Guest Speaker $2,000 or less

An abbreviated Guest Speaker Payment Authorization form (GSPA) is used to facilitate payment to a guest speaker/lecturer when the payment for service does not exceed $2,000. The agreement incorporates a Request for Check form to reduce the processing of paperwork at the department level. 

The payment of the fee for service must be made using the GSPA and the speaker will receive from the University an IRS Form 1099 MISC (an Internal Revenue Service form used to report non-employee compensation).

The payment of related travel expenses may be handled in one of three ways: 

· The amount of agreed travel expense is included with the fee for service on the GSPA. No travel receipts are required. The full amount of the fee plus travel will be reported on IRS Form 1099 MISC as taxable income to the speaker. He/she should maintain original receipts as part of his/her business records. 

· Travel expenses to be reimbursed in compliance with Brown University Travel Policy using a Travel Expense Report. Original receipts are required for all travel expenses. Any travel expense that cannot be substantiated with an original receipt must be included on the GSPA and the payment (fee and travel) will be reported as taxable income on IRS Form 1099 MISC. Use of the Missing Receipt Affidavit is not valid under this policy. If it is determined after the GSPA has been signed and services have been performed that travel expenses cannot be substantiated with original receipts, reimbursement will be made using a Request for Check and the payment will be reported as taxable income. 

· A guest speaker/service provider may not wish to receive a fee and asks only for reimbursement of travel expenses. In this case, travel expenses will be reimbursed using a Travel Expense Report in compliance with Brown University Travel Policy. Original receipts are required for all travel expenses. Any travel expense that cannot be substantiated with an original receipt must be paid using a Request for Check.  The Request for Check and a completed W-9 are forwarded to the Accounts Payable Department.  Payment will be reported as taxable income on IRS Form 1099 MISC. 

Paperwork: Complete the top portion of the GSPA identifying: Legal name, home address (indicate mailing address if different), date of service, description and location of service, fees and expenses, the account number to be charged. For tax reporting purposes the speaker's Social Security (or Federal Tax ID) number and home address are required. Complete the Payment Authorization section including account number, sub-code, account description, amount and authorized department signature. 

Forward the completed GSPA and one copy to Accounts Payable for processing.
