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Director, Purchasing Department 	615 Lawson Street
Internet:  gherndon@nccu.edu	Durham, NC. 27707
Phone:  919.530.6329 	Fax: 919.530.6185

Honorarium 
	
Revised 10/2011	 

MEMORANDUM

To:	NCCU Account Holders

From:	Godfrey B. Herndon, Director of Purchasing

Subject:	Honorarium Procedures 

Date:	May 4, 2011

A policy statement and procedures for processing honoraria at North Carolina Central University can be found in the NCCU Document Library. Insert Link here
Please pay particular attention to the definition of an honorarium and authorization procedures attached to this memo. 

Purchase Orders must be processed for honoraria in advance. Payments are authorized by using the Honorarium Payment Form, which certifies that the circumstance occasioning an honorarium actually took place.

If you have any questions about the Honorarium process, please contact your Purchasing Agent.
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HONORARIUM POLICY

Policy Statement: Honoraria may be offered to non-University employees for services for which a token payment is deemed appropriate.

Definition:  An “honorarium” is defined as a token payment in lieu of full compensation for services.  

Acceptable Compensation Level:  An honorarium payment is limited to a “token” amount meant to assist the recipient with expenses incurred in lieu of a per diem or travel expenses or as approved by a granting agency (please attach appropriate documentation).  If a proposed payment is significantly more than the reasonably calculated cost of a recipient’s travel expenses it is considered a personal service for which a contract must be issued.

Eligibility:  Honoraria are restricted to professional persons; students are not eligible for honoraria.
  
State Employees:  State employees may not receive honoraria for providing services associated with (or compensated by) their State employment. The State suggests a “but for” test:  If a state employee would not have been offered an opportunity to participate in an activity in the same manner or capacity “but for” his or her position with the state, an honorarium cannot be accepted.

A state employee can receive an honorarium if:

· The activity is performed during non-working hours or while on annual leave

· All expenses are the total responsibility of the employee or the non-state sponsor of the activity in which the employee is participating

· The activity has no relationship to the employee’s state duties

Exceptions:  Any exceptions must be approved in advance by the North Carolina Office of State Budget and Management through appropriate University offices.

Procedures:  

1. Fifteen (15) days before honorarium is needed, the initiator of the request is to complete Honorarium Information Form(s) identifying recipient(s) to his/her supervisor for approval (including a description of the activity in which the recipient will participate, recipient’s full name, social security number, telephone number, address, etc.).
2. A requisition for each recipient is keyed into Eagle’s Purch using account code 739510 or 73951G. Attach signed Honorarium Information Form electronically to the requisition. 
3. Upon approval of the requisition in Eagle’s Purch, Purchasing will process a purchase order.
4. Upon receipt of service, the initiator shall complete an Honorarium Payment Form and have it signed by his/her supervisor.  The Honorarium Payment Form shall certify that recipient’s service(s) have been successfully rendered.
5. The completed Honorarium Payment Form shall note the appropriate purchase order number and be sent to Accounts Payable to process payment by honorarium imitator. 
6. A check is mailed to the recipient via the University’s normal course of business. (Net 30)

Guidance:  Questions concerning honoraria or the process used to generate an honorarium payment should be addressed to the NCCU Purchasing Department at 919-530-6329 or purchasing@nccu.edu.
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This form must be completed fully by the requesting department
Once completed, attach it to your Eagle’s Purch Requisition


Definition:  An Honorarium is a token payment in lieu of full compensation for services.

Acceptable Compensation:  An honorarium payment is limited to a “token” amount meant to assist the recipient with expenses incurred in lieu of a per diem or travel expenses or as approved by a granting agency (please attach appropriate documentation).  If a proposed payment is significantly more than the reasonably calculated cost of a recipient’s travel expenses it is considered a personal service for which a contract must be issued.

Eligibility:  Honoraria are restricted to professional persons; students are not eligible for honoraria.  State employees cannot receive honoraria for services or activities associated with their employment or for services or activities for which they would not qualify “but for” their state employment.

	Fill out all information completely

	Recipient Name
	Type Text
	Recipient Occupation & Title
	Type Text
	Address
	Type Address
	City, State,  & Zip
	Type Text
	Banner ID:
	Type Text
	Is the Recipient a student:
	[bookmark: Check1][bookmark: Check2]|_|Yes     |_|No

	Is Recipient a Non-Resident Alien?
	|_|Yes     |_|No

	Is the Recipient an employee of NCCU?
	|_|Yes     |_|No

	Is the Recipient an employee of the State of North Carolina?
	|_|Yes     |_|No

	If yes, in which unit?
	Type Text
	Is the Recipient related to any NCCU Employee?
If yes, give the name of the relative
	|_|Yes     |_|No
Type Text

	Describe service to be performed (including performance venue and address):
	Type Text

	Explain how performance of services will help meet the University:

	Type Text
	Date on which service will be performed:
	Select Date
	Honorarium amount:
	Type Text



Attestation: The person submitting this form certifies that all statements above are true, correct and complete to the best of knowledge and belief and in accordance with University policy.

_________________________________________________       	__________________
Initiator’s Signature, Title						Date

_________________________________________________       	__________________
Initiator’s Supervisor Signature, Title					Date



Honorarium Information Form
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This form must be completed fully by the requesting department
Once completed, return to Accounts Payable for payment processing with documentation



Definition:  An Honorarium is a token payment in lieu of full compensation for services.

Acceptable Compensation:  An honorarium payment is limited to a “token” amount meant to assist the recipient with expenses incurred in lieu of a per diem or travel expenses or as approved by a granting agency (please attach appropriate documentation).  If a proposed payment is significantly more than the reasonably calculated cost of a recipient’s travel expenses it is considered a personal service for which a contract must be issued.

Eligibility:  Honoraria are restricted to professional persons; students are not eligible for honoraria.  State employees cannot receive honoraria for services or activities associated with their employment or for services or activities for which they would not qualify “but for” their state employment.


	Fill out all information completely

	Purchase Order Number:
	Type Text
	Name:
	Type Text
	Address:
	Type Text
	
	City:
 Type Text
	State:
 Type Text
	Zip: 
 Type Text

	Date on which service was performed:
	Select Date
	Honorarium Amount
	Type Text
	Attach dated documentation of the event (i.e.: agenda, attendance sheet, meeting notes, advertisement or program, etc.)



Attestation:  I certify that all statements above are true, correct, and complete to the best of my knowledge and belief and in accordance with University policy (attached).

__________________________________________________      	_________________
Recipient’s Signature, Title						Date



__________________________________________________      	_________________
Initiator’s Signature, Title						Date



APPROVAL:

Initiator’s Supervisor (or next higher level of authority):

 _________________________________________________       	__________________
[bookmark: _GoBack]Name, Title								Date
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