PVCC - Stipend/Honorarium Payment Process 

Stipend/Honorarium Payment Process


· Upon completion of services outlined in the MCCCD Purchase Order, the Requisitioner will complete the Stipend/Honorarium Invoice form.

· Please note stipends and/or honorariums cannot be prepaid.
· Copy of the new invoice form can be found at:  http://www.pvc.maricopa.edu/fiscal/forms.html

· Invoice No# referenced on the Stipend/Honorarium Invoice will be the MCCCD Purchase Order #.

· Route the Stipend/Honorarium Invoice hard copy to the Fiscal Office.

· The Fiscal Office will submit the invoice to District Accounts Payable for payment processing.

· Payment will be approved by the Requisitioner via CFS Workflow and mailed directly from District to the supplier.



















PVCC
Stipend/Honorarium Invoice


Invoice form is required for all PVCC Stipend & Honorarium expenses

[bookmark: Text1][bookmark: Text11]Date:       						Invoice No#:       
							(Purchase order # will serve as invoice #)
[bookmark: Text10]Requisitioner:       

[bookmark: Text3]PO#:       						Date of Service:       
							(Services cannot be pre-paid.)
[bookmark: Text4]Supplier Name:       
				
[bookmark: Text5][bookmark: Text7]Supplier#:       					Amount: $      
					

 (
* Note:  Amounts paid to any individual in excess of $600 in a calendar year will result in a Form 1099 being issued and reported by law to the individual and the Internal Revenue Service as miscellaneous income.
)



Description of Service:  (In detail describe the Service identifying the program or project if applicable; the need for the Services; what will be done; how it will be done; and any deliverables (such as reports, analyses, designs):  
[bookmark: Text9]     








Invoice Processing

· Complete the above invoice & submit hardcopy invoice to the Fiscal Office.

· Hardcopy invoice will be submitted to District Accounts Payable for payment processing.

· Payment will be approved by Requisitioner via CFS Workflow and mailed directly from District to supplier.



Campus Fiscal Office Review



Reviewed for completion:____________________			Date:  _________________
			               Fiscal Signature
