
REDLANDS UNIFIED SCHOOL DISTRICT 
AGREEMENT FOR CONSULTANT SERVICES FORM 

FOR $4999 and under 

INSTRUCTIONS 

1. FORM: Fill out agreement form completely, with dates, times, fees, the Consultant’s signature and your

Site Administrator (and fund administrator, if necessary). Purchasing Manager who is a board authorized

contract signer will co-sign the documents AFTER the req. is received. The signed documents will be returned

to you after approval with a copy of your purchase order.

2. REQUISITION: Please submit an electronic requisition for payment of consultant. Please send this

agreement with the requisition number noted on it along the path of the Requisition. Each

approver must see the agreement in order to approve your requisition. The requisition and agreement MUST

BOTH be received in purchasing for an order to be made. (You DO NOT need to attach a printed copy of

the requisition to the agreement.)

3. CONSULTANT REQUEST FOR PAYMENT FORM: Please give the consultant a Payment form (also

included in this file) for submittal after services are performed, this is not necessary for them to use if

they have their own invoices. The consultant will need to return their request for payment to YOUR

department/site and it will need to be signed by an administrator to verify that services have been received.

Please complete your site info on this form before you send it to the consultant.

4. PLEASE NOTE: This form is for outside consultants ONLY. Employees of RUSD or any school district will

need to submit a “Request To Employ” form though Human Resources.

5. will be working with students more than 5 times. (attach proof of TB test clearance)*

6. will be bringing animals on campus. (attach proof property and liability insurance) If you
have any issues with obtaining the Property and Liability insurance please call Amy in Purchasing

before submitting requisition.*

* Site must run consultant/s thru Meganslaw.ca.gov search if consultant is on a school site. Site shall attach proof
of this to contract.

***************************************************************************** 

A consultant (from Latin: consultare "to discuss") is a professional who provides expert advice[1] in a particular area 
such as security (electronic or physical), management, education, accountancy, law, human resources, marketing (and 
public relations), finance, engineering, science or any of many other specialized fields. 

A consultant is usually an expert or an experienced professional in a specific field and has a wide knowledge of the 
subject matter. 
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 Contract for Consultants/Assemblies under (<) $4,999.00  PO #  /Req # 

Redlands Unified School District  Phone (909) 307-5300  Fax (909) 307-5325 

THIS CONTRACT made and entered into this day _______________ and between Redlands Unified School District hereinafter 
 date 

called the "District" and ________________________________________________  hereinafter called the "Consultant". 
  consultant name 

WITNESSED, the parties do hereby contract and agree as follows: 
1. SCOPE OF WORK: The Consultant shall furnish to the District for a total amount not to exceed ___________________

 (describe what consultant will be doing and itemize any expenses included in the not to exceed amount)  dollar amount 
[ Describe what consultant will be doing and itemize any expenses included in the not to exceed amount. 

2. TERM: The term of this contract shall begin __________ and end _________.
 date   date 

3. PAYMENT SCHEDULE: payments to be processed upon satisfactory completion of consultant work/assembly, and receipt of invoice.
□ If you need check day of Assembly, please check here and state when check is needed. (Submit invoice with requisition.) Check for
_____________needed on ________________.
 dollar amount date 

4. INDEPENDENT CONTRACTOR: Consultant will provide services under this agreement as an independent contractor and not as an
employee of the District. District will not withhold federal or state income tax deductions from payments made to Consultant under
this agreement. Consultant must provide District with his/her Social security number or taxpayer ID number. District will provide
Consultant and the Internal Revenue Service with a statement of earnings at the conclusion of each calendar year as required by IRS.

5. CONFLICT OF INTEREST: Consultant represents that it has no existing financial interest and will not acquire any such interest,
direct or indirect, which could conflict in any manner or degree with the performance or services required under this Agreement and
that no person having any such interest shall be subcontracted in connection with this Agreement, or employed by the Consultant.
Consultant will take all necessary steps to avoid the appearance of a conflict of interest and shall have duty to disclose to the District
prior to entering this Agreement any and all circumstances existing at such time which would pose a potential conflict of interest.

