
The Performance Agreement Process 

Performance Agreement 
A “Performance Agreement” is used for services provided by performer or artist such as a 
musician, singer, comedian, disc jockey, magician, karaoke player or dancer, band or orchestra 
leader, theatrical and film productions or symphony organizations and agencies. Often times, 
performers or artists are represented by an agent (designated   representative). 

Implementing the Performance Agreement 
Before the performance begins, complete a “Performance Agreement”. Exhibit A can be 
modified to reflect the requirements of the performer you are hiring. If the performer or designated 
representative requires an advance booking deposit or other deposit prior to performance, 
complete the alternate version of “Exhibit A”. 

Form W-9 
All performers or designated representative must complete a Form W-9 with their Social Security 
number (SSN) or Employer Identification Number (EIN) and signature. Every performer or 
designated representative must have a new W-9 on file annually (on a calendar year basis). 

Note: If the performer or designated representative is using their EIN, they will be paid through 
the issuance of a purchase order. 

Signatures 
Obtain the required signatures of the performer or designated representative and college 
administration and forward all paperwork (Agreement and W-9) to Purchasing for processing. 

Payment Authorization 
(Only needed when performer or designated representative is providing a Social Security 
number). Once the performance is completed, prepare an Authorization for Payment Form and 
obtain the department/division administrator’s signature. Submit the signed form to the College 
Business Office for review and approval, which they will forward the form to the Accounts Payable 
Department. If the performer or designated representative requires an advance booking deposit 
and/or a check on the date of the performance then submit the payment authorization form with 
the agreement. 

Check Issued 
Department will submit approved invoice to Accounts Payable for processing, check payment will 
be sent to the performer or designated representative. 
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https://downloads.smccd.edu/pr/purchgs/Performance%20Agreement.pdf?f=https%3A%2F%2Fsmccd.sharepoint.com%2Fsites%2Fdownloads%2Fpurchgs%2F_api%2FWeb%2FGetFileByServerRelativePath%28decodedurl%3D%27%2Fsites%2Fdownloads%2Fpurchgs%2FShared%2520Documents%2FContracts%2FPerformance%2520Agreement.pdf%27%29
http://www.irs.gov/pub/irs-pdf/fw9.pdf
https://downloads.smccd.edu/pr/purchgs/Authorization%20for%20Payment%20Form.pdf?f=https%3A%2F%2Fsmccd.sharepoint.com%2Fsites%2Fdownloads%2Fpurchgs%2F_api%2FWeb%2FGetFileByServerRelativePath%28decodedurl%3D%27%2Fsites%2Fdownloads%2Fpurchgs%2FShared%2520Documents%2FIndependent%2520Contracts%2FIC%2520Forms%2FAuthorization%2520for%2520Payment%2520Form.pdf%27%29
https://downloads.smccd.edu/pr/purchgs/ICA%20Authorization%20for%20Payment%20Form.pdf?f=https%3A%2F%2Fsmccd.sharepoint.com%2Fsites%2Fdownloads%2Fpurchgs%2F_api%2FWeb%2FGetFileByServerRelativePath%28decodedurl%3D%27%2Fsites%2Fdownloads%2Fpurchgs%2FShared%2520Documents%2FIndependent%2520Contracts%2FIC%2520Forms%2FICA%2520Authorization%2520for%2520Payment%2520Form.pdf%27%29
https://downloads.smccd.edu/pr/purchgs/Authorization%20for%20Payment%20Form.pdf?f=https%3A%2F%2Fsmccd.sharepoint.com%2Fsites%2Fdownloads%2Fpurchgs%2F_api%2FWeb%2FGetFileByServerRelativePath%28decodedurl%3D%27%2Fsites%2Fdownloads%2Fpurchgs%2FShared%2520Documents%2FIndependent%2520Contracts%2FIC%2520Forms%2FAuthorization%2520for%2520Payment%2520Form.pdf%27%29

