
Updated 01/23/17 * Additional employment maximum is 125% as per CSU Policy.

Additional Employment Pre-Approval Form Routing (Staff)

Requester has 
additional work* 

available

Requester finds 
alternate Staff 

Member

Staff Member completes 
Additional Employment Pre-

Approval (AEP) form and submits 
to Manager.

Manager signs and emails AEP 
form (or sends hard coy) to 

University Personnel (UP) and 
College Analysts for Funding 

Department’s college and Staff 
Member’s college

UP calculates total 
employment for Staff 

Member

UP emails completed form to 
Requester, Staff Member, Staff 

Member’s Manager, and College 
Analysts for Staff Member’s 

college and Funding Department’s 
college

Depending on job code for 
Additional Employment, UP will 
create employment record or 
funding Department’s College 

Analyst (or ASC) creates Special 
Consultant Agreement routes for 

signature approval

Requester asks Staff 
Member to work

Staff Member discusses 
with Manager

Staff
accepts

work

Staff
declines

work


