University of Oregon 

Honorarium Contract 

Instructions
1. Use of Honorarium Contract.  The Honorarium Contract Form should be used for all honoraria and honoraria-related travel expenses for short one-time, one-day engagements of non-UO employees performing work in the United States.  The Honorarium Contract Form may not be used for any other purpose.
2. Form Completion
2.1. Contract Number.  Insert a unique identifying contract number at the top of the form. 
2.2. Contractor Information.  Insert the name of the entity or individual with whom UO will be contracting. Please be sure to use the full legal name of the entity or individual. This is either the full name of the individual if the contractor is a sole proprietorship or the name published on the website of the Secretary of State in the state in which the company is incorporated or organized.  Do not use abbreviations.  If the Contractor would like to provide a “doing business as” (dba) name, please include the dba name following the full legal name (e.g. “Jane Smith dba Smith Consulting”). Please note that the full legal name is still required even if a dba name is present.  Please complete all contact information for Contractor.
2.3. Department Name.  Department Name is the department issuing the Honorarium Contract.   Insert the Department’s mailing address.  No abbreviations or acronyms please.
2.4. Department Address.  Insert the issuing Department’s mailing address.  No abbreviations or acronyms please.
2.5. Prepared by and Preparer’s Phone Number.  Please insert the name and phone number of the department staff member completing the form.
2.6. Contract Term.   Dates the services will begin and end under the Contract. If the effective date field is left blank, date of last signature is the effective date.  The Contract expiration (end) date must be entered and may not be left blank. A contract does not exist and services should not be provided until all signatures are secured. Please instruct Contractor that services may not begin until this happens. 

NOTE:  Contract Honorarium Form may only be used for a one-time engagement, lasting no more than one day.
2.7. Statement of Work.  Provide a complete description of the agreed upon one-time engagement.  
Limitations:

· This Honorarium Contract Form may not be utilized if Contractor will be performing the requested work or services outside the United States.

· This Honorarium Contract Form may not be utilized if Contractor will have unsupervised access to minors.
2.8. Contract Fee/Honorarium. 
2.8.1. Honorarium fee must be a fixed fee.  
2.8.2. Fee and expenses must be paid at the end of the one-time engagement.  Interim

payments are not allowed.
2.8.3. Expenses.  If University will be reimbursing any of Contractor’s expenses,
including travel expenses, or will be paying any of Contractor’s expenses directly, check the appropriate box(es).  
2.8.4. Contract Maximum Compensation.  Insert the maximum dollar amount that
may be paid to Contractor including the honorarium, all expense including travel, and direct payments by University to third parties on behalf of Contractor.
Contract maximum compensation may not exceed $5,000.00.
2.9. Additional Terms and Attachments.   
2.9.1. Attachment A.  Personal Services Contract Standard Contract Provisions: Required.  Attachment A is found on the PCS website at: http://pcs.uoregon.edu/content/forms and should not be physically attached to the contract.  
2.9.2. Attachment B.  Photography Contract Provisions:  Required if hiring a
photographer.  Attachment B is found on the PCS website at: http://pcs.uoregon.edu/content/forms and should be physically attached to the contract, if applicable.     
2.10. Make sure to remove any instructions or sample language or bracketed language in the form.  

2.11. Contractor Signature Section.  Contractor should complete the section inside the signature block, sign and date.
2.12. UO Signature.  This Honorarium Contract Form may be signed by any UO faculty or staff with Level 1 Contracting Authority (L1CA) or Level 2 Contracting Authority (L2CA).  If you do not have L1CA or L2CA, please submit the completed Honorarium Contract Form to Purchasing and Contracting Services for signature.
NOTE:  If Contractor is a new vendor (not previously set up in Banner), follow the instructions set forth at http://ba.uoregon.edu/staff/vendor-setup for the new vendor set-up procedures and to obtain a copy of the UO Substitute W-9 instructions. If you have any questions regarding vendor set-up please contact Accounts Payable at 346-3143. 


Additionally, if Contractor is a non-resident alien individual or entity, regardless of whether Contractor is a new vendor, follow the instructions set forth at http://ba.uoregon.edu/staff/payment-process-for-international-visitors.  If Contractor is a Lawful Permanent Resident, Contractor does not need to submit documentation of Contractor’s status.  If you have questions regarding resident alien or non-resident alien requirements, please contact UO Tax Analyst at 346-0782.
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