A lecture, speech, or presentation (referred to
as a "lecture" in this chart)

Will the individual / entity be paid?

Yes

Is the individual
a KsuU
employee,
USG employee,
or retiree?

Yes

For current
employees:
Employees
cannot be
contractors.
Contact HR
(compreview@
kennesaw.edu)
for information
about
supplemental
pay or duties

For USG
employees:
Follow the Dual
Appointment
Agreement
Process

For retirees:
Contact your
HR Business

Partner to

initiate the

process for
the necessary
approvals.

Management

No contract is
needed. Provide the
individual / entity
a copy of the
Guidelines for
Unpaid Speakers
at KSU (or a link)

Is the
payment
estimated
to be above
$25,000?

What kind of service is the individual or entity providing?

Yes

Isthe
performer a
current KSU

An artistic performance

Will the performer be paid?

Is the
performance part
of a credit or

WHAT KIND OF AGREEMENT DO | NEED?

Services, including consulting services, other than a
lecture, speech, presentation, or performance

Will the individual / entity be paid?

Yes

Submit a request
through the Contract
Management System

and use the Fiscal

Contact Legal

Affairs
(asklegal@
kennesaw.edu)
to determine
what kind of
agreement is
needed

employee, non-credit
USG employee, bearing academic Services Purchasing
or retiree? course or program? Procedures
Yes
Is the Yes

Yes

Submit a Use the

contract Lecturer / Guest

request Speaker
through the Agreement

Contract

System

Lecturer / Guest

Process

See the

Speaker
Packet for
instructions

payment
estimated
to exceed
$25,000?

Yes

Submit a
contract
through the
Contract
Management
System

Use the
Artistic
Agreement
Process

See the
Artistic
Performance
Agreement
Packet for
Instructions

No contract

is needed.

Provide the

individual/entity
a copy of the
guidelines for
Unpaid

Speakers at

KSU (or a link)

If you would like to provide an invited guest a financial token of appreciation in recognition of their special or
distinguished short-term service, follow the process for Providing A Honorarium. Please be advised that
honoraria are only available in limited circumstances, consistent with the process Fiscal Services has
established and KSU and Board of Regents policies.

*If the contracting individual's gains employment within the University System of Georgia at any time during
the contract term, please contact HR immediately for assistance.

Contact
Legal Affairs
(askllegal@

kennesaw.edu)
to confirm the
documentation
needed, if any




