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  Stanford University


Job Aid:  Paying Human Subjects

The purpose of this job aid is to further clarify the information supplied in the iOU User Guide, Administrative Guide, and the Controller’s Office web site to help you in paying Human Subjects.  To get the most from this document, you should have a basic familiarity with the process of paying Human Subjects in your department and the iOU application for Reimbursements, Advances and Other Checks.

Business Purpose

To pay Human Subjects who are participating in a study sponsored by the University. If you are paying Human Subjects with an advance you will also need to be familiar with the Advance process in iOU and advance policies and procedures. 

Policy considerations

You, as the administrator, have certain responsibilities when paying Human Subjects: 

1. First, you have fiduciary responsibility to ensure that you can account for the funds spent in the study.  You must ensure that adequate controls are in place for the distribution of the funds and that the cost is allocable to the PTA to which it is charged.  

2. Second, you need to ensure that you use the appropriate tax treatment for the compensation. 

· All Human Subject payments are considered income to the recipient.  Stanford will issue a 1099 for every U.S. resident who is paid $600 or more in a calendar year by Stanford. However, if the Human Subject is a non-U.S. resident, a Stanford employee or SLAC employee the compensation will be reported to the IRS no matter what the payment amount. 

· If you are issuing a small amount (under $100) but you believe that this individual will be receiving $600 or more during the calendar year (and they are not a Stanford or SLAC employee), you must collect their Social Security Number (SSN) and forward it to T&R with the backup documents. SSN is required for any payment of $100 or more. 

· If you elect to retain tax documentation for payments under $100, you assume responsibility for tax compliance. You should always collect Tax ID information on these payments, if possible. You must be able to produce tax documentation on these payments if requested by the IRS or other tax authorities.

3. Third, Human Subjects are protected under the new California State laws and HIPAA regulations.  This means that you need to consider how the information about the Human Subjects is being used.  As a result of these new privacy requirements, certain business processes have been changed. 

· Human Subject iOU transactions will not be viewable by anyone but the originator, approvers, individuals with authority over accounts charged, or authorized central office staff.

· It should be noted that the name of an individual paid directly by an iOU Other Checks transaction will appear in the expenditure reports of the designated project, task and award.  You must consider if this is a breach of privacy for those individuals.  If the individual is paid with an advance, the name will not appear in the reports but will only be used for tax reporting.

· The University is aware that many studies are sensitive in nature and information concerning Human Subject participants is confidential.  In those instances, the study should not be named in the requisition, but can be referred to by a protocol number or other study identifying number.  

Methodology

There are three ways to compensate Human Subjects:

1. Receive funds via an Advance in iOU; pay Human Subjects with the advance money; clear the advance in the Reimbursements module in iOU.

2. Pay Human Subject directly using the Other Checks module in iOU.

3. Give Human Subject a gift certificate or other non-cash item.

1.  How to pay via an Advance.

Please note that non-resident aliens, who are not Stanford or SLAC employees, cannot be paid in cash by advance funds.  They must be paid directly via iOU Other Checks to ensure correct tax compliance.  Non-resident aliens are individuals who are not U.S. citizens and are not permanent residents (they do not have a “green card”). The type of visa they have may limit the ways they can be compensated, and we must follow strict tax reporting and withholding rules for them. See http://co.stanford.edu/compliance/foreign/index.html 

Non-resident aliens who are employees can be paid as you would pay any employee.
Getting the advance.  Advances are requested in the iOU application under the Advances module.  The Payee is the person that will be responsible for the money and held accountable for unspent funds; typically, this is either the Principal Investigator or the Administrator of the study. The payee or administrator must maintain controls over the cash, and properly protect it (using a cash box, locked drawers, etc.). The payee will ultimately be held accountable for any balance not cleared. 

When creating the Advance request, the originator will be asked to indicate “Who is the SU Clearing Contact.”  This is the person who will be contacted if the advance is not cleared when it is scheduled to be cleared based on the end date and the clearing date entered on the Advance request. 

The originator will also be asked, “Will the Payee above, be the Payee on the Clearing Reimbursement?”  In many cases, the answer is Yes, it will be the same person.   However, if the payee when submitting the expenses to clear the advance will be a different person, you must indicate that here.

FOR EXAMPLE:  If airfare was charged to a Department American Express account, the payee selected on the Advance will be the AMEX Department Custodian, and the Site selected will be AMEX DEPT ACCOUNT.  When clearing the advance, the payee entered will be the traveler, not the AMEX Custodian.  In this case, you will answer NO, the Payee when clearing the advance will NOT be the same Payee, and you will enter the name of the traveler.

