
California State University, Bakersfield 
*** GRaSP *** 

Office of Grants, Research, and Sponsored Programs 
Criteria for Special Services, Consultants, 

and Additional Employment Forms 
Implemented: 07/01/08; Revised: 05/05/09 

 
When a project is preparing for an event for which people will be paid to teach, facilitate, 
direct, etc., the individuals’ CSUB employment status must be determined (contact 
Human Resources if there is any question) before they start working so that the proper 
procedures and forms are used to get them paid as described below. 
 
According to Human Resources (HR), a Request for Special Services form (found on the 
BAS website) is used to pay a person for one short-term event for which the pay is 
$2500 or less. Special Services forms cannot be used under the following conditions: 

1. if the pay is more than $2500 
2. if the event lasts longer than a few days 
3. if the event will be repeated within two years 
4. if the person being paid has been employed by CSUB within the last two 

years 
 
If one or more of the above conditions applies, different forms will have to be used as 
described below. 
 
If 1 or 2 or 3 applies, the person will have to be hired as an employee through HR or as 
a contractor through Procurement. This would require either a Hire Authorization form or 
a Purchase Requisition. Human Resources makes the determination on which of these 
two payment methods should be used; besides the criteria above, they will also take into 
consideration liability issues involved in the type of event when making their decision.  
 
If 4 applies, the type of form depends on the individual’s employment classification within 
the last two years: 

1. For faculty (including part-time lecturers), use the Authorization for Additional 
Employment for Exempt Employee form found on the GRaSP website.  

2. For an employee other than faculty, use the Request for Special Consultant 
Pay form found on the BAS website. 

 
Note that HR can allow exceptions to these criteria as long as they are requested in 
advance and approved by HR and the Assistant Vice President of Business and 
Administrative Services. 
 
Although the Additional Employment form and the Special Consultant Pay forms appear 
very similar, there are two main differences:  

1. More approval signatures are required for faculty employed on projects. 
2. The form that is used determines which payroll category HR will use to pay the 

person per CSU requirements. 
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