
Guest Speaker Reimbursement 

If you will be having a guest speaker or independent contractor render a service for a fee, you will have 
to submit an Independent/Guest Lecturer/Performer/Payment form so that payment can be issued. 

• You will have to complete and submit 3 forms for payment to be issued Independent/Guest 
Lecturer/Performer/Payment, Independent contractor determina�on form, and a W9 for the 
guest speaker.  

• The Independent Contractor Determina�on form must be submited and approved prior to the 
service being performed.  

o The I/C determina�on form, scope of work, and budget for guest lecturer services must 
be emailed to Jay Wood Jay.Wood@csusb.edu for approval. 

o Independent contractor determina�on form: indep-contr-determin (1).pdf (csusb.edu) 
 

• Once you receive the approved I/C determina�on form you can now send it along with the W9 
and the Independent/Guest Lecturer/Performer/Payment form to SPA_Expense@csusb.edu  

 Please note that procurement asks that all 3 forms are combined into one PDF 
file when submi�ng.  

o Independent/Guest Lecturer/Performer/Payment PDF form: indep-contr-guest-
payment.pdf (live-csusb.pantheonsite.io) 
 Form to be signed by the lecturer/performer and by you as the PI 

o Independent contractor determina�on form: indep-contr-determin (1).pdf (csusb.edu) 
o W9: Form W-9 (Rev. December 2014) (live-csusb.pantheonsite.io) 

 
• Please note: The California State Franchise Tax Board consider CSUSB and the UEC to be one tax 

loca�on. Therefore, any CSU faculty/staff cannot be considered independent contractors to UEC. 
Their payment will be processed as UEC Payroll. 
 

• Defini�on of an Independent Contractor: An Independent Contractor is an individual (business 
person), who is not an employee of the UEC or CSU campus, and who provides primarily 
professional/consultant or technical services. Their services are expected to be temporary or 
infrequent. Examples of independent contractors could be consultants, designers, interpreters, 
evaluators, etc. 
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