Human Subject Compensation 

Issuing compensation to individuals participating in human research projects is possible, provided the research project is in accordance with Purdue Policy I.C.1 “Research Involving Human Subjects” and has been approved by Purdue’s Institutional Review Board (IRB). Before compensation can occur, a departmental business office will confirm that the method, type, and amount of compensation is consistent with the specifics included in the approved human subjects protocol. Principal Investigators (PIs) are responsible for verifying the IRB-approved compensation procedures. Payment amounts and records are subject to IRB post-approval monitoring practices and financial recordkeeping guidelines. 

Deviations from the amount and method of payment approved by the IRB must be reviewed by the IRB.

A summary of the available compensation methods appears in the table below.  Detailed information on each method follows.  Amounts are meant to align with University Gifts and Gratuities Policy.
The Comptroller must approve any exception to these payment methods.
	
	Compensation Method
	Process
	Amounts
	Recordkeeping
	Non-Resident Alien

	1
	Check
	Accounts Payable
	Required for over $100
	Log
	Yes

	2
	Check
	Revolving Fund Advance to Principal
	$100 or less
	Log
	No

	3
	Cash
	Investigator
	$100 or less
	Log
	No

	4
	Gift Cert/Card
	Purchasing Card
	$100 or less
	Log
	Yes

	5
	Coupon
	Direct contact with Merchant
	N/A
	N/A
	No

	6
	Giveaways
	Purchasing Card
	$25 or less
	Documentation in Business Office
	No

	7
	Food Drawings
	Purchasing Card
	$25 or less
	Documentation in Business Office
	No

	8
	Cash/Check 
	See Methods 1-3 above

	9
	Drawings - Prize
	Purchasing Card
	Over $100
	Information to Tax Dept
	Yes

	
	
	
	
	
	


1. Check (via the Accounts Payable process) for individual payments of over $100 

For individual payments of over $100, separate checks are written to each subject through Accounts Payable.  Checks can be issued for amounts $100 or less, but this process is required for individual payments of over $100.  The following steps and information apply to this process:

1)  A ZV60 Direct Invoice is prepared with a Human Subjects Invoice Log that includes:  listing of each subject, the subject's address, the subject’s social security number or tax identification number, the human subject protocol number, the time period covered by the payment, and the payment amount.  

i. For payments to non-resident aliens, special handling is required due to withholding and reporting rules.

1. Separate invoice vouchers must be prepared for payments to nonresidents. 
2.  Non resident alien recipients will have to complete information within the Glacier Tax Compliance software system (https://www.online-tax.net/) to assess tax reporting and withholding requirements.

3. Submit the tax summary report and required forms generated from the system.
2) General Ledger account 533210 Human Subject Pmts must be used.

3) The Business Office must assure that an approved human subjects protocol exists and that the compensation amount and method are consistent with that approval. 

4) For SPS funds, the business office must ensure that the payment is in accordance with sponsor guidelines.
5) Checks will be mailed to participants after the invoice voucher is processed.  Or, checks may be requested in advance to have ready to hand out to subjects by preparing the ZV60 Direct Invoice seven business days in advance of the date needed. Checks that are not distributed must be promptly canceled by contacting Accounts Payable. 

Note:  Do NOT put the title of the research project on the invoice voucher.  The information is not necessary when the protocol number is provided.  More importantly, including the title may compromise the privacy of the subjects being paid.

2. Check (via revolving fund) for individual payments $100 or less 

For projects involving a large number of subjects or lasting for an extended period of time, a separate revolving fund (checking account) may be established.  Individual payments made through this process must be $100 or less.  If over $100, then payments must be made through Accounts Payable.  The following procedures apply:

1. Procedures for establishing a revolving fund are available at the following website: Revolving Fund Procedures.  Comptroller approval is required to establish a revolving fund. 

2. This account will be managed in accordance with University banking procedures.   

3. The Business Office is responsible for reconciling the checking account monthly. 

4. A Monthly Statement of Condition must be submitted to the Revolving Fund Clerk in Accounting Services. 

5. A log must be created, listing the Human Subjects Protocol number, amount of the check issued, subject’s name and the date(s) of participation.  The subjects must sign the log.  This log must be filed in the Business Office.

6. At no time may the account be overdrawn.  Checks cannot be issued if the account lacks sufficient funds (taking into account outstanding checks). 

7. Voided checks must be retained and returned to the Business Office with the log.

8. The Business Office must assure that an approved human subjects protocol exists and that the compensation amount and method are consistent with that approval.  Additionally, general ledger account 533210, Human Subject Pmts, must be used. The Human Subjects Policy may be found at: https://www.purdue.edu/hr/buspur/nonemppay/humsub.php
3. Cash (via cash advance) for payments $100 or less
Cash payments of $100 or less may be made to individual subjects using the procedures below.  For payments over $100, checks must be issued through Accounts Payable.  

