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 HONORARIUMS TO BE PROCESSED AT NFC
An Honorarium is a token payment to an individual outside the Federal Government who, at the request of an authorized ARS official -
· Conducts a seminar
· Presents  a Paper
· Guest appearance or speech at an Agency function
· Participates as a member of a peer panel
Process:
· Requesting Management Unit prepares an AD700 with purpose, payee’s name and SSN or Vendor number if known. Also include the WBS information or provide a screen shot of the information from the SHC in FMMI.   Please use BOC 2570 for Honorariums.

· If Vendor is in FMMI, make screen shots of Vendor information to send with the AD 700 to ARS Ops at NFC.

· If vendor is not in FMMI, have Management Unit gather the necessary information from the payee and work with your Vendor Coordinator to have NFC create a vendor record.  Print screen shots of the vendor information in FMMI to send to ARS Ops.  Information needed to request vendor set up (there are special instructions if requesting a paper check, or vendor is foreign see bullets below) –

a. Individual’s Full Name
b. Individual’s Title
c. Individual’s SSN
d. Individual’s Address (where 1099 should be mailed, as well check if requested)
e. Banking information for EFT/ACH payment only:
i. Name on Bank Account
ii. Bank routing number
iii. Account Number
iv. Bank Name, City, State and Zip Code
v. Account Type (i.e. Checking, Savings, etc.)

· If the payee is a foreign vendor – the vendor set up is requested the same way, except with ZFOR as Account Type.  Also the banking information is left blank. 

· If a paper check is requested, the vendor ID needs to reflect that a check should be issued – no EFT information is needed.  Please do not use a Vendor ID with EFT information if a paper check is requested.   

· Prepare an email request for ARS Ops, include any special instructions such as paper check, foreign vendor.  PLEASE NOTE:  If a paper check or foreign payment is necessary, the vendor ID must be set up correctly – regardless of this email request.  

· Assemble the packet – AD 700, and vendor print screen. 

· For non foreign - Scan and email to ARSOPS@usda.gov for processing in FMMI. 

· For foreign – scan and email packet directly to Dave Perez at NFC, David.Perez@usda.gov .  Additional information that Dave needs to process the payment manually – Name of Bank, Swift Code, Bank Account Number, Name on Bank Account.

Attachments:
AD700 Sample
Email Request Sample


