
Michigan Civil Service Commission Regulation 7.01 
Personal Services Outside the Classified Service 

SPDOC 26-05, effective June 7, 2026 (replaces Reg. 7.01, SPDOC 25-15) 

1. Purpose 
This regulation establishes standards to request Civil Service staff approval to make 
disbursements for personal services outside the classified workforce. 

2. CSC Rule References 
7-1 Disbursements for Personal Services Outside the Classified Service 
7-1.1 Requirements 
An appointing authority shall not make or authorize disbursements for personal services 
outside the classified service until the provisions of article 11, section 5, of the constitution and 
the civil service rules and regulations have been complied with in every particular. 

7-1.2 Disapproval by Director 
If an appointing authority makes or authorizes disbursements for personal services outside the 
classified service in violation of article 11, section 5, of the constitution or an applicable civil 
service rule or regulation, the state personnel director may disapprove any further 
disbursements by written order. If an appointing authority fails or refuses to comply with an 
order of the director, the director is authorized to take all appropriate action, including filing a 
civil action, to compel compliance with the disapproval order. 

7-2 Jurisdiction 
7-2.1 Civil Service Review or Approval Not Required 
An appointing authority is not required to seek or obtain civil service approval for any of the 
following disbursements outside the classified service: 

(a) Not personal services. Disbursements that are not for personal services. 

(b) Exempt and excepted employees. Disbursements to persons occupying positions excepted 
from the classified service by article 11, section 5, of the constitution, or exempted by the 
state personnel director under rule 1-9.2. 

(c) Mixed disbursements. Disbursements for personal services that are included with other 
disbursements if (1) the predominant purpose of the mixed disbursements is not for 
personal services and (2) the personal services are logically or practically related to the 
predominant purpose of the mixed disbursements. 

(d) Grants. Disbursements of grants. 

(e) Federal law. Disbursements under federal law if the use of the classified service is not an 
option. 
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(f) Intergovernmental disbursements. Disbursements to any of the following governments or 
their political subdivisions: 

(1) One or more of the states of the United States. 

(2) The United States. 

(3) Canada. 

(g) Intragovernmental disbursements. Disbursements to any of the following public bodies: 

(1) An agency of the executive, judicial, or legislative branch of the state of Michigan. 

(2) A political subdivision of the state of Michigan, including, but not limited to, a county, 
township, city, village, or district. 

(3) Any governmental body created by agreement of any two or more counties, townships, 
cities, villages, or districts, as authorized by law. 

(4) A nonprofit community board, agency, or corporation created under local, state, or 
federal law to exercise a governmental function. 

(5) A public university, public college, public community college, or other public school. 

(h) Court ordered disbursements. Disbursements made pursuant to a court order requiring 
disbursements for personal services, if the court retains jurisdiction of the matter or the 
matter is subject to further court review. 

7-2.2 Complaints 
A complaint that an appointing authority has made or authorized disbursements for personal 
services in violation of article 11, section 5, of the constitution or a civil service rule or regulation 
must be filed with the state personnel director under the procedures authorized in rule 7-9. 

7-3 Standards for Disbursements for Personal Services 
7-3.1 Requirement to Meet Standard 
Except as provided in rule 7-2, an appointing authority may make or authorize disbursements 
for personal services outside the classified service only if the personal services meet one or more 
of the standards in rule 7-3.2. 

7-3.2 Standards 
(a) Standard A. The personal services are temporary, intermittent, or irregular. 

(b) Standard B. The personal services are (1) so specialized, technical, peculiar, or unique that 
they are not recognized as normal to the classified service or (2) the appointing authority is 
unable to recruit enough qualified candidates willing to accept a classified position. 

(c) Standard C. The personal services involve (1) the use of equipment, materials, or facilities 
not reasonably available to the agency at the time and place required and (2) the estimated 
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cost to the agency in procuring such equipment or materials and establishing the needed 
positions would be disproportionate to the contract cost. 