1. A ZV60 Direct Invoice is prepared in the name of the project director, business manager or business assistant for the funds required for payments to subjects.   

2. General Ledger account 533210 Human Subject Pmts must be used. 

3. The Business Office must assure that an approved human subjects protocol exists and that the compensation amount and method are consistent with that approval.
4. For SPS funds, the business office must ensure that the payment is in accordance with sponsor guidelines.

5. A cash-handling plan must be completed for locations disbursing cash.  The plan and manual can be found at the following link: University Collections Office - Cash Handling Information
6. The request for funds should be made close to the time that funds will be disbursed.  

7. Checks made payable to the project director or other appropriate staff member must be cashed.  

a. Funds cannot be deposited into personal accounts nor can separate accounts be established to hold these funds.  

b. Cash must be appropriately secured in a locked safe or cabinet until disbursement occurs.  

c. Unused funds must be promptly returned to the Business Office. 

8. A Human Subjects Receipt Log must be created by the principal investigator listing:  the Human Subjects Protocol number, amount of the cash payment made, subject’s name, and date(s) of participation.  The subject MUST sign the log to show receipt of payment. 

a. The log, and excess cash, is sent to the Business Office to reconcile amounts paid out to participants against the original disbursement of funds to the project director. The log is filed in the business office.

b. The Business Office prepares a Cash Receipts Voucher (CRV) to deposit unused funds.  CRV’s are taken to the Bursar’s Office for deposit.

   9.  A Cash Advance/Promissory Note Repayment Agreement for     Advance form must be returned to Tax Group within 30 days of completion of the project, or the time period in which human subjects will be paid on the project.
4. Gift certificates & gift cards
Gift certificates/cards may be issued to human subjects in lieu of cash or check payments under the following conditions:

1. Face value of the certificate/card must be $100 or less.

2. A Human Subjects Receipt Log must be created by the principal investigator listing:  the Human Subjects Protocol number, the face value of the gift certificate/card provided, the entity that will honor the gift certificate/card (e.g. Simon Mall), subject’s name, and date(s) of participation.  The subject MUST sign the log to show receipt of the gift certificate/card.

a. The log will be sent to the Business Office monthly.   

b. Note that the IRS considers gift certificates/cards to be a cash equivalent – thus the same tax issues apply to these as with more traditional payment methods.  

c. Exception:  If certificates/cards of nominal value are mailed to respondents of a survey, for example, the PI must keep a record of the certificates/cards mailed including the Human Subjects Protocol number, the recipients name, face value of the certificate/card, entity honoring the certificate/card, and the date(s) of participation.  The recipients’ signatures, however, are not required.  

d. Nominal value, for the purpose of this policy, would be amounts of $50 or less that are non-recurring.  

3. Certificates/cards must be controlled as if they were cash – i.e. kept in a locked safe or cabinet.

a. A cash-handling plan must be completed for locations disbursing gift certificates/cards.  The plan and manual can be found at the following link: University Collections Office - Cash Handling Information
4. Unused certificates/cards must be returned to the Business Office, with the log, for reconciliation purposes.  Unused certificates/cards may be used in the following ways:

a. For another study - in this situation, the cost of the certificate/card should be moved to the appropriate account.

b. For future use in the same study – staff should be aware however of the potential for a certificate/card to expire and lose its value if too much time elapses.

c. For another appropriate use in the department.  The cost of the certificates/card must be moved to another appropriate account.  

i. Appropriate uses may involve offsetting hospitality or other S&E expenses.  

d. It is not appropriate to give unused certificates/cards to staff or faculty members as recognition or as a reward.  

e. For non-hospitality or S&E use, Business Offices should consult with the Assistant Comptroller in Accounting Services.

5. Certificates/cards may be purchased using the University’s purchasing card provided appropriate backup documentation is retained in the Business Office.

6. For purchasing card transactions, the Business Office is responsible for assuring that the expenditure is allowable, allocable and reasonable, consistent with other SPS/Comptroller delegations.  In addition, the Business Office must assure that an approved human subject protocol exists applicable to the expenditures.

7. Prior sponsor approval is not required nor is it necessary for the principal investigator to have spelled out the method of payment in the proposal if checks, cash, or gift certificates/cards are issued as compensation.

8. IRB approval is required if the method and amount of compensation differs from what was originally approved by the IRB.

9. General Ledger account 533210 Human Subjects Pmts must be used.

Gift certificates/cards for lottery tickets, alcoholic beverages, or tobacco products are not allowable under any circumstances.

5. Coupons

Coupons are received free of charge from various vendors as a marketing tool.  If the University pays for the “coupon”, it would be considered a gift certificate.  

