Paying Honoraria

When engagingand p

, In the Business Office. The
memo/email should include: name/address of payee, amount of payment, reason for
payment, cost center, and any other details that would be helpful in processing the
request.

A W-9 form will also be required (using the latestversionavailable).

A copy of the invitation letter or email that was sentto payee, arranging theirservices.
A copy of the eventprogram, namingthe payee, OR a copy of the eventflyer.

If the payee isa former Duke employee, acompleted ICC form will also be required,
showing their formerjob title or position. Instructions for the ICC isbelow. Please note
FSAE GHSGAA G 50YAZAG_ 70 A DGIKTSGE G-signature (like Adobe) are required on the
ICC form.
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' The ICC form is needed for individuals. If the vendoris a
Corporation, partnership or LLC taxed as a Corporation or
a partnershipwithan EIN, thisform is NOT required. All
parts of the form will need to be completed.
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answers, the vendor cannot be paid as an independent

f InPart C of the form, questions#3 and #8 MUST have the
same answer.

f Part Ewill needto be completedand signed by someone


mailto:william.falls.jr@duke.edu?subject=Honorarium%20Payment
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://resources.finance.duke.edu/resources/forms_sec/miscicc.pdf
https://finance.duke.edu/form/independent-contractor-checklist-icc
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