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An educational speaking engagement (“engagement”) is one-time commitment conducted by a guest lecturer that is educational and related to a formal academic program at Rutgers.  The engagement takes place in a classroom or lecture hall setting.  The cost threshold for an engagement is $5,000.  An engagement over $5,000 requires the use of the Professional Service Provider Agreement (PSPA).  A speaker cannot be a Rutgers employee.  Out of title payments to Rutgers employees are processed through University Human Resources 
An educational speaking engagement is not a service covered under a Performance Agreement or under an Honorarium.  The performance agreement applies to a speaker who is not classified as an educational speaker.
An educational speaking engagement may be exempt from insurance requirements based on the scope of work and if the following criteria are satisfied:
1. Primary activity is speaking/listening
2. No professional training in the use of lifesaving or technical equipment.
3. No physical or laboratory activities are involved.
4. It must be conducted on Rutgers owned, leased or rented property.
5. Speaker may use Rutgers owned and controlled equipment, but cannot use her/his owned equipment.
6. The speaking engagement is not about controversial social or political issues. 
If the speaker engagement doesn’t satisfy all the aforementioned requirements, additional insurance requirements may be imposed by Risk Management. 
Method of Engagement
First, the speaker needs to be a registered supplier in RU Marketplace.  With the requisition in RU Marketplace, the requesting department, school or unit shall submit a scope of work that is executed by both the speaker and the department, school or unit.  The department, school or unit is strongly encouraged to use the Scope of Work on the Procurement web site. (Form is attached to these instructions).  The department, school or unit may submit their own developed agreement provided it addresses all the requirements of the Scope of Work, including signatures.  A speaker is required to submit the ICED form, which shall also be submitted with the requisition.  
Payment for engagements shall be through a purchase order, which requires the speaker to submit an invoice to Accounts Payable for payment.
If you have a question concerning the use of the Scope of Work for speaker engagements or question on speaker engagements, please contact Kathryn Kuhnert, Category Manager for Professional Services at Kathryn Kuhnert.  kuhnert@finance.rutgers.edu .  If you have a question concerning the use of Honoraria, please contact either David Amador, damador@finance.rutgers.edu ,  or Gary Kucsan,  kucsangm@finance.rutgers.edu , at Accounts Payable. 
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