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	DIVISION: Finance and Administration
	CREATED:  October 2008

	TOPIC:  Finance

· Honorariums

	REVISED:


DESCRIPTION:   If a person has been invited to the College to lecture or facilitate a workshop, etc. an honorarium can be requested for services performed. 
STEPS:
1. Originator completes a “Request for Honorarium” form providing the recipient’s name, social insurance number, mailing address, honorarium amount, dates of services rendered, a rationale why person was invited, and what s/he will do. Originator signs the honorarium and forwards it to the Department Chair or Dean for authorization.  
2. Department Chair/Dean signs the form, ensuring Department cost centre code is included.

3. Forward white copy (original) to Finance Office for processing.  Retain yellow copy for office records.  Pink copy will be returned to originator upon approval. 
REFERENCES:

1. Finance Office
ATTACHMENTS:

1. “Request for Honorarium” Form – available from the Print Shop 