(d) Standard D. The personal services would be obtained at substantial savings over the 
proposed period of disbursements when compared with having the same personal services 
performed by the classified workforce. The personal services do not meet this standard if, 
despite the savings over the proposed period of disbursements, substantial savings would 
not likely be realized over the long term. Savings are “substantial” if the average annual 
savings over the proposed period of disbursements are equal to or greater than the 
minimum required savings computed below: 

(1) If $1 to $25,000, 25% of average annual costs is required. 

(2) If $25,001 to $50,000, 20% of average annual costs and at least $6,250 is required. 

(3) If $50,001 to $100,000, 15% of average annual costs and at least $10,000 is required. 

(4) If $100,001 to $200,000, 12.5% of average annual costs and at least $15,000 is required. 

(5) If $200,001 to $500,000, 10% of average annual costs and at least $25,000 is required. 

(6) If $500,001 to $1,000,000, at least $50,000 is required. 

(7) If $1,000,001 and above, 5% of average annual costs is required. 

7-4 Disbursements to Special Personal Services Employees 
An appointing authority may make disbursements for personal services to a special personal 
services employee if both (a) the personal services meet Standard A or Standard B in rule 7-3 
and (b) the disbursements for personal services have been approved under the request 
procedures in rule 7-6 or preauthorized under rule 7-7. 

7-5 Disbursements to Independent Contractors 
An appointing authority may make disbursements for personal services to an independent 
contractor if both (a) the personal services meet one or more of the standards in rule 7-3 and 
(b) the disbursements for personal services have been approved under the request procedures 
in rule 7-6 or preauthorized under rule 7-7. 

7-6 Prior Written Approval by Civil Service Staff 
7-6.1 Procedure 
An appointing authority may submit to civil service staff a request for approval to make 
disbursements for personal services outside the classified service. Civil service staff shall 
(1) receive and evaluate the request, (2) receive and evaluate information submitted by other 
interested parties, and (3) issue a written technical decision. The staff shall approve the request, 
with or without conditions, or shall deny the request. 
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7-6.2 Approval 
Civil service staff approval of a request to make disbursements for personal services outside the 
classified service must include the following: 

(a) The maximum aggregate dollar amount the appointing authority is authorized to disburse 
for the requested personal services during the approved period. 

(b) The specific personal services that the appointing authority is authorized to purchase 
outside the classified service with approved disbursements. 

(c) The period during which the appointing authority is authorized to make approved 
disbursements. 

(d) Any other requirement, condition, or restriction on the disbursements necessary to ensure 
that the appointing authority complies with article 11, section 5, of the constitution and the 
civil service rules and regulations. 

7-6.3 Effective Date of Staff Decision 
(a) One interested party. If the appointing authority is the only interested party participating in 

the civil service staff review, the technical decision is effective upon its issuance, unless a 
later date is specified in the technical decision. 

(b) Two or more interested parties. 

(1) Effective date. If more than one interested party participates in the staff review, the 
technical decision is effective 14 days after the date the technical decision is issued, 
unless a different date is specified in the technical decision or the state personnel 
director issues a stay. 

(2) Request for stay. An interested party intending to appeal the technical decision may file 
a request that the state personnel director stay the effective date of the decision pending 
appeal. The request for a stay must be received by the director within 10 days after the 
date the technical decision is issued. The director may stay the effective date of the 
technical decision pending a technical appeal if the director determines that (1) it is 
unlikely that the request meets any of the standards for approval and (2) a stay is in the 
best interest of the classified service. 

7-6.4 Complaint Regarding Technical Decision 
An interested party who participated at the civil service staff review may file a technical 
disbursement complaint as provided in rule 8-3. The technical complaint must be received by 
the civil service technical review staff and all other interested parties within 14 days after the 
date the technical disbursement decision is issued. 
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7-6.5 Compliance 
An appointing authority shall comply with all requirements, conditions, and restrictions 
established in the civil service approval of a request to make or authorize disbursements for 
personal services outside the classified service. By way of example only, an appointing 
authority is prohibited from doing any of the following: 

(a) Disbursing funds in excess of the approved maximum aggregate dollar amount. 

(b) Disbursing funds for personal services other than approved personal services. 

(c) Disbursing funds for personal services performed outside the period approved for the 
disbursements. 

(d) Failing to comply with any requirement, condition, or restriction established in the civil 
service approval. 

