
Contractor Payment Flowchart 

Is the Contractor a current 
employee? 

Is the Contractor providing their 
services via a company 

registered in New Zealand? 

Does the contractor hold a 
current certificate of exemption? 

Is the contractor already set up in 
the Payroll system? 

Is the service subject to scheduler 
deductions? (Refer to IR330C or 
discuss with your Divisional HR 

Manager) 

Department to complete Scheduler 
Payments Account Details Form and 

send to Payroll 

Contractor to complete IR330C form, 
provide bank details unless invoice 

supplied has these details. Department 
to forward to Payroll 

Payroll sets up new withholding tax 
vendor for automatic deduction at the 

required rate 

Payroll make payment 

Is the contractor already set up 
creditor? If not, complete New 

AP Creditor Application and 
send to FSD 

No 

Yes 

Yes 

No 

No 

Yes 

No 

Yes
s

Send invoices and payment 
details to FSD (Accounts 

Payable) to make payment 
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Discuss with your 
Divisional HR 

Manager 
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