6. HOLD HARMLESS: Consultant agrees to save and hold harmless District or any of its departments, agencies, officers or employees
from all sums which District or any of its departments, agencies, officers or employees may be obligated to pay by reason of any
liability imposed upon them for damages arising out of the performance of the services rendered by Consultant or any person employed
by him/her or of any others for whose acts Consultant is legally liable. Said sums shall include, in the event of legal action, court costs,
expenses of litigation and reasonable attorney fees.

7. WORKERS’ COMPENSATION: The Contractor shall provide Workers’ Compensation or self-insure his or her services.
8. LAW: Consultant shall comply with all federal, state and local laws and ordinances applicable to such work.
9. INSURANCE: During the term of this Agreement, the Consultant shall maintain liability insurance in an amount not less than
$1,000,000 unless otherwise agreed in writing by the District, automobile liability insurance to the amount required under California
State law or more, and Workers Compensation as required under California State law. The Consultant shall provide certificates
indicating applicable insurance coverages within ten (10) days of the effective date of this Agreement NAMING THE DISTRICT AS
ADDITIONALLY INSURED with the endorsement on form CG20(10/26)0704 and CG20370704, 3 pages total, or 20101185 2 pages
total.

 Needed only if checked below. 
10. IN WITNESS THEREOF, the parties hereunto have subscribed to this Agreement, including all Contract Documents as indicated
below:

□ Specifications/Scope of Work Statement
□ Purchase Order (will be sent after signature and needed documents are received)
□ Certification by Contractor of Criminal Records check (only needed if working with students)
□ Consultant not working with students

□ W-9 form
□ Will be working with students more than 5 times. (attach proof of TB test clearance)
□ Certificate of Insurance / Naming District ADDITIONALLY insured
□ Workers Compensation Certificate Received OR
□ Sole Proprietor/no Workers Comp. NO Certificate Needed

Name of Consultant(s) to be on site:_______________________________ must run consultant/s thru Meganslaw.ca.gov
search if consultant is on a school site. Site shall attach proof of this to contract.

REDLANDS USD, P.O. Box 3008, 
20 W. Lugonia Ave. 
Redlands, CA 92373:   

__________________________________ 

Site/Supervisor/Principal, Coordinator 

_________________________________

Approval of Purchasing Director or CBO

CONSULTANT:   

__________________________________ 

Name (Print) 

__________________________________ 

Signature 

__________________________________ 

Soc Sec #/ Tax I.D. Number
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CERTIFICATION BY CONTRACTOR/CONSULTANT 

CRIMINAL RECORDS CHECK 

AB 1610, 1612 and 2102 

(only needed if working with students) 

To the Governing Board of Redlands Unified School District: 

I, ____________________________________________certify that: 
 Name of Contractor/Consultant 

1. I have carefully read and understand the Notice to Contractors Regarding Criminal Record

Checks (Education Code Section 45125.1) required by the passage of AB 1610, 1612 and
2102.

2. Due to the nature of the work I will be performing for the District, my employees may
have

contact with students of the District.

3. None of the employees who will be performing the work have been convicted of a violent

or
serious felony as defined in the Notice and in Penal Code Section 1192.7 and this

determination was made by a fingerprint check through the Department of Justice.

I declare under penalty of perjury that the foregoing is true and correct. 

