Reynolds Institute

Faculty Financial Policy
Instructor Honorarium.  Instructors will be paid $900.00 (including travel expenses) for 3-10 students.  

Provision for Travel Expenses (in Lieu of Honorarium).  Instructors that wish to have a portion of their honorarium reimbursed as travel expenses may do so.  To do so, they must complete a “Faculty Contract” (see attached) and submit it prior to the course they are teaching.  Please note the following:
To meet the IRS requirements, verification of expenses needs to be submitted to the treasurer following the class and prior to the check being issued.  The actual amount of the expenses will be paid.  If the amount is less than that requested, the balance may not be added to the honorarium account.  If the amount is more than requested, only the amount requested will be paid. 

Textbook Reimbursement.  Reimbursement for textbooks that are needed to teach any course are reimbursable upon receipt of an approved syllabus.  To receive reimbursement, receipts must be sent to the treasurer.  (If for some reason the class is cancelled, books purchased by Reynolds may be requested to be sent at a later date to an instructor who teaches the class.)
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Faculty Contract 

Honorarium and Expense Agreement

Instructor: ____________________________________________________________________

Address:  _____________________________________________________________________

Course: ______________________________________________________________________

Course Date: __________________________________________________________________

Accountable Expense Allocation Request:

A.
Travel   
$ __________.____
(# Miles X $ .485 OR you may enter $0)

B.
Honorarium 
$ __________.____


C.
Subtotal
$__________.____ 
(Total of A + B should = $900.00*)

D.
Textbooks 
$ __________.____ 


E.
Total

$ __________.____
(Total of C through E)

_____________________________________________  Date _____________________



Faculty Member’s Signature

____________________________________________    Date _____________________

      Lawrence A. Ogden, Executive Director

Note: To meet the IRS requirements, verification of expenses needs to be submitted to the treasurer following the class and prior to the check being issued.  The actual amount of the expenses will be paid.  If the amount is less than that requested, the balance may not be added to the honorarium account.  If the amount is more than requested, only the amount requested will be paid. 

Please sign and return this form to:


 Melissa Andrew, 57 Maplewood Drive, Townsend, MA  01469
