[image: image1.jpg]Harlow

Council
K/,

Working together for Harlow




	

	

	

	

	

	



	Human Resources

	Honoraria Payment Request – please read the honoraria payment procedure prior to completing

	


	To be completed by:
	Line Manager


	(1) Employee Details

	Name:
	
	Department:
	

	Job Title:
	
	Section:
	

	Current Grade:
	
	Current scp:
	

	(2) Higher Grade Post:

	Name:
	
	Department:
	

	Job Title:
	
	Section:
	

	Current Grade:
	
	Appropriate scp of grade:
	

	Reason for Absence/ Project:
	

	(3) Calculation of Honorarium:

	Date on which additional duties commenced:
	

	Date on which additional duties terminate:

(Please insert a date even if end date is not known) 
	

	a. Appropriate scp of higher graded post minus Employee’s actual salary  = 
	

	Manager to provide an extension form before expiration date if it is to be extended to ensure continuation of pay.

	b. Percentage of duties carried out:

(if applicable)
	% (e.g. 100%,50%)

	Honorarium payable = 
	(per annum)

	(4) First Authorisation:

	Completed by:
( MANAGER PRINT NAME)
	
	Signature:
	

	Assistant Director:
(PRINT NAME)
	
	Signature:
	


	Please return this form to:
	Human Resources, Civic Centre


HR use:

	(5) Checking 

	Calculations: 
	
	Figures checked by:
	

	(6) Second Authorisation

	Assistant Director Governance, HR and Legal:
(PRINT NAME)
	
	Signature:
	


HR TO SCAN A COPY TO SCANNED DOCUMENTS FOLDER FOR NEXT AVAILABLE PAY RUN ONCE COMPLETE.
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