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  LONGWOOD UNIVERSITY 

   
HONORARIUM 
Payment Request



  SECTION I:        Completed by Requesting Department (for Non-Employees Only) *
Name of Recipient: _______________________________________                       Payment Amount.: $ ____        ____        

                                                                                            

             Budget/Object Code:    ____- __________: _______       

Date of Service: Begin:  ________________    End:   _________________        Foundation Acct. No.:   _______________________


Reason for Payment: __________________________________________________________________________________________

_____________________________________________________________________________

Requesting Department:  ______________________  Contact Person:  _______________________  Ext.: ______  Date: __________


   SECTION II:        Authorization for Payment                                                                                           *
Department Head/Dean:    Signature: ____________________________   Print Name ____________________   Date ___________                                                                   





           



Vice President/President:   Signature: ____________________________   Print Name ____________________   Date ___________                                                                   

   SECTION III:      Completed by Recipient                                                                                                  *
Legal Name: _______________________________________ 

Social Security Number: _____________________________              
                      (as it appears on Recipient’s Social Security Card)

(For Tax Reporting Purposes - Longwood University issues a 1099-Misc.
                     

form for cumulative payments of $600 or more in a calendar year.)
Mailing Address: ________________________________ 
__________________________________________
Signature of Recipient:  _________________________________________     Date:  ____________

SECTION IV:       Approval for Payment                                                                                                     *
  NOTE:   Submit to:                Budget Office if funded by the University              Grants Administrator if Grant Funded
          

           Funding Approval:  ________________________________________________________________   Date: _____________  
                                             ⁪ Budget Office        ⁪Grants Administrator        ⁪ Foundation Office                                                   
           Approval to Pay as Honoraria:  ______________________________________________________    Date: _____________                 
                                                                                                      Human Resources                                                                                                                                
Revised 04/05/13
INSTRUCTIONS 

Honorarium Payment Request 



The Honorarium Form is to be completed for non-employees only and is processed through Accounts Payable.  Recipients receive a 1099-Misc. at the end of the tax year.  Approved payments to employees are processed on the Compensation/Status Change Form.  This form is not to be used for Student Payments.


Honorarium: an honorary payment or reward is a token of appreciation paid to an individual for services performed on which custom or propriety forbids any business fixed price to be set and for which no payment can be enforced by law.  The recipient may not set the honorarium amount.  The services involved vary but are generally associated with oral presentations made at University sponsored functions.   The arrangement between the individual and the University is informal. In addition, the person receiving the honoraria is neither required to perform or provide the services nor penalized for not performing or providing such services.  Any future requests for such performance or service is not hindered by declining to provide a performance or service at any given time.
Examples: 
· an award in recognition of special honor or achievement intended to bestow distinction; 

· a monetary gift for voluntary participation in a musical concert or other creative activity;

· payment for voluntary participation in a seminar or workshop as a guest speaker or panelist, provided such services are furnished on a short-term basis;

· payment for a speaking engagement intended to cover reasonable expenses in attending the event; 

· a nominal fee paid to a volunteer performing services for civic, charitable, or humanitarian reasons without expectation of compensation.



Payment Process:

1. Requestor completes Section I of the Honorarium Payment Request form and attaches supporting documentation such as a copy of the notice to the recipient or similar evidence that supports the reason/purpose for which the award/gift is being given.  For example, if a guest speaker is to be paid an honorarium, a copy of the program evidencing the activity would be appropriate.
2. Recipient completes Section II, signs and dates and returns to Department.
3. Section III must be signed by authorized personnel and all documents forwarded to Grants Administrator (if grant funded) or the Budget Office (if University funded) for verification of funding. Requests for payments funded by Foundation and reimbursed by University accounts must include a Trust Fund Withdrawal Request.
4. Grants Administrator or Budget Office forwards request to Human Resources for approval to be paid as an Honorarium.

5. Human Resources will submit to Accounts Payable for processing.  

NOTE:  Honorarium Payment Requests for individuals who have been active on the payroll in the calendar year will be processed as extra compensation through Payroll.





If you need a determination as to whether or not a payment qualifies as an honorarium, contact the Compensation Manager in the Human Resources Office at x2466.


Revised 04/05/13
Required:  Attach supporting documentation such as correspondence from Department to Recipient or Letter of Award.    �                    If reimbursed to the University by a Foundation account, attach a Trust Fund Withdrawal Request.