Making payments.  Human Subjects are paid from the cash advance.  A record must be kept of the payments made to individuals and tax information needs to be collected from each Human Subject.  See the matrix below for a detailed description of the information you need to collect and what you need to forward to T&R as backup for the request.

Clearing advance.  To clear the advance, enter a request in iOU Reimbursements.  You may refer to the iOU User Guide for policy and procedures relating to human subjects.  You will enter detailed information for payments of $100 or more (or anticipated payments within a calendar year of $600 or more) within the iOU request.  iOU provides a spreadsheet option for this purpose.  The documentation for payments of less than $100 may be submitted as faxed backup.  The iOU system will list outstanding advances and the balances for each advance for the individual you enter as the Payee.  You can partially or fully clear any of the advances listed up to the amount of the request you are submitting. You can enter multiple requests over a period of time to clear one advance.  If you are expensing more than the amount of the advance, a check for the excess will be issued made payable to the Payee.  NOTE:  the name of the Payee listed on the Reimbursement request must match the name of the Payee that was listed on the Advance.

2.  Pay Human Subject directly.

You can request a payment to the Human Subject directly in iOU Other Checks and the  check will be sent to the Human Subject.   Submit backup to T&R via fax as you would when paying any other Reimbursement transaction. Please note that, as with any other Payee, the Human Subject’s name will appear in the Expenditure Detail Report.  You should consider if this poses any problem with confidentiality, and may want to use the Advance method instead.  

There are two ways you can request direct payment to the Human Subject thru iOU:  

· Pay only one Human Subject per transaction in iOU Other Checks. 

· Pay multiple Human Subjects on one transaction in iOU Other Checks.   Please refer to the iOU User Guide for more information on payments in Other Checks.  

3.  Thank Human Subject with non-cash gift.  

You can thank the Human Subject with items such as a store gift certificate or a t-shirt.  

For gifts under $100, you need only keep a record of the Human Subject’s name and address, the value of the incentive given, and the Human Subject’s signature evidencing their receipt of the item.  This list plus a receipt for the purchase of the gift certificates or incentives should be sent to T&R.  If you cannot get the recipients’ signatures, you must complete an Attestation Form to attest to the fact that the money and/or gifts were distributed only to participants in the study and that their cost is allocable to the PTA charged.  The Attestation Form can be found at the end of this Job Aid.
Non-cash gifts are especially useful for those individuals that may not have SSN’s, non-resident aliens or for studies where a small incentive is appropriate. Non-resident aliens and Stanford or SLAC employees may receive non-cash incentives; as long as the incentives cost less than $100 (or less than $600 to one individual in a calendar year) they will not be tax reported. 

If the value of the incentive is $100 or more, it will be treated as income and is subject to the same tax reporting as cash. 

The incentives, whether gift certificates or other items, must be controlled and protected from pilferage or loss. 

Whenever possible, Stanford strongly urges you to use non-cash thank you’s for Human Subject study participants. 

Cash payments and incentives valued at $100 or more for Non-resident Aliens

All cash payments and incentives valued at $100 or more require the collection of tax information. If payments are made to a non-resident alien, tax withholding rules apply.  This means that either the Human Subject or the department needs to pay the 30% Federal withholding tax at the time the money is disbursed.  For example, if the Human Subject payment is $100, you should give the non-resident alien $70, process the transaction for $100, and the Disbursements department will make a payment of $30 to the IRS for taxes.  If you wish to cover the tax in the payment, then you will have to gross up the amount by 42.9%. For example, if you want the participant to receive a net of $100 you would pay him $100, but process the transaction for $142.90. The difference of $42.90 (which is 30% of $142.90) will be paid to the IRS. The “gross-up” formula is the desired payment amount + 42.9% of the amount. 

Special Consideration for Employees of SLAC and Stanford

SLAC and Stanford employees who receive Human Subject compensation can be paid as other recipients and their income will be reported on a 1099.  The one exception is employees who participate in a study conducted by their department or related to their regular employment.  Those individuals must be paid through the Payroll system.

Human Subjects Payment Matrix

Good accounting principals dictate that Stanford keeps certain information to account for the use of funds for each Human Subjects study.  Stanford is concerned that the money is being used properly and being charged properly. The following matrix summarizes the information that the department must collect from the Human Subject recipients and what information must be forwarded to T & R:

Human Subject Payment Matrix

	
	Suggested method to pay 
	What information must you collect?
	What Back Up information must you send to T & R or Payroll?

	Payment or non-cash incentive under $100. (For non-resident aliens, also see section below.)

	Non-cash incentives under $100


	An iOU Advance should be used to purchase incentives.


	List of participants to include:

Human Subject name, address, signature and date of interview or activity, $ value of incentive.

