Payroll Center
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