PAYMENT TO INDIVIDUALS NOT ON PAYROLL
 for SERVICES or HONORARIA
Attach contract (Contracts are mandatory), invoice and flier if available, and forms W-9 and C-12.  Contracts must be submitted to Lynn at least one week BEFORE the event.
Non U.S. citizens are required to fill out the Foreign National Information Form and submit the documentation mentioned at the top of that form.

	Payee:
	

	Complete Address:
	

	
	

	
	                    if student:   MB# and  mailcode


Describe presentation or services
If you are a SAC group, Budget Categories are specific to your group’s funding.  Check your budget brief for the appropriate category

	Description of Program or Services:

	

	If Hourly Rate:                hours @ $                            Total $

	SAC Budget Category:

	Location of event:

	Date(s) and time(s)*:

	


* We must have specific dates and times when services were provided.  
	Requestor
	Organization*
	E-mail/phone 

	
	
	


*Org:  SAC—name of group, SPEC—committee and CRef, Grads—name of group or division of GAPSA (Social, Equity and Access, etc.).  Grad groups: attach letter of approval.

	Treasurer’s Approval
	E-mail/phone
	Date Submitted

	
	
	


see back for travel expenses
If a speaker or performer is charging a fee, we can NOT reimburse them for travel expenses too.  Travel expenses must be included in the fee payment; they need to adjust their contract to include travel.

If they are only requesting travel expenses, they should submit receipts and be reimbursed. They can send an email that includes the purpose, date and location of their speech/performance and attach receipts.

