
 

 

COLUMBIA UNIVERSITY MEDICAL CENTER  

HUMAN SUBJECTS RESEARCH 

REIMBURSEMENT/COMPENSATION TO STUDY PARTICIPANTS  
 

 

SCOPE OF POLICY: 

This policy applies to all human research studies that will provide payments to 

participants or subjects for either: a) expenses that will incur as a result of participation 

(e.g., travel related costs); or b) payments to compensate subjects for their willingness to 

participate in the research study.    

 

All plans to compensate participants/subjects in research studies must receive prior 

approval from the Institutional Review Board (IRB).  All payments under $600 (total per 

year) to participants must be made via petty cash following the process outlined in 

section A of this policy.  All payments over $600 per calendar year must follow the 

process outlined in section B of this policy. 

 

EFFECTIVE DATE:   APRIL 12, 2005 

 

BACKGROUND: 

Human research relies on volunteers to participate in studies.  It is not uncommon for a 

researcher to reimburse subjects for travel or other expenses that they may incur as a 

result of participation in a study.  Some studies may also offer compensation as a means 

to attract volunteers.   

 

The IRB reviews all proposed plans for  reimbursement or compensation provided to 

subjects to ensure that such payments are not coercive or provide the potential for undue 

influence.  Another consideration of the IRB, particularly for research involving the 

collection of sensitive data, is that the confidentiality of the subject(s) is protected during 

the payment process if information about the subject must be forwarded outside the 

research team (e.g., to the Bursar’s Office). 

 

Columbia University (CU) has developed this policy to provide a standard process to 

handle compensation of research subjects and to protect the confidentiality of subjects, to 

the extent allowable by law, during the reimbursement or compensation process.   

 

 

A.  PROCEDURES FOR PAYMENTS UNDER $600 

 

All payments under $600 (total per year) to an individual subject must follow the 

following procedures, which allow payments to be processed without forwarding 

identifiable information about the participants to the Bursar’s (i.e. Business) Office.   
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Fund Establishment through AP-CAR 

The departmental administrator will establish a unique petty cash fund for each project 

requiring human subject reimbursement/compensation.  (For ease of management for 

multiple-year grants the initial fund can be opened against a non-grant account such as 

ledger 4 account - if funds allow).  

 

The departmental administrator will submit a written request to the controller’s office 

(Chief Accountant) to justify the base amount of the fund as determined by: 1) the 

projected subject volume per week/month; 2) the projected reimbursement/compensation 

amount per subject; and 3) the projected time lag for fund replenishment.  All other 

procedures for establishing a petty cash fund are followed (e.g. naming a fund custodian, 

obtaining Principal Investigator and Departmental approval via the Departmental 

Authorization Form, submitting a check request).  The petty cash number assigned by the 

controller’s office is used as the fund identifier. 

 

The fund custodian will cash the fund establishment check at the Bursar’s Office and will 

forward the petty cash to the study coordinator.  A department may designate one 

individual to serve as both the study coordinator and the fund custodian. 

  

Distribution of Petty Cash 

Petty cash funds must be held in a secure location (a small safe is recommended) at the 

research site.  The principal investigator or designated study coordinator is responsible 

for obtaining Columbia University research receipts with the following fields:  

 

Copy 1 for subject (“Recipient” copy):  Requisition Number (pre-printed on each 

research receipt), Date, Amount, Protocol Number, Participant Name*, 

Participant Signature*, Study Coordinator Name, and Study Coordinator 

Signature 

 

Copy 2 for research site (“Project Coordinator” copy):  Requisition Number (pre-

printed on each research receipt), Date, Amount, Account Number, Protocol 

Number, Participant Name*, Participant Signature*, Study Coordinator Name and 

Study Coordinator Signature 

 

*these items are considered confidential subject information and will not be 

forwarded to the controller’s office. 

 

Copy 3 for fund custodian (“Controller’s Office” copy): Requisition #, Date, 

Amount, Account # (x-xxxxx-4910), Study Coordinator Name and Study 

Coordinator Signature 

 

Research Receipt form copies: 

Copy 1 will be given as a receipt to the study subject (optional); 

Copy 2 must be kept at the research site as part of the permanent confidential 

records.  These records must be maintained for purposes of financial audit; 
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Copy 3 will be retained by the study coordinator, temporarily, until they need to 

replenish the petty cash reserve. At that time, all copy 3 forms must be submitted 

to the fund custodian.  When the fund custodian requests replenishment of the 

fund, he/she will turn in all “Copy 3” forms to the Bursar’s Office. 

 

If it becomes evident that a subject will receive a series of payments that will result in 

total compensation greater than $600 in a calendar year then the departmental 

administrator must prepare a W-9 form (see B.2 below). 

 

Fund Replenishment 

The principal investigator or designated study coordinator will periodically 

(weekly/monthly) batch and tally up the Columbia University Research receipts and 

submit them to the fund custodian. 

  

If using AP-CAR 

The fund custodian will prepare a check request for the replenishment of the fund 

using the assigned petty cash number as the fund identifier and 4910 (human 

subjects) as the sub code.  Copy 3 of the research receipts, which does not include 

confidential subject information, is attached to the check request as backup.  All 

other procedures for preparing and submitting a check request are followed.  The 

fund custodian cashes the fund replenishment check at the Bursar’s Office. 

 

If using the Bursar’s Office 
The fund custodian will prepare the petty cash reimbursement voucher and petty 

cash disbursement log for the replenishment of the fund using the assigned petty 

cash number as the fund identifier and 4910 (human subjects) as the sub code.  

Copy 3 of the research receipts, which does not include confidential subject 

information, will be attached as backup.  All other procedures for petty cash 

disbursement through the bursar’s office will be  followed. 

 

Columbia University Research Receipt Forms  

The Research Receipt Forms are available in the CUMC IRB office located at 154 Haven 

Avenue, 1st Floor.  Both individual forms and booklets of forms are available. 

 

 

B.  PROCEDURES FOR PAYMENTS $600 AND ABOVE 

 

Compensation to study subjects of greater than $600 in a calendar year is considered 

taxable compensation and reportable to the Internal Revenue Service (IRS).  Plans for 

protecting subject confidentiality in these cases will be reviewed by the IRB as part of the 

protocol/informed consent approval process.   
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If a given payment is greater than $600, the departmental administrator will: 

 

1) enter a check request in AP-CAR providing the amount of the check as well as 

the name, address and social security number of the subject.  An IRS Form 

1099 will be issued to the recipient.  

2) prepare a W-9 form providing the subject’s name, address, and social security 

number and submit it to the Controllers Office.  A memorandum must 

accompany the W-9 form providing the amount of compensation to the 

subject.  The memo and W-9 form must be mailed to: 

 

AP Supervisor - 1099 Reporting 

Columbia University Controllers Office 

1700 Broadway, 11th floor 

New York, NY  10019 

 

If a series of payments results in total compensation greater than $600 to a subject in a 

calendar year, then the departmental administrator must complete step two above. 

 

Informed Consent Requirements 

The informed consent document, reinforced by the informed consent process, must 

clearly iterate the responsibility of the institution to report to the IRS as taxable income 

all payments to an individual subject aggregating $600 or more in a calendar year.  The 

consent form must reflect the specific information being reported to the IRS (i.e., subject 

name, social security number, address, amount of payment).  The IRB must review and 

approve the informed consent document prior to implementation and as stipulated in the 

informed consent policy.  

 

Questions about the Policy 

Any questions about the policy should be directed to the IRB Business Manager.   

 

 

 

 

 

 

 

 

 

 

 