7-7 Preauthorized Approval 
7-7.1 Publication of List 
Civil service staff shall establish and publish a list of personal services deemed to meet one or 
more of the standards of rule 7-3 without further review. 

7-7.2 Use of Preauthorized Approval 
An appointing authority may make or authorize disbursements for any preauthorized personal 
services without submitting a request or obtaining prior written approval of civil service staff 
under rule 7-6. When making or authorizing disbursements for preauthorized personal services, 
the appointing authority shall comply with all requirements, conditions, and restrictions 
established by civil service staff for the use of the list of preauthorized personal services. 

7-7.3 Reporting 
As a condition of using the preauthorized list, the appointing authority shall report all 
disbursements for preauthorized personal services as required by statute and the civil service 
regulations. 

7-7.4 Additions to Preauthorized List 
An appointing authority seeking to add personal services to the list of preauthorized personal 
services may file a request with civil service staff under the procedures authorized in rule 7-6. 
Civil service staff approval of a request to add personal services to the list of preauthorized 
personal services must include the following: 

(a) A description of the particular type of personal services being added to the list of 
preauthorized personal services. 

(b) The standard in rule 7-3 that the added personal services is deemed to satisfy. 
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(c) Any other requirement, condition, or restriction on the use of the preauthorization necessary 
to ensure that the appointing authority complies with article 11, section 5, of the constitution 
and the civil service rules and regulations. 

7-7.5 Complaints or Appeals 
Any complaint regarding the use of the preauthorized approval process or any disbursements 
for personal services made or authorized under the preauthorized approval process must be 
brought under the procedures authorized in rule 7-9. Any complaint regarding a technical 
decision to add personal services to the preauthorized list must be brought by an interested 
party under the technical appeal procedures in rule 8-3. 

7-8 Emergency Disbursements 
An appointing authority may authorize or make disbursements for personal services outside 
the classified service without prior civil service approval when an emergency occurs. The 
emergency personal services must not continue beyond 28 days without approval of civil 
service staff. Civil service staff may approve continuation of emergency services for an 
additional period not to exceed 28 days. 

7-9 Complaints and Investigations 
7-9.1 Investigation by Director 
(a) Complaint required. Any person who alleges that an appointing authority has made or 

authorized disbursements for personal services outside the classified service in violation of 
article 11, section 5, of the constitution or a civil service rule or regulation must file a 
complaint with the state personnel director and serve a copy on the appointing authority 
and the state employer. 

(b) Examples of violations. Alleged violations for which a complaint must be filed include, but 
are not limited to, the following: 

(1) The appointing authority has made or authorized disbursements for personal services 
outside the classified service in violation of article 11, section 5, of the constitution. 

(2) The appointing authority has made or authorized disbursements for personal services 
outside the classified service without obtaining approval required by the civil service 
rules or regulations. 

(3) The appointing authority has made or authorized any of the following disbursements 
for personal services outside the classified service: 

(A) Disbursements in excess of the maximum aggregate dollar amount approved by civil 
service. 

(B) Disbursements for personal services other than those approved by civil service. 
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(C) Disbursements for personal services performed outside the period approved by civil 
service. 

(D) Disbursements that do not comply with a requirement, condition, or restriction 
established in the civil service approval. 

(4) The appointing authority obtained civil service approval by fraud, material 
misrepresentation, or failure to disclose material facts. 

(5) The appointing authority made or authorized improper preauthorized disbursements 
for personal services. 

(6) The appointing authority failed to report disbursements for personal services as 
required by law, including the civil service rules and regulations. 

(7) The appointing authority failed to document adequately its compliance with the civil 
service rules and regulations. 

7-9.2 Action by Director 
After reviewing the complaint, the state personnel director may act on the complaint or may 
appoint a person to conduct an inquiry and make a recommendation for action to the director. 
If the director finds that an appointing authority has made or authorized disbursements for 
personal services outside the classified service contrary to article 11, section 5, of the 
constitution or a civil service rule or regulation, the director may disapprove disbursements for 
personal services or take other appropriate action to ensure compliance with the constitution 
and the civil service rules and regulations. 

