HONORARIUM PROCESS

I. PURPOSE 
This document outlines the process and guidelines for making honorary payments to distinguished guests who devote their time and expertise to activities that further the missions of OHSU. 

II. DEFINITION OF HONORARIUM 
An honorarium is a token payment for services rendered.   All fiscal approval requirements apply. 

What is an honorarium?  An honorarium is defined as a gratuitous payment of money to an individual for his or her participation in a usual academic activity for which no fee is legally required.  Usual academic activity means lecturing, teaching, readings, performances and sharing knowledge. 

The honorarium payment and the amount are both discretionary.  The amount of an honorarium should not be geared to lost fees or wages, expenses, or other opportunity costs incurred by the individual, but to the amount of recognition appropriate for the service provided. 

The individual should be an authority or recognized expert in the field of endeavor pertaining to the activity and the activity should be consistent with furthering the academic, research and clinical care missions of OHSU. 

Examples of services that qualify are:  

• 
A guest lecturer whose lecture is directed by OHSU only in terms of the general subject matter to be covered. 

• 
Appearance at an event by a recognized authority in a particular field of endeavor.  

• 
A guest speaker for a seminar or workshop. 

• 
A panelist for a special project.  

III. HONORARIUM PAYMENT 
Any arrangement for payment to an individual through the honorarium process must meet the requirements identified below. 

IV. EXCLUSIONS 
The following activities and individuals are excluded from the honorarium process: 

1. 
Payment to a person employed by or directly associated with OHSU. 

2. Payment to a physician or the close relative of a physician who is in a position to make referrals to OHSU. 

3. Arrangements that create a legal obligation for OHSU to pay. 

V. CONDITIONS 
The following conditions apply to the use of the Honorarium process: 

1. 
Any honorarium over $1,500 must be preapproved by OHSU Contracting Services prior to submission to Accounts Payable.

2. 
No more than three honorariums may be made to the same individual in a fiscal year. 

3. 
If sponsored project funds are being utilized to pay this honorarium, the cost is allowable under the terms of the award. 

4. 
In accordance with IRS regulations, an honorarium is reportable by OHSU as income to the individual.  As a result, the individual’s social security number or tax ID number is required. 

5. 
An honorarium should not include payment for travel related or other expenses.  When travel related or other expenses are to be reimbursed, the Department must use the travel reimbursement form. 

VI. CAUTIONS 
1. 
If you use the honorarium process, then you have no contractual recourse or threat of contractual recourse against the individual.  This means that if you schedule an event and the individual cancels the day before the event, then you have no recourse or threat of recourse against the individual. 

2. 
If your goal is to develop an arrangement with clear obligations and responsibilities, then a professional service contract should be used. 

VII. PROCEDURE 
1. 
A request for payment of an honorarium must be submitted on a completed Disbursement Request form and must include: 

a. 
Payee's name, social security number and current home address. (Do not use business or academic center address)

b. 
A brief statement of justification for the payment. 

c. 
Date of the activity. 

d. If the individual is not a U.S. citizen, but is a foreign national or a non-resident alien, he or she must fully complete an OHSU Foreign National Information Form, available at http://www.ohsu.edu/xd/about/services/financial-services/forms/upload/APForeignNatInfoForm.pdf . This information will be entered into Windstar tax treaty software to determine if the individual is eligible for tax treaty exemption from backup withholding.  If so, the software will generate an IRS Form 8233 for the individual to sign to request exemption from backup withholding.  If the individual is not eligible for a tax treaty exemption, Accounts Payable will withhold Federal income taxes from the honorarium payment and send the taxes to the IRS.  Payment will not be made to any non-resident alien without a US Tax ID number or without properly completed paperwork.  

e. 
Departmental fiscal authority signature. 

2. 
The Department must complete the Honorarium Certification statement.   The department fiscal authority signs this document.  This form must be attached to a Disbursement Request form.  (Disbursement Request forms received by Accounts Payable without the Honorarium Certification statement will be returned to the department.) 

  

3. 
Submit the completed Disbursement Request form and Honorarium Certification Statement (and an AP Foreign National Information Form, if required) via campus mail to Accounts Payable, Mail Code AD220.  Payment will be mailed to the honorarium recipient at the address indicated on the Disbursement Request form, unless otherwise noted. 

4. 
Travel expense reimbursement claims associated with the honorarium activity are to be submitted separately to the Travel Desk on a travel reimbursement form. 

5. 
If a check is required to be presented at the time of individual’s activity, the department must submit the Disbursement Request form to Accounts Payable at least 15 days prior to date of the activity. Normally, all honorarium payments will be sent after the date of the activity.   In no event will an honorarium recipient be paid in advance of services rendered.

VIII. CONTACTS 
· For honorarium payments of $1,500 or less, contact the AP Regulatory
      Compliance Accountant at 503-494-0052. 
· For honorarium payments over $1500, contact Contracting Services at
      503-494- 1500. 
For grant accounts only:  The Sponsored Projects Administration representative must sign.








