
Outside Speaker/Guest Presenter   

Honorarium Methods & Procedures  
  

As a Facilitator enhancing your course with an Outside Speaker or Organizer hosting a Guest 

Presenter, you have the authority to offer an honorarium of $100 or $200, respectively. This 

policy is to be exercised at your discretion. For example, you may choose to not offer this 

honorarium for various reasons: speaker is a public servant (e.g., city/government 

employee) or would be uncomfortable with this offer (you share a professional or personal 

relationship).    
  

Higher fees may be considered by the Board on a case-by-case basis.  
  

If this honorarium is offered, the speaker/presenter may respond in various ways:  

1. Decline the offer: see Note below.  

2. Donate the honorarium to our LLI Scholarship Fund, in which case form  

Speaker/Presenter Honorarium Transfer to LLI Scholarship Fund is to be filled out and 

returned to the LLI Office (deposit in Treasurer’s mailbox).  

3. Accept the honorarium, to be paid by check and mailed by the WCC/LLI Business 

Office upon receipt and processing of the necessary paperwork.  

a. Forward the attached W-9 to the speaker/presenter to be filled out, returned 

to you, then forwarded to the WCC-LLI Liaison. This form will be kept by the 

college for future reference.  

b. On the event date, fill out the form LLI Honorary Outside Speaker/Guest  

Presenter Agreement with event and contact information. (Note: Remit 

Payment information must match that in the W-9). In the LLI Authorization 

area, print and sign your name (title is LLI Facilitator or LLI Organizer). The 

speaker/presenter is not required to sign this form. Forward this form to the 

WCC-LLI Liaison, who will coordinate with the college for payment 

processing.    
  

  

Note:  

➢ If you determine that no payment is to be offered or the offer is declined, please notify 
the CC Course Proposal Coordinator (by responding to the email sent with the 
document listed above).  

➢ You may have questions about how to handle specific situations, such as inviting 

multiple outside speakers to a given course. Based on the speakers’ participation and 

expertise, you may choose to offer each speaker $100 or have them share the allotted 

$100. This is at your discretion.  
  

All questions should be directed to the CC Course Proposal Coordinator, who will interface with 

the appropriate source(s) and respond to you.   



 



                                                       

  

Lifelong Learning Institute  

 Honorary Outside Speaker/Guest Presenter Agreement  

  

Presenter will deliver the following agreed upon services during the event described below:  

Name/Title of Event: ____________________________________________________  

Date and Time of Event: _________________________________________________   

Location: _____________________________________________________________  

Topic/Title of Presentation: ______________________________________________  

  

Remit Payment (must match W9 Information) to:  

Name: ___________________________________________________  

Address: _________________________________________________   

Email: ____________________________________________  

Phone Number: ______________________________________________  

  

 

LLI Authorization:  

Payment Request Amount $____________  

Outside Speaker $100 – Guest Presenter $200  

  
Approval By (authorized signature and printed name)  
  
  
Title of Lifelong Learning Institute Representative    

Date   

  

Please forward this form to WCC-LLI liaison Jessica Guglielmi for processing at 

jguglielmi@waubonsee.edu 

 

 

  

mailto:jguglielmi@waubonsee.edu


  

  
  

  

Speak  Speaker/Presenter Honorarium   

  

Transfer to LLI Scholarship Fund  

  
  

  

  

  

Name of Course or Guest Presentation  

_________________________________________________________________  

  

Name of Speaker/Presenter ______________________________________  

  

Date of Speaker/Presenter Presentation  _________________________  

  

Honorarium Amount to be Transferred   _________________________  

  

Name of Facilitator or Organizer _________________________________  

  

Signature  ______________________________________________________  

  

Date ___________________________________________________________  

  

  

Please fill out on date of event and take to LLI Office  

(Treasurer’s mailbox)   


