
Speaker Requests
for GSSA-Sponsored 

Events



This document explains the forms 
used when a speaker will be invited 

to a GSSA-sponsored event, and 
reimbursed for their travel or 

provided an honorarium.

It is meant to supplement the 
instructions for event requests and 

reimbursements, which can be found 
at https://gssa.tulane.edu/event-

funding/. 



Speaker Reimbursement: 
The Treasurer will process 

this as an IT through 
WaveSync as long as the 
department incurred the 

expenses.



Speaker: 
Honorarium

Please include the following 
when submitting ITs for 
honoraria:

• Flyer about event (including
date and speaker name)

• Contract

• W-9

Please see the next slides for 
blanks of contracts and W-9s. 
These documents can be 
found on the website.



Speaker: 
Honorarium 

• STUDENTS/REPS MAY NOT 
SIGN THIS CONTRACT.

• It must be signed by 
someone from Student 
Affairs.

• This contract must be 
completed PRIOR to the 
speaker event/honorarium



Speaker: 
Honorarium 



Speaker: 
Expenses

Please include the following 
when submitting ITs for 
Speaker events

• Flyer about event (including 
date and speaker name)

• Proof of flight 
(receipts/boarding passes)

• Proof of lodging (receipts)

• Contract 


	Honorarium: 


