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[bookmark: _e0d8bmxk7ff0]CONTRACTOR ONBOARDING CHECKLIST
Run this for every new contractor. Each gate must be cleared before work starts.
Contractor: [Name / business entity]     Engagement: [Project or SOW]
Onboarding owner: [Name]     Target start date: [Date]
[bookmark: _uf98ajz3py61]PART 1. THE GATES (WORK DOES NOT START UNTIL ALL ARE CHECKED)
☐  Classification confirmed against the applicable federal and local tests, with the reasoning documented
☐  Contract signed using the right template for the engagement type (fixed rate, SOW, T&M, or framework)
☐  Tax forms collected: W-9 for domestic, W-8BEN or W-8BEN-E for international, on file before payment
☐  Identity verified and any required background checks completed
☐  Insurance confirmed where the engagement requires it, especially for on-site work
☐  Licenses or certifications verified if the role calls for them
☐  Banking and payment details captured, with international payment routes confirmed
☐  NDA, IP assignment, or DPA signed if the work touches proprietary or sensitive material
☐  Access granted to only the tools and systems the work actually requires
☐  Scope, timeline, and point of contact communicated in writing
[bookmark: _uf98ajz3py61]PART 2. THE FULL CHECKLIST
1. Legal and compliance documents
☐  Independent contractor agreement (with scope, term, rate, IP rights)
☐  NDA or confidentiality agreement
☐  Country-specific compliance documents (if required)
2. Tax and identity forms
☐  W-9 form (U.S.-based contractors)
☐  W-8BEN (non-U.S. individuals) or W-8BEN-E (non-U.S. business entities)
☐  Business registration or EIN (if applicable)
☐  Collected through a secure upload, not email
3. Access and provisioning
☐  Slack, Teams, or chat invite
☐  Project management tools (Asana, Trello, Jira)
☐  Drive or Dropbox folders
☐  Company email or login (if needed)
☐  Access set up before the start date and confirmed with the contractor
4. Resources and ramp-up
☐  Brand guidelines or editorial playbook
☐  Project brief or SOW
☐  Timeline and milestones
☐  Example deliverables, if relevant
5. Communication norms
☐  Primary point of contact
☐  Preferred comms channel (Slack, email, async docs)
☐  Feedback workflow (who reviews, how often)
☐  Kickoff sync or intro call scheduled
6. Payment terms and setup
☐  Payment method (ACH, PayPal, Wise, etc.)
☐  Rate type (hourly, project, retainer)
☐  Invoice format and due date
☐  Approval chain for invoices
☐  Payment timeline (Net 15, Net 30, etc.)
7. Final review and tracking
☐  Onboarding status marked as complete
☐  Documents stored centrally and securely
☐  Access granted and confirmed
☐  First task or project assigned
☐  Contractor acknowledged receipt of onboarding info
[bookmark: _uf98ajz3py61]SIGN-OFF
Onboarding complete: [Name]     Date: [Date]
Onboarding 20+ contractors? Worksuite automates classification, tax forms, ID checks, and e-signed contracts, and holds work until every gate clears. See it at worksuite.com/live-demo.
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