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GUEST/SPECIAL LECTURERS 

Guest/Special lecturers are defined as those given by non-campus speakers/service providers who are 
paid by honorarium/service fee. This payment is generally for a one time lecture/service or a short series 
of lectures/services over a specific date range. For tax purposes there are three types of Guest/Special 
lectures: Domestic, Foreign and CSU. 

AUTHORIZED PURCHASES AND THE MOST APPROPRIATE METHOD OF PAYMENT 

Generally, lower risk, lower dollar goods and supplies (including all taxes, fees and shipping charges) and 
certain services should be purchased with the PCC, which is a more efficient and less costly means of 
payment. Student and Non-Employee travel may also be paid via the PCC, but must still follow the CSU 
Travel Policy, SDSU Travel Policy, and other applicable policy guidelines. If the noted payment method 
cannot be used or the purchase is outside of the governing source limitations, an Exception Form will be 
required, noting the reason for the exception, or a Purchase Order will need to be issued. For items 

noted with** below, every effort should be made to use an on-campus provider. 

Type of Expense (subject to PCC limits and thresholds below) PCC DPR GL 

Accreditation/Committee Member Service Fees X 

Advertisements/Publications - one-time fee X 

Catering/Food Purchases - from Aztec Shops, requires a Hospitality 
Justification Form.- X 

Catering/Food Purchases - off Campus/non-Aztec Shops Vendor, requires 
a Hospitality Justification Form; requires First right of refusal from Aztec 
Shops- X 

Computers / iPads (purchased from Aztec Shops Only) X 

Conference Registration Fees [3] X 

CSU BUY purchases - CSU's online Marketplace and one stop shop for 
orderinQ usinQ vour Procurement Credit Card (PCC) r11 X 

Digital Materials - books, reference materials, periodicals or subscriptions 
for download onto University owned devices only and which have no Terms 
& Conditions, Including Athletics recruiting materials X 

Document Shredding X 

Dry Cleaning - (must be a business required uniform/costume, unrelated to 
business travel) X 

Employee Reimbursements not to exceed $500; exception form required for 
reimbursements Qreater then $500 X 

Equipment - (not to exceed $4,999 per item including tax, fees, and shipping. 
If $5,000 or greater, the requisition processes must be utilized) X 

Equipment Rental less than $1,000 (if performed on campus, campus 
department must ensure insurance requirements are met prior to the 
service being performed) X 

Equipment Repairs less than $1,000 (if performed on campus, campus 
department must ensure insurance requirements are met prior to the 
service beinQ performed) X 

Furniture purchases are allowed if the furniture is freestanding and will not 
be assembled by the supplier OR installed / affixed into any building or X 
structure. 
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General services (non-public works) under $1,000 provided by in-state 
vendors (if performed on campus, campus department must ensure 
insurance requirements are met prior to services being performed) [2] 

-

Hazardous materials and gases listed on the EHS Hazardous Matrix require 
EHS review prior to purchase. If the same gas and volume are being re-
ordered and has previous approval, the purchase can proceed. However, if 
there is a new gas or a different volume, EHS must review and provide 
written approval prior to purchase. The campus partner is responsible for 
obtaininq the Safety Data Sheet (SDS) for all purchases. 
Memberships - (if vendor does not accept credit cards, a DPR may be 
used) 
Office Supplies (Staples is the supplier of choice for the CSU) [1] [4] 

Online Trainings/Webinars 

Party Supply Rentals (if delivered and setup on campus, campus 
department must ensure insurance requirements are met prior to delivery) 
Permits/Fees/Assessments - considered a one-time fee for processing or a 
regulated/mandated fee to include legal fees through OGC or BFA 
Executive Team, non-recurrinq 
Printing/Copier - on campus through Reprographics "" 

---

X 

X 

X 

X 

X 

X 

X 

Charged by 
Accounting Services 

Printing/Copier - off campus vendor, first right of refusal from Reprographics 
required prior to date of printing or copying** X 

Room/Facility Rentals - on campus/Associated Students"" X 

Room/Facility Rentals - off campus vendor;"" X 

Shipping/Freight/Express Delivery Service (e.g. FedEx or UPS) X 

Software requires TARP / Software Request approval (with low risk). 
X 

Sponsorships related to community relations or fundraising events to 
promote the University - requires a Hospitality Justification Form X 

Subscriptions (periodicals which have no Terms & Conditions) X 

Peer Reviews (note: payment for services can ONLY be issued to non-
SDSU employees) X 

Special or Infrequent Lecture Fees X 

Test Reviewer Service Fees X 

Travel - Student and Non-Employee (Travel = Transportation and lodging 
only) (Meals are per-diem based and dependent on category of travel - See 
IRA SSF or CSU Travel Policv) X 

[1] Staples is the supplier of choice for office supplies with the CSU and is available on CSU BUY. Office
supplies should NOT be purchased from Amazon.

[2] Services provided by individuals for things such as modeling or make up services where the supplier
does not take credit cards and would historically be paid using a Guest Lecture Form, can continue to be
paid using the Guest Lecture Form without an Exception Form.

[3] If conference registration is paid by a PCC, it must be included in the traveler's Concur expense report
and marked as university paid to ensure data is captured accurately.

[4] Purchases of items such as but not limited to tissue, bottled water, water services, and similar
consumables are permissible when they serve a clear and justifiable university business purpose,
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