Executed at ___________, California on __________. 
 Location/City Date 

_______________________________ 
Signature 

_______________________________ 
Typed or printed name 

_______________________________ 
Title 

_______________________________ 
Address 

_______________________________ 
Telephone 
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CONSULTANT REQUEST FOR PAYMENT 

To: Administrator of _________________s / District Office  Date: _____________ 
 Site 

DEPARTMENT:   

STREET ADDRESS:  

CITY: [ ________ ] STATE: [ ________ ]  ZIP:  

From:__________________________________ PHONE: 
 consultant name 

Date/s of Service: ________________ to_______________  P.O. # __________________ 

Description of Service:  

Payment is requested for __________________(# of days, hours, etc) at the rate of __________ 

per___________ in the total amount of ____________________  [ ________ ] 

This claim is for (check one):   □ Partial Payment □ Final Payment

The following certificate must be completed by individual consultants (consultant firms should disregard it): 

I certify that I am □ / I am not □ (check one) drawing pay as a retired member of the California State Teachers’ 

Retirement System (STRS). If an employee of a federal, state, or local government agency, I certify that all 
services for which payment is now being claimed were rendered at time other than my regular assigned workday 

for that agency. 

____________________________________ 
Signature of Consultant 

SOCIAL SECURITY #/TAX I.D. NUMBER 
(W-9 attached must be completed for 
payment to be processed) 

DISTRICT AUTHORIZATION OF PAYMENT 

I hereby certify that the above named consultant has performed services as claimed and is entitled to payment 
as specified above. 

__________________________________________________ ________________ 

Authorized Signature (Administrator/Principal/District Administrator)  Date 

Consultant shall send request for payment to Originating Department/Site. 

DEPARTMENT/SITE SHALL SEND COMPLETED / SIGNED REQUEST FOR PAYMENT 
TO ACCOUNTS PAYABLE. 
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Megan’s Law Background Check 

(needed if working on any campus while students are present) 
To be completed by District Site 

To provide a safe and protective environment for students, the Redlands 
Unified School District is using the Megan’s Law database to complete 
background checks on consultants. This database identifies adults who 
are registered sex offenders. 

Because you are a consultant at a school site, you are subject to a 
background check utilizing the Megan’s Law database. 

Thank you for your cooperation in increasing the district’s ability to 
protect our students’ well-being. 

I acknowledge that I am not a registered sex offender and the Redlands 
Unified School District will check the Megan’s Law public database to 
confirm this. This form can be used throughout the school year to review 
my status. 

School Site: ____________________ Teacher: ____________________ 
if applicable

Consultant name: ______________________________________________________ 

Consultant home address: _______________________________________ 

Consultant D.O.B. ___________   Phone: ___________________ 

Business name: ________________________________________________ 

Signature: ___________________________  Date: ___________ __/____/____ 

Business name: __________________________________________ 

Office use only: 

Date background check completed: ______________________________________________ 

Clearance approved: Yes: __________ No: __________ 

Completed by : ______________________________________________ 



6 
REV: 2/1/2018 



7 
REV: 2/1/2018 


	date: 
	consultant name: 
	dollar amount: 
	date_2: 
	date_3: 
	If you need check day of Assembly please check here and state when check is needed Submit invoice with requisition Check for: Off
	dollar amount_2: 
	date_4: 
	search if consultant is on a school site Site shall attach proof of this to contract: 
	Soc Sec  Tax ID Number: 
	Name of ContractorConsultant: 
	LocationCity: 
	Date: 
	Typed or printed name: 
	Title: 
	Address: 
	Telephone: 
	Date_2: 
	From: 
	PO: 
	per: 
	in the total amount of: 
	Date_4: 
	Business name_2: 
	description of services: 
	Check Box11: Yes
	Check Box10: Off
	Check Box9: Off
	Check Box8: Off
	Check Box7: Off
	Check Box6: Yes
	Check Box5: Off
	Check Box12: Off
	Check Box13: Off
	Name Print: 
	Dates of Service: 
	to: 
	Payment is requested for: 
	of days hours etc at the rate of: 
	Group15: Off
	16: Off
	Department: [Other (please input)]
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Teacher: 
	School Site: 
	Consultant name: 
	Consultant home address: 
	Consultant DOB: 
	Phone: 
	Business name: 
	Dropdown25: [District Office]
	Check Box26: Off
	will be working with students: Off
	will be bringing animals: Off
	will run through meganslaw: Off
	Text1: 


