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Payment to Individual
Payment to an individual is for services such as honoraria, speaker
fees, guest reimbursements, etc., and when the individual is set up to
be paid based on the Social Security Number (SSN) for tax purposes.

REMINDER! A contract is required when: 1) there is an expectation of work or performance, 2) the possibility exists that damage can be
done to buildings or grounds, 3) the possibility exists that people can be harmed or injured, 4) Oxford College would need recourse for
unforeseen events/no-shows, or 5) it's not a voluntary payment (Honorarium payment). Please refer to the Contract Routing process prior
to initiating payment.

Finance & Administration

Yes

Payment issued based on
the payment method
specified by payee

No

No

No

Is the
Supplier/Individual’s

information in
Compass accurate?

Process Payment
Request in Compass
and attach approved
forms and supporting

documentation

*Review the cheatsheet
**Supporting documentation may include agreements, invoices, event advertisements,
work schedule, etc. Emory Finance Systems can be found here.
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