How to Request Payments or Reimbursements
for PLU School of Music, Theatre & Dance

WHAT

They are
affiliated with
PLU

To pay a person
or business for
services or
reimbursement

They are NOT
affiliated with
PLU

**Examples of non-professional
services include: equipment
maintenance/repair/relocation,
sale of goods, rental of equipment,
venue, or transportation, outsourced
media services

WHO

Full-time faculty, or
part-time faculty during
Fall or Spring semester
when in contract for other
work by HR

They are PLU
Faculty

They are a
PLU Student

They are an
individual or
LLC providing a
professional*
(artistic) service

They are an
individual, LLC,
or business

providing a
non-
professional**
service

They are
providing a
service (use of
their time &

They are a .
expertise)

current PLU
Faculty

member
They need

reimbursement
for an approved

purchase

They are a
non-active
faculty They are
member providing a
service (use of
their time &
expertise)
They are a
past or non-

active student

They are
providing a
service (use of
their time &
expertise)

They are a
currently

enrolled PLU

student

*Examples of professional
(artistic) services include:
performance, masterclass or
lecture, accompaniment,
photography, light design,
clinician, adjudicator,
or student instruction

ACTION

Please complete
the Faculty
Extra Pay
Request form

Please submit
the itemized
receipts for
reimbursement

Please complete
an Affiliate
Artist
Agreement
Request form

Please complete
a Student
Hiring Request
form

They need to
provide an
electronic

payment link

or an invoice
and W9

Note: Action forms can be found on the web at plu.edu/music/documents under the Faculty Information section. The Affiliate
Artist Agreement Request, Faculty Extra Pay Request, and Student Hiring Request forms

must be submitted by faculty, not students.



