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Additional Payments and Honorariums 

Additional Payments and Honorariums are one-time, voluntary payments made to individuals 

or organizations. These payments are administered according to the following guidelines: 

Additional payments (add pay) are only for RIT/NTID employees. 

Honorariums can be made to those affiliated with RIT – student employees, faculty and/or staff, 

ex-employees and retirees, as well as non-employees, but are processed differently (see chart 

below). 

Additional Payments (Add Pay) 

Add Pays are intended for special recognition of extra effort, not as payment for services or 

work performed. Add Pays are processed through an Oracle online application completed by 

NTID’s Employee Administrator (Maria Ocasio). All NTID Add Pays require NTID President’s 

approval, and Add Pays over $1,000 require RIT HR approval. 

To request: supervisor of employee to be recognized sends Maria an email with the request, 

and justification for the request. Maria works with NTID Administration to obtain approval. 

 When Used: 

o Exempt (salaried) employees -- for work over and above base salary 
o Non-exempt (hourly) employees -- for extra effort, spot award or job-related 

prize only 
 

 Add Pays should be used to make a one-time payment using one of the following 
payment types: 

o Commission – used for previously approved compensation plan 
o Intellectual Property (IP) Release – used for previously approved 

compensation plan 

o Royalty – used for previously approved compensation plan 
o Honorarium – used for a payment in recognition of professional services such as 

acting as a guest speaker 
o Award/Recognition – used for Spot Award, Mentor Recognition, Extra 

Effort Recognition, Eisenhart Award, Presidential Outstanding Staff 
Award 
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The below payment schedule is used as a guideline for NTID Add Pay: 
 

Examples of Additional Payment for 
Award/Recognition 

Range per semester 

Taking on additional responsibilities/tasks 
outside of Plan of Work/Job Description 

$300-$500 

Leading a project outside of Plan of Work/Job 
Description 

$500-$800 

 

Honorariums 

The below chart details RIT’s guidance on the payment of Honorariums: 

 

 Accounts Payable considers honorariums to be minimal payments of $500 or less. 

 Form W-9 of the individual receiving the honorarium is required along with a 
‘Honoraria’ letter indicating the sum awarded is not payment for services. The form 
is found here: Honoraria 

 Honorariums are typically awarded for guest speakers and Experiential Learning. 



Page 3 of 12  

The below payment schedule is used as a guideline for NTID Honorariums: 

 

Event Amount 

Full Lecture  

3 hours: $400 (such as for Experiential Learning Session) 

1.5 hours: $200 

30 minutes: $50 

*1.5 hours referenced means for one class 
session for a course that meets 2x a week 

 

*3 hours would be for an entire week’s worth 
of class time for a 3-credit course 

 

  

Panel (no prep) $50 
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How to Onboard the Recipient of an Honorarium in PaymentWorks 
Purpose: For Non-Employees to Receive an Honorarium 

 

 
 

1) Log into the RIT Service Center (RSC) portal  
2) Search for PaymentWorks and select “How do I onboard a new supplier?” 
3) Scroll down and find this link to log into Payment Works 
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4) Follow these steps to Send the invite:

 
 
5) Fill in the non-employee’s contact information. Make sure to scroll down to enter all fields:  

 
 

6) You will receive an email when the individual has completed their onboarding process. 
7) Once onboarded, you can submit a request through Oracle to start the process for payment. 
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How to Submit an IPF Request for an Honorarium via Workflow in Oracle 
Workflow to Submit an Honorarium 

 
The procedures are found on the NTID Academic Affairs page under the College Policies and Guidelines 
section: https://www.rit.edu/ntid/president/academic-affairs 
 
1) Log into Oracle 

 
 
2) Click on RIT Invoice Payment Request 

 
 
3) Click on the Create IPF Request 
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4) All requests are displayed on this page 

 
 
5) Click Create Invoice Payment Request  

 
6) From the drop-down menu, change the Payment Type to RIT-IPF Honorarium 
 
7) Enter the description (business purpose) 

 
 
8) Be sure to include the date of the event 
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9) Enter the Recipient’s name in the Payee section. Search by clicking the magnifying glass icon. Select the 
correct recipient’s name.  Click Select  
 
If the Payee’s name is not populated, revisit the Prerequisite section 

 
 
10) Click the magnifying glass and select the method of payment from the Payee Site dropdown box. 

 
 
11) Select the correct Payee Site from the drop-down menu 
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12) Enter the Date of Engagement 

 
 
13) Review and click Next 

 
14) Enter each expense related to the event on a separate line, click Next when finished 
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15) Verify the expense account that populates is correct (the object code provided should be correct based on 
expense type) 

 
 
16) If the account is not enabled, you will receive an error message. Request the account be enabled via RSC. 
Once enabled, you can go back to your saved request and finish submitting the Honorarium in Oracle 

 
 
17) Verify the accuracy of the information on the payment details page 
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18) Attach the signed honorarium acceptance letter to your request.  Click Add and choose the file

 
 
19) If applicable, attach any other receipts/documentation the same way, by selecting Add Another 
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20) Click Apply. Once all information is verified, click Submit

 
 
21) On the Invoice Payment home page, you should see your request.  If you notice anything that is incorrect, 
you can withdraw it, make changes and resubmit 
 

 

 