7-9.3 Appeal of Director’s Determination 
A determination of the state personnel director under this rule 7-9 is final unless a party to the 
inquiry files an application for leave to appeal to the civil service commission under rule 8-7 
within 28 days after the date the director’s determination is issued. 

7-10 Audit and Enforcement 
Civil service staff shall periodically audit appointing authorities to ensure that they are 
complying with article 11, section 5, of the constitution and the civil service rules and 
regulations governing disbursements for personal services outside the classified service. If the 
state personnel director determines that an appointing authority has not substantially complied 
with article 11, section 5, of the constitution or the rules and regulations, the director may 
(1) require the appointing authority to file a written request and obtain prior written approval 
from civil service staff for all disbursements for personal services outside the classified service 
and (2) take such other action as will reasonably ensure that the appointing authority complies 
with article 11, section 5, of the constitution and the rules and regulations in the future. 
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7-11 Contract Requirements 
Every contract by a state agency that authorizes disbursements for personal services outside the 
classified service must contain a provision that the state is obligated to comply with article 11, 
section 5, of the constitution and applicable civil service rules and regulations. The provision 
must also give notice that, notwithstanding any other provision of the contract to the contrary, 
the state personnel director is authorized to disapprove contractual disbursements for personal 
services if the director determines that the contract or the disbursements violate article 11, 
section 5, of the constitution or applicable civil service rules and regulations. The failure of an 
appointing authority to require such a provision in a contract does not limit or restrict the 
authority of the civil service commission and the director to disapprove disbursements for 
personal services outside the classified service. 

7-12 Limitations 
Approval by civil service staff under this chapter does not relieve an appointing authority of an 
obligation under any other law or non-civil service rule or regulation that may apply to a 
contract. Approval by civil service staff under this chapter does not constitute approval of any 
contract or agreement by the state of Michigan under which an appointing authority makes or 
authorizes approved disbursements for personal services outside the classified service. 

3. Definitions 
A. CSC Rule Definitions. 

1. Contractor means an independent contractor or special personal services employee who 
enters into a contract with a state agency to provide personal services. 

2. Disbursements for personal services outside the classified service means 
disbursements of appropriated funds by a state agency for the personal services of a 
person who is not a classified employee of the state. 

3. Grant means a congressional or legislative appropriation that is passed through a state 
agency directly to, and for the benefit of, the recipient of the grant. 

4. Independent contractor means an individual contractor or an employee of a contractor 
who provides personal services and who is not an employee of the state of Michigan. 

5. Party means any of the following persons or organizations:… 

(c) Party, in a review of a technical disbursement decision, means any of the following: 

(1) The appointing authority that files a request under rule 7-6 or 7-7 regarding 
disbursements for personal services. 

(2) An exclusive representative of a classified employee with a direct interest in the 
technical disbursement decision. 
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(3) A nonexclusively represented classified employee with a direct interest in the 
technical disbursement decision. 

(4) A limited-recognition organization appearing on behalf of a classified employee 
with a direct interest in the technical disbursement decision. 

(5) The office of the state employer. 

(6) Any other person or organization with a demonstrable special interest in the 
technical disbursement decision who (1) petitions to participate in the civil 
service staff review and (2) is authorized by civil service staff to participate in 
the review.… 

(e) Party, in an inquiry about a complaint filed with the state personnel director under 
rule 7-9, means any of the following: 

(1) The person filing the complaint. 

(2) The appointing authority that made or authorized the questioned 
disbursements. 

(3) The office of the state employer. 

(4) Any other person or organization with a demonstrable special interest in the 
complaint who (1) petitions the state personnel director to participate in the 
inquiry and (2) is authorized by the director to participate in the inquiry. 

6. Personal services means work performed for the direct benefit of the state by an 
individual for compensation. 

7. Request means a request submitted by an appointing authority to civil service staff 
under rule 7-6, for approval to make disbursements for personal services to a person 
who is not a classified state employee, or under rule 7-7, to add personal services to the 
preauthorized list. 

