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Specialized Professional Services (SPS) Procedure
1. Specialized Professional Services (SPS) are services performed by administrative professionals, professional consultants, or guest lecturers. A department requesting SPS must complete Sections 1, 2, and 3 of the Request for Specialized Professional Services form. The description of the service must clearly explain the nature of the work to be performed and demonstrate how the services meet one or both of the following standards:
a) Standard A – Temporary, Intermittent, or Irregular Services: The description must use quantifiable and descriptive language to explain how the services are temporary, intermittent, or irregular in nature. Typical approvals under this standard involve 16 hours or fewer per week.
b) Standard B – Specialized Expertise: The description must explain how the services require expertise that is uncommon within the College workforce. Simply stating that the services are “specialized” is insufficient and does not provide adequate information for approval.
2. The requesting department submits completed form to the Divisional Office for review and signature.
3. Upon Divisional Office approval:
a) Non-academic divisions submit the form to the Senior Vice President for review and signature.
b) Academic divisions submit the form to the Provost for review and signature.
4. After approval in Step 3, the form is submitted to Financial Services, wilsked@lcc.edu, for review and signature.
5. Following Financial Services approval, the form is forwarded to Human Resources (HR),  hr-compensation@lcc.edu, for final review and approval.
6. Upon HR approval, HR forwards a copy of the approved form to the Budget Office, fs-fpar@lcc.edu, and requests assignment of a position number, if applicable (new positions only).
7. HR notifies the requesting department of approval contingent upon the successful completion of a background check. HR provides a copy of the approved SPS form, which serves as the contingent job offer, along with the background authorization form. These documents must be provided to the Specialized Professional.
8. The division contacts the recommended individual and obtains authorization to conduct the background check.
9. Upon successful completion of the background check, HR forwards a final approved copy of the form to the division, noting the assigned position number (if applicable) and approval by the HR Director of Total Compensation.



Request for Specialized Professional Services (SPS) Form
 DIVISION INFORMATION
Division:  Click or tap here to enter text.
	Contact Name:  Click or tap here to enter text.
	Contact Position Number:  Click or tap here to enter text.
	Job Title:   Click or tap here to enter text.	Phone:  Click or tap here to enter text.
	Work Location:  Click or tap here to enter text.

PROVIDER INFORMATION
SPS Provider Name:  Click or tap here to enter text.
	SPS Job Title:  Click or tap here to enter text.
	SPS Position Start Date:   Click or tap here to enter text.
	SPS Position End Date:   Click or tap here to enter text.
	SPS Work Location:  Click or tap here to enter text.

COMPENSATION INFORMATION
	SPS FOPAL:  Click or tap here to enter text.
	SPS Position Number:  Click or tap here to enter text.
	SPS Rate of Pay:  Click or tap here to enter text.
	SPS Hours per Week Schedule: Click or tap here to enter text.
DESCRIPTION OF SERVICES
Click or tap here to enter text.




APPROVAL SECTION
Division Leader: Enter or insert signature. 	Date: Enter date. 
										
Senior Vice President or Provost: Enter or insert signature. 	Date: Enter date.

Chief Financial Officer: Enter or insert signature. 	Date: Enter date.

HR Director of Total Compensation: Enter or insert signature. 	Date: Enter date.

For HR Use Only:
Approval: 
☐ Standard A
☐ Standard B


Page 2 of 2

image1.emf

