HUMAN SUBJECT PAYMENTS

Policy Statement

This policy outlines the requirements for Northwestern University to comply with requirements
of the Human Subject Protection Program (HSPP), University Human Resource policies and
practices, the Internal Revenue Service (IRS), and University purchasing and payment policies
related to human subject payments.

Reason for Policy/Purpose

The purpose of this policy is to provide guidance regarding payments to human subjects,
including payment amounts, tax reporting requirements, and procedures for disbursement.
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Website Address for This Policy

http://www.northwestern.edu/financial-operations/policies-
procedures/policiessfHumanSubjectPayments.pdf

Contacts

If you have any questions on the Human Subject Payments Policy, you may contact:

Ingrid Stafford

Vice President of Financial Operations and Treasurer
Phone: 847-491-7350

E-mail: i-stafford@northwestern.edu

Nancy Pinchar

Senior Advisor, Financial Operations
Phone: 847-491-4724

E-mail: n-pinchar@northwestern.edu

Michael Daniels

Executive Director of Research Financial Operations
Phone: 847-491-4710

E-mail: m-daniels@northwestern.edu

Institutional Review Board
Phone: 312-503-9338
E-mail: irb@northwestern.edu

Definitions

Human Subject Human subjects are defined as: living individual(s) about
whom an investigator conducting research obtains: (1)
data through intervention or interaction with the
individual; or (2) identifiable private information.

Human Subject Payment Payments made to individuals for their participation in
research projects or reimbursements for expenses.

Institutional Review A diverse Committee(s), appointed by the Associate Vice

Board (IRB) President for Research, and meeting the membership
requirements of federal regulation and the Northwestern
University Human Subject Protection Program Policy
Manual, which is established and maintained to provide
ethical oversight of human subject research conducted by
NU faculty, staff, and students.

Protocol The formal design or plan of an experiment or research
activity; specifically submitted to an IRB for review and
to an agency for research support.

Page 2


http://www.northwestern.edu/financial-operations/policies-procedures/policies/HumanSubjectPayments.pdf
http://www.northwestern.edu/financial-operations/policies-procedures/policies/HumanSubjectPayments.pdf



https://irb.northwestern.edu/policies/human-research-policies-guidance-oversight
http://www.northwestern.edu/financial-operations/policies-procedures/policies/human-subject-payment-methods.pdf

Page 4


http://www.northwestern.edu/financial-operations/policies-procedures/purchasing/PurchasingandPaymentMethodsQuickReference.pdf
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http://www.northwestern.edu/financial-operations/policies-procedures/forms/visitors_exp_rpt.pdf
http://www.northwestern.edu/financial-operations/policies-procedures/forms/visitors_exp_rpt.pdf
http://www.northwestern.edu/financial-operations/policies-procedures/forms/research-participant-cash-compensation-form.pdf
http://policies.northwestern.edu/docs/Retention_of_University_Records_030410.pdf
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http://www.northwestern.edu/financial-operations/policies-procedures/policies/human-subject-payment-methods.pdf
http://www.northwestern.edu/financial-operations/policies-procedures/forms/research-participant-cash-compensation-form.pdf
mailto:kspina@northwestern.edu
mailto:n-pinchar@northwestern.edu
http://www.northwestern.edu/controller/treasury-operations/depository-services/stored-value-visa-program.html
http://www.northwestern.edu/controller/treasury-operations/depository-services/stored-value-visa-program.html
http://www.northwestern.edu/financial-operations/policies-procedures/forms/research-participant-cash-compensation-form.pdf

Sponsored Project Considerations

The initial purchase of cards should be charged to a non-sponsored chart string, unless an

exception has been obtained from ASRSP.

e Once the cards have been distributed to the study participants, the actual expense can be

allocated to the appropriate sponsored chart string via a correction journal.
e A correction journal is initiated via the NU Portal. Processing training for correction

journals can be found at

e The supporting documentation for the correction journal should follow the guidelines in the
Documentation for Distribution of Payments section. The supporting documentation must
be sent to ASRSP via email or campus mail as it currently cannot be attached via the NU

Portal.

Accounting Services must be contacted if there are gift cards remaining once a study is complete.
Treasury Operations must be contacted if there are stored value cards remaining once a study is
complete. Gift cards need to be used for a business purpose and this use must be documented.

Forms/Instructions

Additional/Special Pay Request Form

Human Subject— Payment Method Requirements (flowchart)

Human Subject Protection Program Manual

Payment Packet for Non-Resident Independent Contractors

Purchasing and Payments Methods Quick Reference

Research Participant Cash Payment Form

Research Participant Cash Payment Form (Spanish Version)

Research Payment Card Request Form

Visitor Travel and Expense Report

W9 Request for Taxpayer Identification Number and Certification

Appendices

N/A

Related Information

N/A

History/Revision Dates

Origination Date: September 15, 2013
Last Amended Date: July 6, 2017
Next Review Date: August 1, 2018
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