
What kind of service is the individual or entity providing?

An artistic performance

Will the performer be paid? Will the individual / entity be paid? Will the individual / entity be paid? 

Is the individual 
a KSU 

employee, 
USG employee, 

or retiree?

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.

Is the 
payment 

estimated 
to be above 

$25,000?

Is the 
payment 

estimated 
to exceed 
$25,000?

Submit a 
contract 
request 

through the 
Contract 

Management 
System

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)

Contact
Legal Affairs
(askllegal@

kennesaw.edu)
to confirm the

documentation
needed, if any