Or

Attestation (see below)


	Clear advance in iOU Reimbursements with the following:  Human Subject name, address, value of gift certificate, receipt for purchase of gift certificates or other incentive, and Protocol ID number.

Or

Attestation (see below)



	Cash under $100


	Either via iOU Advance 

(Cash given to Human Subject)

or 

Direct payment through iOU Other Checks (Check is sent to Human Subject).


	List of participants to include:

Human Subject name, SSN (required for SU or SLAC employee), address, signature and date of interview or activity, and amount.


	For Stanford or SLAC employees:  SSN, Name, and Protocol ID number.  Indicate that the recipient is an employee (if clearing advance)  so that a 1099 can be produced.

For Non-employees: Human Subject name, SSN if available, address, signature, date of interview/activity, amount, and Protocol ID number; 

or

Certification that required information is on file and available in department (see below).



	Payment of non-cash incentive of $100 or more. (For non-resident aliens, also see section below.)

	If paid with advance 


	Human Subjects are paid cash from advance.

(Non-resident aliens may not be paid cash using the advance method.)


	List of participants to include:

SSN, Human Subject name, address, signature and date of interview/activity, amount.


	Clear advance in iOU Reimbursements with the following:  Human Subject name, SSN, address, signature and date of interview/activity, amount, and Protocol ID number. 

Indicate that the recipient is a Stanford or SLAC employee so that a 1099 can be produced.



	If paid directly


	Generate check through iOU Other Checks.


	SSN, Human Subject name, address, signature and date of interview/activity, amount.  Copy of green card, or other non-resident documents if applicable.


	Name or protocol number of study, SSN, Human Subject name, address, signature and date of interview/activity, amount, and Protocol ID number.   


	Refer to the following documents for additional information for Non- employee, Non-US residents:

http://adminguide.stanford.edu/36_5.pdf                    http://co.stanford.edu/compliance/foreign/                    http://co.stanford.edu/compliance/foreign/categories.html


Attestation Form (see below)

If you cannot get the signatures of the incentive recipients, then you need to complete an attestation form concerning the distribution of the funds and submit it to T&R when processing your Human Subject iOU transaction.  The administrator of the study and a second party, such as another staff member in the department, must attest that the money was used as stated.  The Department Administrator must then sign the attestation stating that the correct documentation will be kept in the department records.  

Certification Form for Incentives under $100 (see below)

A department may elect to retain the tax information relating to Human Subject payments if payments are under $100 and the recipients are not employees or non-resident aliens. SSN’s for tax reporting should always be collected if possible. If a department elects to retain the tax information for study confidentiality reasons, a certification form will need to be completed and submitted to T&R when processing the Human Subject payment request. If tax information cannot be collected due to the nature of the study, the reasons should be stated on the certification. Tax information MUST be collected and sent to T&R for all payments of $100 or more.

Human Subject Non-cash Incentive Distribution Attestation Form

(Under $100)
We attest that funds associated with iOU Request #________________were used for the business purpose stated. Due to the following reason it was not possible to collect all required supporting information (Human Subject Name, Address, and signature):

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The funds were used to purchase non-cash incentives for participants in the __________________________Study (Name or Protocol ID#).  These incentives are described as follows and the cost per subject is less than $100:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

We attest that the non-cash incentives or gift certificates were distributed only to eligible Human Subjects. Proper documentation supporting the controls used in distribution of these Human Subject incentives are available and can be produced if requested. The cost of these incentives is allocable to the PTA to which they were charged.

Attesting Signatures:

Study Administrator – individual financially responsible for the Human Subject incentives or advance.

Attesting Second Party – individual who confirms the number of incentives or gift certificates received and used by Study Administrator. This individual cannot report to the Study Administrator but can be another staff person in the department.

Department Administrator – individual who confirms that documentation is on file and available if requested. This individual may also be the Attesting Second Party.

Study Administrator Signature : _____________________________________________


Name:
________________________________________________  

Title:
_______________________________________________

Date:
___________________

Attesting Second Party Signature: ____________________________________________

Name:
________________________________________________  

Title:
_______________________________________________

Date:
___________________

Department Administrator Signature:
______________________________


Name:
________________________________________________  

Title:
_______________________________________________

Date:
___________________
Human Subject Certification Form

Departmental Record Retention

(Can only be used for payments or non-cash incentives under $100)

Due to the following reasons we are retaining within the department Human Subject information relating to iOU Request #_________________; 

Study Name or ID#:______________________________;  

Reason: _________________________________________________________________  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The required Human Subject information (Name, SSN if available, address, signature evidencing participation and receipt, date of interview or participation, and amount) is on file in the department and available if requested.

Signature: ____________________________________________ 


Name:
________________________________________________  

Title:
________________________________________________

Date:
___________________

Rev. 2, 17-APR-2006
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