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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 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.   
  

https://www.rit.edu/fa/procurement/sites/rit.edu.fa.procurement/files/docs/RIT%20Standard%20Speaker%20Agreement%20%28Honorarium%29.dotx
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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 

 

 

 