8. Technical decision includes each of the following individual decisions:… 

(b) Technical disbursement decision means a civil service staff decision authorized 
under rule 7-6 or rule 7-7 regarding disbursements for personal services.… 

B. Definitions in This Regulation. 

1. Commodity code means a five-digit number identifying a service type in SIGMA. 

2. Emergency service means personal services required to immediately remedy and 
diminish an unforeseen need’s consequences. The emergency must require 
disbursements sooner than normal review processes allow. 
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4. Standards 
A. Jurisdiction. 

1. Approval required. Civil Service approval is required for disbursements for personal 
services outside the classified service that are within the commission’s jurisdiction. This 
includes disbursing passed-through funds if the agency has discretion to determine the 
service provider. Approval is obtained using a CS-138 request in SIGMA. 

2. Approval not required. 

a. Prior Civil Service approval is not required for disbursements listed in rule 7-2.1 or 
on the list of non-jurisdictional personal services that Civil Service maintains. 

b. An appointing authority may ask Civil Service to add a service to the non-
jurisdictional list. Any written request must describe the services and why they are 
outside the commission’s jurisdiction. Civil Service staff will add services 
determined outside the commission’s jurisdiction to the list. A staff determination 
that a particular service is within the commission’s jurisdiction cannot be appealed. 

c. Civil Service reserves the right to review personal services provided under the non-
jurisdictional list. Civil Service staff may require an appointing authority to justify its 
use of a commodity code on the list. Civil Service staff may modify, restrict or revoke 
future use of the list if staff determines that an appointing authority improperly used 
a non-jurisdictional service. 

3. Jurisdictional determination. An appointing authority may file a written request with 
Civil Service staff to determine whether a proposed disbursement is within the 
commission’s jurisdiction. The request must describe the proposed personal services and 
why they are outside the commission’s jurisdiction. 

a. If Civil Service staff determines that the commission has jurisdiction, the appointing 
authority must submit a CS-138 and obtain Civil Service approval before disbursing 
any funds. 

b. If Civil Service determines that the commission lacks jurisdiction, the appointing 
authority may disburse the funds without submitting a CS-138.  The determination  
does not mean that the associated commodity code is always deemed outside the 
commission’s jurisdiction. 

c. A jurisdictional determination can only be appealed under rule 7-2.2. 
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B. Standards for Disbursements Approvals. 

1. Standard A. 

a. Temporary, intermittent, or irregular services. These services are so sporadic, 
random, or unpredictable that need cannot be reliably predicted, or need is so 
temporary or limited that using the classified service is impractical. Standard A 
requests must include a statement that services will not exceed 832 hours per person 
in a 12-month period. Civil Service may approve exceptions for services needed for a 
career employee’s absence or departure for termination dispute, extended leave, or 
worker’s compensation. Standard A approvals are limited to five years. 

b. Sunset exception. Temporary full-time personal services may be approved under 
Standard A if funding or the need for the personal services cannot continue beyond 
36 months because of factors outside the agency’s control. 

(1) The appointing authority must provide particularized proof that the specific 
funding, or the need for the personal services to be provided cannot exceed 36 
months. 

(2) The personal services must meet a particularized limited-duration need. 

(3) This guideline does not authorize approving requests (a) to renew a request 
previously approved under this exception, (b) based on general uncertainty 
about future funding, or (c) request for personal services likely to be provided 
indefinitely even if current funding is under 36 months. 

c. Emergency services. 

(1) An appointing authority may make disbursements for emergency services for 
up to 28 days without Civil Service approval by timely completing an award 
transaction in SIGMA. An appointing authority must provide notice to affected 
employees and labor organizations of emergency services. 

(2) If needed beyond 28 days, a single extension for up to 28 additional days must 
be requested in writing to Civil Service staff with the date the services began, a 
detailed description of the services, why the services meet Standard A, a total 
dollar amount of disbursements, and all other required information. Additional 
extensions for emergency services are not authorized. If the need may continue, 
a CS-138 should be submitted during the emergency authorization. 

