
PI/Dept Mgr
Need for Temp 
Work/services

Current or former CSU 
or Auxiliary Employee?

Yes Contact 
Corp HR

No

Complete Independent Contractor 
Guideline form 
OR Honorarium form *
(Use Honorarium form if meets criteria 
listed on form i.e. presenting 
workshop, scholarly related function)

Email to 
ucorp_independent_contractors
@csumb.edu

Corp HR reviews 
IC/Honorarium?

Yes
No

HR Discuss 
employment 
options with 
PI/manager

-HR forwards IC approval to Risk
Management.
-HR notifies PI/Dept. to send
Honorarium to AP including VDR if new
vendor

Risk gets budget approval from grant 
Administration (if applicable) and 
works with PI/Mgr to process IC 
contract & VDR

Copy of fully executed 
contract or Honorarium 
submitted to A/P with 
payment request
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Corporation’s Independent Contractor(IC)/Honorarium Process Map

* An honorarium is an award or special recognition that the individual does not set to participate as a guest
speaker, contest strictly as a goodwill gesture to cover any transportation and lodging expenses the invited
individual may have to incur in response to an invitation to speak, judge, or act in some other honorary capacity.

A/P reviews and 
processes  

http://ucorp_independent_contractors@csumb.edu
https://csumb.edu/media/csumb/section-editors/university-corporation/Ucorp_IC_final_edit_JUNE.pdf
https://csumb.edu/media/csumb/section-editors/university-corporation/AuxOrgHonorarium_LV.pdf
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