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Processing Honorarium Payments 

This procedure provides guidance on processing honorarium payments in the Division of Student 
Affairs and Academic Support.  

 

Procedure for requesting an Honorarium in Student Affairs: 

A. Read the university’s guidance on what constitutes an Honorarium and the criteria for 
using this payment method.  
 

B. Submit a ticket in the Saas tix system to make your request. 
a. Provide all details related to whom the Honorarium is to be paid. 
b. Provide a justification memo with: 

i. A description of the person’s role in the event or service provided 
ii. A rationale for the payment amount, 

iii. A statement that the honorarium meets the criteria in section A below.  
c. If an employee of the university, the payee does not need to register in the 

University’s Supplier Self-Service Portal to receive payment. 
d. If not an employee of the university, they will need to register in the University’s 

Supplier Self-Service Portal to receive payment. 
 

C. NOTE that honorariums are exempt from tax withholding but must be reported by the 
individual as taxable income for federal and state purposes based on IRS Form 1099 or 
1042. These forms will be issued annually by the Controller’s Office. 
 

D. Work with your Procurement Coordinator to assist you in processing your request, by being 
responsive to inquiries. 

 University guidance on Honorariums: 

A. (source: FINA 2.13 A.) 

The payment of an honorarium is typically made directly to an individual with a scholarly or 
professional standing with the intent of showing good will and appreciation for voluntary service to 
the University. Allowable honorarium payments typically involve one-time, nonrecurring activities, 
such as a guest lecture, panel discussion participation, or similar activities performed voluntarily. 
An honorarium payment is not appropriate when the amount or timing of the payment is 
negotiated and agreed upon between parties or when associated with a charged fee, invoice, or 
contract. In addition, these payments are not transferable and cannot be made to university 
employees. Sponsored project funds may not be used for paying honorariums unless permitted in 
the contract, grant agreement, or other documentation governing their use.  

https://www.sa.sc.edu/saastix/users/sign_in


 

March 2025 
 

Processing Honorarium Payments 

B. (source: FINA 2.13 C.) 

• All honorariums and royalties must be paid using Payment Request. Strict guidelines 
govern the types of payments allowable under this method in the Payment Request Matrix 
by the Controller’s Office. Specific account codes and supporting documentation are 
required for these payments. 
 

• External individuals and entities, including those receiving honorariums and royalties, 
must register in the University’s Supplier Self-Service Portal to receive payment. During the 
registration process, certain documentation will be required depending on supplier type, 
including an Internal Revenue Service (IRS) Form W-9 or W-8BEN. 
 

• Both honorariums and royalties are exempt from tax withholding but must be reported by 
the individual as taxable income for federal and state purposes based on IRS Form 1099 or 
1042. These forms will be issued annually by the Controller’s Office. 
 

• Any department making honorarium or royalty payments to non-U.S citizens will consult in 
advance of the related activity with the University’s HR Office of International Services for 
additional guidance on immigration-related requirements and restrictions. 
 

C. Additional Guidance from Controller’s Office: 

The Controller’s Office Payment Request Matrix offers additional detailed guidance on these 
payments. Questions may also be directed to the Controller’s Office at Controller@sc.edu 

Controller’s Office Payment Request Matrix  
 

D. RELATED UNIVERSITY, STATE, AND FEDERAL POLICIES  
 

• FINA 1.00 Chart of Accounts  
• FINA 2.12 Accounts Payable  
• FINA 2.14 Acquisition and Payment of Goods and Services  
• FINA 6.00 Employee Payroll 

mailto:Controller@sc.edu
https://sc.edu/about/offices_and_divisions/controller/documents/payment_request_matrix.pdf

