
 Honorarium Payment Form                       

 
 

Office of Contracting & Procurement 
Division of Finance 
856.256.4171ademy Street, Glassboro, NJ 08026171 
rowan.edu/procurement    

 

 
What to Expect? 
 

1. Honorarium Payment Form 

 
2. Supplier Information 

 
 

3. Honoraria Determination 
Answer Yes or No for all questions. 

 

Pro-Tip: If the person you are paying is 
does not populate in the search, please 
create a Non-PO Banner ID Request in 
ProConnect. 
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4. Additional Information 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pro-Tip: Reimbursables 
 
Choose Yes if the recipient will also be 
reimbursed for any expenses. 
Reimbursables must be broken out on a 
separate line of the requisition. 
 
Choose No if the recipient will not be 
reimbursed for expenses. 

Pro-Tip: If the participation occurs over 
several days, choose the last day as the 
Date of Participation. 

Pro-Tip: Choose CD443-000 
(Honorarium) as the Commodity Code. 

Pro-Tip: Enter the total amount of the 
honorarium + reimbursables, if any. 
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5. Accounting Codes 
Choose 7214- Honorarium/Stipends as the account code by clicking the pencil icon. 
 

 
 
If adding reimbursables, add an extra line of accounting codes. Use code 7216- Travel as the account 
code. 
 

 
 
 
 

 
6. Attachments 

Add supporting documentation as an attachment.  
 

 

Pro-Tip: Reimbursables 
 
The total of all accounting lines must equal the 
amount entered on the previous screen.   
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7. Finalize Request 

 
8. Submit 

Proceed to Checkout or Assign Cart for approval.  
 

 

9. Approval 
Once approved by your Approver and OC&P, a purchase order will be created and sent to the 
recipient.  You will receive a copy of the PO. 
 

10. Invoicing 
Automatic invoicing, no receiving necessary. 
 

11. Payment 
Accounts Payable will issue payment within 30 days of invoice. 
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