2. Standard B. 

a. Uncommon services. These services (1) require expertise outside the classified 
service’s normal scope, (2) are specialized or rare, (3) reasonably require a provider 
outside the classified workforce (e.g., expert testimony, independent audits, 
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mediation, arbitration, etc.), or (4) are necessary because they are integrated with 
purchasing proprietary commodities and cannot be segregated from the primary 
commodities. A lack of current positions in a class, inadequate training of current 
employees to perform functions, or a mere legal requirement to perform functions 
does not satisfy this standard. Uncommon-service requests must describe how 
services meet a standard above and are limited to five years. 

b. Recruiting. These are services where recruiting candidates willing to accept 
classified positions is extremely difficult. The appointing authority must certify that 
inadequate candidate pools and no recall names exist, include exam plans for 
postings, and summarize recruiting efforts and results over the last six months. 
Recruiting-based approvals are limited to three years. Any request to amend or 
renew a CS-138 approved for recruiting difficulties requires updated recruitment 
information. 

3. Standard C. These services require new equipment, materials, or facilities with 
procurement costs disproportionate to associated personal services’ cost. A Standard C 
cost analysis must include dollar-cost comparisons. An analysis may consider such 
qualitative factors as (1) time and effort required to create and manage needed classified 
positions, (2) impact of new personal services on agency mission, and (3) likelihood of 
personal services continuing in the future. Other costs are disproportionate if they 
exceed one year’s estimated average contract cost and total estimated savings over the 
disbursement period exceed 30%. If the costs of goods exceeds the costs of associated 
personal services, Civil Service lacks jurisdiction and shall so specify in its technical 
decision. Standard C approvals are limited to five years. 

4. Standard D. These services can be provided at lower cost contractually as demonstrated 
by a cost-savings analysis. The state personnel director shall publish and periodically 
update guidelines to calculate cost savings. They shall contain required formulas and 
processes to compare costs for contractual personal services with costs for using the 
classified service. The director shall also publish standardized rates setting thresholds to 
use in preparing a Standard D cost analysis. These may include wage, fringe-benefit, 
group-insurance, inflation, unemployment-insurance, workers’-compensation-
insurance, actual-retirement, FICA, contract-monitoring, and other direct and indirect 
costs. For disbursements that would result in the layoff of permanent classified 
employees, costs associated with unfunded actuarial accrued liabilities should be 
deducted from the published rates when performing the cost analysis. Standard D 
approvals are limited to five years. 

C. Special Personal Services (SPS) Employees. An appointing authority cannot disburse to 
SPS employees unless approved under rule 7-6 or preauthorized under rule 7-7. SPS 
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approvals are only available under Standard A or B. Civil Service will not approve 
disbursements for SPS employees based on a hiring restriction imposed by the governor or 
an agency to control costs. 

D. Independent Contractors. An appointing authority cannot disburse to independent 
contractors unless approved under rule 7-6 or preauthorized under rule 7-7. Prior Civil 
Service approval may be under any standard. Preauthorized approval may only be under 
Standard A or B. 

E. Prior Civil Service Staff Approval. 

1. Requests. Unless otherwise authorized, an appointing authority shall submit a new 
request or an amendment to an existing request to Civil Service and receive approval 
before authorizing or making a disbursement for personal services outside the classified 
service. The written request must include the following: 

a. A CS-138 with the proposed start and end dates of services, a detailed description of 
the services, how the services meet a standard, the total dollar amount of 
disbursements requested, and all other required information. 

(1) A request must be submitted under a single standard and cannot exceed the 
maximum length allowed for that standard under this regulation. 

(2) Amendments to expired CS-138s are prohibited. 

(3) Amendments to Standard D CS-138s require a new cost-savings analysis. 

(4) CS-138 amendments require providing notice to affected labor organizations 
and employees as collective bargaining agreements and rules require. 

b. Any additional information for Civil Service staff to consider. A copy must also be 
provided to other interested parties. 

c. Certification of notice required to affected labor organizations and employees under 
collective bargaining agreements or rules before submitting the CS-138. This 
requirement applies to new and amended CS-138 submissions. The appointing 
authority shall retain a copy of notices. 

d. The numbers and classifications of employees who will or may be terminated, laid 
off, demoted, or bumped as a result of implementing the contractual personal 
services. 