Coupons may be distributed to human subjects in lieu of more traditional payment methods.  Generally, coupons are of nominal value.  Logs of their use are not required.  

Unused coupons must be returned to the Business Office. Unused coupons may be used in the following ways:

a. For another study.  

b. For future use in the same study – staff should be aware however of the potential for a coupon to expire.

c. For another appropriate use in the department.  

d. It is not appropriate to give unused coupons to staff or faculty members for personal use.  

Coupons for lottery tickets, alcoholic beverages, or tobacco products are not allowable under any circumstances.

6. Giveaways

To incent participation, items of nominal value may be given to each participant.  Giveaways are allowed under the circumstances described in this section.

Giveaway items, regardless of value, must have prior sponsor approval before expenditures can occur.  Contact SPS for assistance if these items were not originally included in the award document.  Because it is not feasible for SPS to provide prior approval for giveaway expenditures, Business Offices must exercise their existing SPS/Comptroller delegation for these items.  In addition to assuring allocability, allowability, and reasonableness, Business Offices must also assure that an approved and applicable human subjects protocol exists.  IRB approval is required if the method and amount of compensation differs from what was originally approved by the IRB.

Giveaway items must be purchased as needed and distributed to recipients as quickly as possible.  Until distribution occurs, items must be secured so as to minimize the risk of loss or theft.

Giveaways involving lottery tickets, alcoholic beverages, or tobacco products are not allowable under any circumstances.

The following procedures apply for the different types of giveaways:

a) Non-promotional giveaway items of nominal value

a. Value of individual items must not exceed $25.
b. Giveaway items may be purchased using the University’s purchasing card provided appropriate backup documentation is maintained in the Business Office.  

c. General Ledger account 533210 Human Subjects Pmts must be used.

b) Items of nominal value used for Purdue promotional and marketing purposes 
a. Differs from section (a) in that the items contain University, school or departmental logos. 

b. Administered according to guidelines found at the following website: http://www.purdue.edu/account/doc/Marketing%20promo%20revised.doc
7. Food

Another means to incent participation is to provide food or refreshments to participants during the gathering of the required data.  Examples include serving pizza to participants while completing a survey, providing refreshments to focus group participants, and other similar activities.

The following procedures apply for the different types of food purchases:

Food purchases to be provided to human subjects may be charged to general fund or gift accounts if in accordance with department head or donor restrictions.  Sponsored programs accounts may be used if the expense is specifically approved in the budget and is in accordance with sponsor and University policy.  When charging these food purchases to the above funding sources, expenses for alcoholic beverages are prohibited.  Contact SPS for assistance if these items were not originally included in the award document.  

Business Offices must assure that an approved and applicable human subjects protocol exists.  IRB approval is required if the method and amount of compensation, including the provision of food or refreshments, differs from what was originally approved by the IRB.

General Ledger account 533210 Human Subjects Pmts must be used.  Do not use hospitality or entertainment general ledger accounts for human subject transactions.
8. Drawings
To incent participation while managing project costs, principal investigators may propose a protocol that includes entering participants’ names in a drawing for a prize or prizes.  These prizes may be cash, check or an item of value.  Drawings conducted as part of human research activities do not invoke charitable gaming regulations. However, the drawing must be established using the requirements below to comply with lottery regulations.  
a) You must obtain IRB approval to ensure the drawing meets all ethical requirements of human subjects research.

b) Anyone who consents to participate in the research study has the opportunity to win the prize in the drawing.  The award of the prize is not contingent upon completion of the study.
c) The drawing entry, or other notification to participants, must clearly describe any tax implications of receiving the award.

d) You should not require any person to pay to enter the drawing.  
e) You should ensure that Purdue monitors the drawing for compliance with all University rules and applicable laws.

Drawings are allowed under the following circumstances described in this section.
a) The Business Office must assure that an approved human subjects protocol exists and that the compensation amount and method are consistent with that approval.

b) Cash or Check

a. Follow cash or check procedures indicated above (compensation methods 1-3).

c) Prizes
a. Prize(s) may be purchased using the University’s purchasing card provided appropriate backup documentation is maintained in the Business Office.  

b. General Ledger account 533210 Human Subjects Pmts must be used.

c. Prize(s) must be secured in the department until distribution is made.
d. For prize(s) valued at $100 or more, the recipient must provide their social security number or taxpayer identification number for tax reporting purposes, and complete a form 21.

i. Non resident alien recipients will have to complete information within the Glacier Tax Compliance software system (https://www.online-tax.net/) to assess tax reporting and withholding requirements.

ii. Submit the tax summary and required forms generated from the system.

iii. Recipient will provide a check for the tax liability identified through Glacier. 
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