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Partners in Campus Business Operations
Special Consultant (SC) Agreement Form and Guidelines -Updated

Subscribe to the PCBO Mailing List

PCBO Communications Archive

Sent On behalf of:  Office of Human Resources

Hello Campus Partners,

The Special Consultant (SC) Agreement form and the Special Consultant guidelines on
the Office of Human Resources website have been updated.

In order to comply with CalPERS hours worked reporting requirements, all rehired annuitants
performing the duties of a Special Consultant must be classified in the Special Consultant -
Hourly (class code 4662) classification. 

The Special Consultant (SC) Agreement form and guidelines have been updated to comply with
this requirement and include the following changes:

‘Current CSU Employee’ drop-down options have been updated to include rehired
annuitant. 
The salary rate field allows you to select whether the special consultant is being paid a
daily or hourly rate.  
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SPECIAL CONSULTANT APPOINTMENT FORM  
           CALIFORNIA STATE UNIVERSITY SAN MARCOS 


SECTION I – SPECIAL CONSULTANT INFORMATION 
Name: Employee ID: 
Phone Number: Email: 
Current CSU Employee: Employee Category: Time Base: 
Name of Campus or State Agency: 
SECTION II – DESCRIPTION OF SPECIAL CONSULTANT DUTIES 


Appointment Start Date: End Date: Department/Division: 
Rate Type: Rate Amount: Number of Days or Hours being worked: Total: 


SECTION III – FUNDING SOURCE INFORMATION 
Account Fund DeptID Program Class Project Amount to Apply 


Position Number: Pool ID: FTE: 


Department Representative Name Phone Number Signature Date Signed 
SECTION IV – CONSULTANT ACCEPTANCE 
I have reviewed the Special Consultant Appointment Guidelines and agree to the terms of this consulting appointment. I further agree that I will 
not begin my assignment until all appropriate approvals have been received and department has received approval from the Office of Human 
Resources. I understand that if I am not a current CSUSM employee, I must complete the sign-in process with the Office of Human Resources 
department prior to starting my assignment. 


Consultant Name Signature Date Signed 
SECTION V – APPROVALS 
By signing below, I approve the terms of this special consultant appointment. I agree that all of the information on this form is accurate, and I 
have ensured this special consultant appointment will not put any current CSU staff/faculty over the 125% employment limit. I also understand 
that the consultant will not begin the assignment until OHR has provided the signed appointment form. If the person named on this form is not a 
current CSUSM employee, I will ensure they complete the sign-in process with OHR prior to their assignment start date. 


Dean/Director/MPP Name Signature Date Signed 


PAT Reviewer Name Initials Date Signed 


PAT Member Name Signature Date Signed 
HUMAN RESOURCES 
Exempt: PER/STRS Member: Retired Annuitant: Faculty Affairs Approved: 
HR Comments: 


Human Resources Analyst Signature Date Signed 


Human Resources Manager Signature Date Signed 


SAMPLE
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Pcbodist mailing list -- pcbodist@csusm.edu

To unsubscribe send an email to pcbodist-leave@csusm.edu





The language regarding the sign-in process has been updated to reflect the current
practice.
The form has been streamlined by removing the guidelines (previously pages 2 and 3)
from the actual Agreement. 
The updated Special Consultant Guidelines reflect the changes outlined above. 

A PDF of the updated SC agreement form is attached for your reference only.

As a reminder, each new SC Agreement should be initiated through Adobe Sign Workflow, as these
forms may be updated at any time.

Thank you,

Office of Human Resources, Administrative Building Suite 4800
Direct:  760-750-4411 | Main: 760-750-4418
https://www.csusm.edu/hr/
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