University of Virginia Procurement Services
Approval for Honoraria
Voucher #      
DEFINITION OF HONORARIA
An honorarium is a token of appreciation paid to an individual for services performed for which payment is not required. 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. It does not involve a contract and invoicing is not required. Honoraria seldom exceed $2,000. In the rare instance where an honorarium exceeds $2,000, prior approval by the Dean or Vice President is required. University faculty and staff CANNOT receive honoraria from the University.
PROCESS
The recipient may not set the amount of the Honorarium. The department should process the transaction as a demand payment, using a Payment Voucher form. The payee must be in the vendor file. (If reimbursement for travel expenses is sought, a separate Payment Voucher must be filled out and submitted. Please see the procedures for Travel Reimbursement.)
SUBMITTING THIS FORM -- Please fill in all shaded areas where applicable.
Once you have filled out this form, save it to your PC, and then attach the saved document to the Payment Voucher in The Integrated System.
A hard copy of this form with the appropriate signatures must be kept on file within the department.
	FOR PAYMENTS TO FOREIGN NATIONALS
FOREIGN NATIONALS WITH B1, B2, WB, OR WT VISAS MUST READ THE FOLLOWING INFORMATION AND SIGN BELOW:
I hereby certify under the penalties of perjury that I am the holder of a B1, B2, WB, OR WT visa, AND I am being paid for usual academic activities conducted at the University of Virginia for a period of no more than nine days. I also certify that I have not accepted honoraria payment(s) or reimbursement(s) for expenses from more than five US institutions or organizations in the previous six months.
Foreign National Payee: 







Date: 


 FORMCHECKBOX 
  Checking this box certifies Foreign National Payee’s Signature has been placed on the hard copy.


NAME:










AMOUNT:      
Project



Task 


Award 


Organization 




ADDRESS:











































 
PURPOSE: 





























 FORMTEXT 
     

DATE OF EVENT: 







AUTHORIZED APPROVER: 







 FORMCHECKBOX 
 Checking this box certifies Supervisor or Authorized Approver’s Signature has been placed on the hard copy.
DEAN / VICE PRESIDENT (Greater than $2,000): 







 FORMCHECKBOX 
 Checking this box certifies Dean / Vice President’s Signature has been placed on the hard copy.
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