UNIVERSITY OF MARYLAND

College Park, Maryland
SAMPLE HONORARIA DOCUMENTATION PARAGRAPH


In any letter to an honorary recipient, include as a paragraph the following information that will be used as back up documentation to the Disbursement Voucher.

This will confirm our invitation to you to present a _______________ (lecture/seminar/colloquium) on the

subject ____________________on________________(date)

at the University of Maryland, College Park. **   We can

offer you an honorarium of _____________ (dollars).   This

amount includes an estimated travel allowance of __________ (dollars), which we hope will cover your expenses (or:  In addition, your expenses will be reimbursed after submission of receipts and completion of the appropriate University travel forms to be furnished when you arrive).  If this arrangement is satisfactory to you, please return a copy of this letter to me with your signature and the indicated information so that we may request your check.



All work was performed outside the United States and the individual did



not come to the United States for anything related to the work performed.
__________________

Signature of Speaker

___________________

Social Security Number

(or Visa Number for Non-U.S. Citizen)
(Attach a copy of the Visa for verification of Visa classification)
_________________________________

Print Name and Position/Title, Institution

_____________________________

_____________________________

Mailing Address

_____________________________

Department Representative

** If the honorarium payment is being made to an individual who is serving as a subject in a research project, an appropriately worded sentence can be substituted.

