University of Wyoming Click here to enter text. 1000 E. University Avenue Laramie, WY 82071[bookmark: _GoBack]For Department use only:	PO #_____________
Honorarium amount		$________________
Travel or other Expenses	$________________
Total Payment Amount			$_______________



Click or tap to enter a date. 
Dear Click or tap here to enter text. ,
I am writing to thank you for Click here to enter what was provided for the university..
You will receive an honorarium in the amount of $Click here to enter text. as an expression of our appreciation for your assistance in helping the University of Wyoming. [The following statement must be included if also reimbursing for travel or other expenses– if not, remove this statement:] In addition, we would like to offer reimbursement of travel or other expenses. This amount will include [give specifics on what expenses will be paid; note any restrictions].

To assist us in processing your honorarium, please supply the following information:
	Printed Name:
	

	Home Address:
	

	City, State, Zip Code:
	

	Work Phone:
	

	Signature (must be original):
	



Also attached is a “Supplier Form/Substitute W-9.” Please complete and be sure to sign and date the form at the bottom. Even if you have filled one of these out in the past, we include it in case any information (i.e. address, name, etc.) has changed.

We will process the honorarium as soon as possible after we receive the signed documentation. If you have questions, you may email me at Click here to enter text., or phone at Click here to enter text.. Please scan and return the signed forms to me at the above e-mail address or fax to Click here to enter text no later than Click here to enter text. If you prefer to mail this document, please use the address below.

Sincerely,


Click here to enter text.

Click here to enter text.
Click here to enter text.
Click here to enter text.
Click here to enter text.


An honorarium is defined as a gratuitous payment of money or other thing of value to a person for their participation in a “usual academic activity”. There is a broad definition of usual academic activity that includes lecturing, teaching, sharing knowledge, and meetings of boards or committees that benefit the institution. It also includes performances, master classes and readings as long as there is not a commercial nature to the events and they are open to students and the general public free of charge.
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