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HONORARIA GUIDELINES
PURPOSE:
The purpose of this guideline is to provide a framework for consistent and fair treatment when providing a nominal payment to an individual who has been invited to provide a unique service to the College.  The individual must be a volunteer and have the right to turn down the offer to participate.
Definition:   An honorarium is an ex gratia payment made to an individual for their services in a volunteer capacity, or for services for which fees are not traditionally or legally required. It is a token of appreciation with a nominal value (see CRA Perspective below) assigned to it and is not equivalent to a professional fee.
Examples of Honoraria:
A nominal payment to a guest speaker or lecturer as a gesture of good will and appreciation:
· A special classroom lecture, seminar, or workshop
· Serving as a guest speaker at an educational event
· Participating as a guest speaker at outreach events
· Assistance for set up at supporting activities at special events
Agreement: 
An honorarium must not be based on an agreed-upon amount between the recipient and the College. If payment is agreed-upon, the arrangement falls outside of this honorarium policy and should be discussed with the HR department.  
An honorarium should be a flat, nominal amount and should not be based on a unit of measure such as the number of hours volunteered or students assisted. 
If payment is agreed upon, this constitutes a contractual business service agreement and will involve invoicing and related business taxes or will be other employment income if performed by an employee.

CRA Perspective: 
1. Unofficially, CRA recognizes that nominal payments (less than $500) are not subject to the usual tax rules:
· Token payments less than $500 are not reflective of work performed and are not an incentive or compensation therefore no income need be reported or taxes deducted
2. Officially, CRA considers any service provided, either one time or cumulative, over a calendar year with payment amount greater than $500 as business income or salary income: 
· Business income for external individuals - and is put on Box 28 of a T4A 
· Other salary income for employees - and is put on Box 14 of the employee’s T4 
· This is used when an employee is volunteering for a role not related to their job 
[bookmark: _GoBack]Please note the College faces CRA fines and penalties if honoraria are not included as either business income or salary income with the appropriate deductions. It is strongly recommended that employees do not volunteer.
PROCEDURE: 
To process an Honorarium gift 
1. Complete the Honorarium Form in full with signed managerial approval and corresponding account code; submit to eepayables@selkirk.ca if non-employee or Payroll.Administration@selkirk.ca if issued to an employee. 
Recipient Options:
· Employee of College – If the individual is an employee then the honorarium will be paid through payroll and added to the employee’s taxable income, income to be reported on their T4  
· Independent – If the honorarium is for an external individual it will be processed by Accounts Payable and tracked for T4A reporting (if the amount exceeds $500 in a calendar year)
· Non-resident Honorees – Regulation 105 of the Income Tax Act requires the College to deduct and withhold a 15% tax unless waiver application form R- 105 is completed by the honoree and approved by the CRA. The application should be sent to the CRA at least 30 days prior to the start of the honoree’s services in Canada, or 30 days before the first payment to the applicant for those services. Please contact the accounting department to inquire about the CRA waiver application procedure. A T4A-NR slip will be issued at the calendar year end 


	
image1.jpeg
SeIkirkCoIIege

Within Reach. Beyond Imagination. 1888 9531133 selkirk.ca
CASTLEGAR | GRAND FORKS | KASLO | NAKUSP | NELSON | TRAIL




