
 

Obtain approval from 
Project Director or PI, 

designated department approver & 
Dean of faculty member’s primary 

school prior to commitment

When paid to Stanford faculty, honorarium is supplemental personal compensation paid via a One-Time Payment request through Payroll for 
participation in special Stanford events (e.g. symposia, lecture series, or professional conventions).   

Process Stanford Faculty Honorarium Payment 

Is 
proposed

honorarium 
> $5,000?

Submit to Provost 
for consideration/

approval

Amount
approved?

Request One-Time 
payment

Stanford Payroll Administrators can enter a Supplemental Pay Webform (recommended) or submit a One-Time Payment 
form to Payroll to add the Honorarium to the faculty member’s next regular paycheck. See How To: Request One-Time 
Payment (http://fingate.stanford.edu/staff/payadmin/quick_steps/request_onetime_pay.html).   

Yes

No

YesNo

Were travel 
expenses 
incurred?

Submit Expense 
Report in Expense 
Requests system

Faculty receives 
payment on next 
regular paycheck

Yes Associated expenses (e.g.travel, meals, and lodging) will be reimbursed. Follow Policy for 
Reimbursable Business Expenses (http://fingate.stanford.edu/staff/reimburse/policy_notes/
reimbursable_expenses.html)

Faculty receives 
reimbursement

No additional 
action required

No

Processing Reimbursement
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