2. Other interested parties. To participate in a staff review, other interested parties must 
email an appearance and any additional information to MCSC-CS138@mi.gov with the 
appointing authority copied within 14 days after a CS-138 request is filed with civil 
service. A CS-138 request cannot be approved until at least 14 days after the request is 

mailto:MCSC-CS138@mi.gov
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filed with civil service unless an exception is requested in writing and granted by the 
director. 

3. Review standards. Civil Service staff shall review requests to disburse funds for 
personal services under the standards in rule 7-3 and: 

a. Record receipt of requests and all appearances. 

b. Review requests for sufficiency of documentation and request any additional 
information needed within seven days of receipt. 

c. Review all pertinent information presented that parties timely present. 

d. Conduct interviews or conferences needed to evaluate and act on requests. 

e. Approve or disapprove requests after receiving all needed information. 

f. Specify any conditions or limits on approved requests to ensure compliance. 

g. Provide written notice of a staff decision to all parties. 

4. Combined personal services. An appointing authority that files a request with multiple 
distinct personal services must demonstrate that the individual services have some 
practical, reasonable nexus that warrants considering them together. 

a. Staff will return the request to allow new separate requests if staff determines that 
services were improperly combined. 

b. Staff may approve combined personal services, if evaluated as a whole they meet a 
standard in rule 7-3. 

5. Effective date. A staff decision’s effective date is in accordance with rule 7-6.3 

6. Complaints. Complaints over staff decisions must be made under rule 7-6.4. 

F. Preauthorized Personal Services. 

1. Appointing authorities are preauthorized to make disbursements for personal services 
under the following conditions: 

a. $5,000 or less per vendor per service type per 12-month period. The appointing 
authority must (1) complete a CS-138 with appropriate approvals before using the 
service and (2) certify that affected labor organizations and employees received 
notice required by collective bargaining agreements or rules. 

b. Preauthorized list. Civil Service maintains an online list of services preauthorized to 
meet Standard A or B. Staff may add to, remove from, or modify the list anytime. 

(1) Removing services from the list does not affect existing contracts properly 
entered before deletion. An appointing authority cannot make disbursements 
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under a renewed or extended contract for services removed from the list 
without a new approval under rule 7-6 or 7-7. 

(2) A decision on preauthorizing services is final. No appeal is authorized. 

(3) By using a preauthorized service, an appointing authority certifies that its need 
meets the criteria the service was preauthorized under. 

2. Conditions. Civil Service may impose conditions on using preauthorized services. An 
appointing authority must comply with all conditions before authorizing or making 
disbursements for the services. 

3. Inquiry and limits. Civil Service staff may still require review of services provided 
under preauthorized authority. Staff may require an appointing authority to justify its 
use of preauthorized services. Staff may issue a written order modifying, restricting or 
revoking future use of a preauthorized service if improper use is found. 

4. Complaints. Anyone objecting to an agency’s use of a preauthorized service must file 
any complaint with the director under rule 7-9. The director shall review the complaint 
and order an inquiry if the complaint has a meritorious basis. In addition to any other 
action rule 7-9 permits, the director may also revoke preauthorization and order 
revisions to the list of preauthorized services. 

5. Appeals. Any appeal of the director’s decision must be submitted under rule 7-9.3. 

G. Audit and Compliance. An appointing authority shall maintain sufficient documentation to 
support its disbursements outside the classified service and timely report expenditures to 
ensure that disbursements for personal services outside the classified service have been 
made in accordance with the rules and regulations. Civil Service staff will periodically audit 
disbursements to ensure compliance with the rules and regulations. 

H. Requirement to Report Contracts. Civil Service staff reports on contractual personal 
services to the legislature. As a condition of using the preauthorized-services list, an 
appointing authority must promptly report in SIGMA all disbursements initiated or 
renewed under these procedures. The director may take action as rule 7-9 permits against an 
appointing authority that fails to properly report disbursements. 

I. Transition. Any approvals for CS-138s submitted before the effective date of this regulation 
remain valid for their duration, but any amendments to the duration of the approval or 
renewals will be evaluated under the regulation. 

Contact: Direct questions on this regulation to Compliance, Civil Service Commission, P.O. Box 
30002, 400 South Pine Street, Lansing, Michigan 48909; 517-242-6963; or MCSC-CS138@mi.gov. 
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