Cover Instructions and Checklist for GSA Speaker Contracts

In order to expedite the process of obtaining approval of the contract for GSA speakers, please note the following steps in the process. Please also note that the steps should be performed in the order indicated. 

Download the GSA Speaker Contract from The Office of General Counsel Contract Review Page at http://counsel.cua.edu/cuaspecific/contractreview//GSA.doc
Modify the contract form with specifics as to the speaker, date and amount, and any other relevant information. 

If the speaker invited is a foreign scholar, then certain conditions must be met for certain visa categories, and the Director of International Student and Scholar Services or the OGC should be contacted prior to extending the offer to ensure that the payment will comply with immigration regulations. 
Send the draft contract to the Office of General Counsel for approval. If the speaker is a foreign scholar, please include the visa category of the speaker. 

Upon obtaining the approved contract from the OGC, send the approved contract to the scholar for his/her signature. Please do not reverse the order on this step and the prior step. Prior approval of OGC is necessary before obtaining the scholar’s signature.  

Send the completed contract with the scholar signature and OGC approval to purchasing for signature. 

Send fully executed copy of the contract back to the speaker. 

If you have any questions, please contact the Office of General Counsel at 319-6028. 
* See Tax Law of Colleges and Universities by Harding, Section 8.10.
The GSA should send an email to the foreign scholar asking for confirmation that he/she has not accepted similar honoraria and expense reimbursement payments from more than five other institutions in the past six months. 
