Guest Speaker/Honorarium
 Workflow 

	Free Speakers
(No Payment)
	Paid Speakers
Under $1,000
	Paid Speakers
Over $1,000

	Gather:
• Signed Release of Liability

Submit:
• Email to Risk Management
sdccdriskmanagement@sdccd.edu
	Gather:
• Signed Release of Liability
• Supplier Intake Form (if new or update needed). The details in the •Quote Optional- The Release of Liability can be used in lieu of a quote 

Enter:
• Submit Supplier Intake to Business Services (if needed)
• Enter Requisition in PeopleSoft, and attach signed  Release of Liability  and Quote

Submit:
• Speaker submits invoice to Accounts Payable upon completion of the service

**Key Changes:
• No insurance
• No contract
• No quote required
• Faster PO issuance 
	Gather:
• Supplier Intake Form (if new or update needed)
•Quote, Scope of Work or Rate Sheet
• Information to prepare Request for Contract Form

Enter:
• Submit Supplier Intake to Business Services  (if needed)
• Enter Requisition in PeopleSoft, and attach  Quote, Scope of Work or Rate Sheet, and Request for Contract

Execute:
• District prepares agreement and obtains insurance and sends agreement for signature
• Speaker signs → Contract executed
• Purchase Order issued

Submit:
• Speaker submits invoice to Accounts Payable upon completion of the service



