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VIIl.Compensation in the form of cash or gift cards should not be mailed to
participants.

Procedures I. Types of Compensation
A. General
1. The type of compensation made to a study participant is determined
by the Principal Investigator, the terms of the grant/contract, and the
Institutional Review Board (IRB), if applicable.
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department chair and/or Dean, and to the directors of the
Departments of Management Advisory Services, Office of the
Controller, and Sponsored Projects Accounting and Compliance.

Click HERE for an example of a document to record the cash
count. Departments that create custom cash count documents
must include at least all of the information that is contained in the
sample Cash/Card Count document.

8. Once all cash from each lump sum cash request has been distributed:
a. The Principal Investigator must verify, sign, and date the log,

b.

confirming the validity of the participants and the amounts and
dates of the cash distributed. The log must clearly indicate the
amount of any undistributed cash.

A reconciliation must be completed that is verified, signed, and
dated by the preparer, the department administrator (or
designee), and the Principal Investigator. Click HERE for an
example of documentation of a reconciliation.

9. At the end of each study, the complete study participant log must be
verified, signed, and dated by the Principal Investigator; and a final
reconciliation of all cash paid must be completed that is verified,
signed, and dated by the preparer, the department administrator (or
designee), and the Principal Investigator. Click HERE for an example
of documentation of a reconciliation.

10. Any undistributed cash must be deposited back into the UMB bank
account and credited to the study project, via the UMB Cashier’s
Office, within 30 days of the end of the study. If the part of the study
involving compensation to participants ends significantly earlier than
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e-Gift Cards are subject to the same controls and requirements that
apply to physical gift cards as described in this Procedure including:
restricted access, inventory counts, reconciliations, journal entries,
providing social security numbers when issuing cards in
denominations of $100 or more, and Principal Investigator
certification on logs and reconciliations.

It is the department’s responsibility to ensure that delivery through
email does not compromise the privacy of the participant. The
department and UMB will not replace vouchers delivered by email that
are misappropriated by persons other than the study participant who
have access to the email address provided by the study participant.

4. Under no circumstances can a UMB Corporate Purchasing Card (i.e. P-
Card) be used to purchase gift cards.

5. Acash/card count sheet is used to record the initial request for gift
cards, disbursements to study participants, and gift card inventory.

6. An individual in the department other than the individual who
acquired the gift cards (i.e. from the supplier or from the GCS) must
perform an initial count of the gift cards, verify the amount against the
check/GCS request, record the amount on the cash/card count sheet,
and then sign and date the cash/card count sheet.

7. The gift cards
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other documentation) must indicate how and when each check was
delivered directly or mailed to the participant.

3. Once all checks from each request have been distributed, the
Principal Investigator must verify, sign, and date the appropriate
documentation that confirms the validity of the participants, and the
amounts and dates of the checks distributed.

4. Any undistributed checks to study participants should be returned to
Office of the Controller - Working Fund within 30 days of the end of
the study so that the checks can be voided and credited back to the
study project. If the part of the study involving compensation to
participants ends significantly earlier than the end of the study
project, the best practice would be to return the undistributed checks
earlier.

Il. Sources of Compensation
A. Working Fund

1. Request for Cash
a. A NONPO Invoice is completed for a lump sum amount.

Supporting documentation from the part of the grant/contract
authorizing funds for payment to study participants, the Pl
Authorization Form, and the Quantum Analytics printout showing
the activity in object number 7062 must be submitted to the
NONPO Invoice Supporting Documentation Submission Webform.
Refer to General Guidelines VII.

b. The NONPO Invoice should be fully approved at least three (3)
days in advance of the date the check is needed in the
department.

c. The check should be made payable to a designated person from
the department who did not sign the request form. Checks will
not be made payable to “Cash”.

d. This type of payment should be charged to the sponsored project
ID using object 7062 — Cash - Study Participant Pay.

e. The payee (or someone else not associated with the study) should
pick up the check from FS-WF, cash the check, and deliver the
cash back to the department. The cash must be recorded on the
Cash/Card Count document, dated, and initialed by another
individual.

f.  On a monthly basis, the department must complete a debit memo
that debits 3125 and credits 7062 for the amount of cash that
has actually been disbursed to study participants (see General
Guidelines VI).
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g. OOTC-WF will not fulfill additional Study Participant payment
requests for the specified project until this debit memo has been
completed. For studies that require multiple requests, a
reasonable balance in 7062 will be acceptable, to allow for
continuity.

h.

A grant will not be closed by Sponsored Projects Accounting and
Compliance (SPAC) if there is a balance in object 7062.

2. Request for Gift Cards
a. Gift Card System

Vi.

Vil.

A Study Participant Payments Gift Card Request form is
completed for a lump sum amount. Documentation from the
part of the grant/contract authorizing funds for payment to
study participants and the Quantum Analytics printout
showing the activity in object 7062 should accompany the
request. Refer to General Guidelines VIL.

Log into the Gift Card System (GCS) and select the desired gift
cards.

Upload the following documents into the GCS:

I Study Participant Payments Gift Card Request Form.

f  Documentation from the part of the grant/contract
authorizing funds for payment to study participants.

f Quantum Analytics printout showing the activity in the
object 7062.

Orders should be placed in the GCS at least three (3) days in
advance of the date the gift cards are needed in the
department.

This type of payment should be charged to the sponsored
project ID using object 7062 — Cash - Study Participant Pay.

A person not associated with the study should pick up the gift
cards at the Cashier’s Office and deliver the gift cards back to
the department.

On a monthly basis, the department must complete a debit
memo that debits 3125 and credits 7062 for the amount of
cash that has actually been disbursed to study participants
(see General Guidelines VI).

Check Request

A NONPO Invoice is completed for a lump sum amount.
Supporting documentation from the part of the grant/contract
authorizing funds for payment to study participants, the PI
Authorization Form, and the Quantum Analytics printout
showing the activity in object number 7062 must be
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submitted to the NONPO Invoice Supporting Documentation
Submission Webform. Refer to General Guidelines ViII.

ii. The NONPO Invoice should be fully approved at least three (3)
days in advance of the date the check is needed in the
department.

iii. There are two possible payees on the check:

I Department designee — a person from the department
who did not approve the NONPO Invoice picks up the
check from OOTC-WF, cashes it, and takes the cash to the
store to purchase the gift cards. Checks will not be made
payable to “Cash”.

I The supplier from which the gift cards will be purchased.

iv. This type of payment should be charged to the sponsored
project ID using object 7062 — Cash -
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b. The
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2. Request for checks payable to study participants
a. Complete a NONPO Invoice for each participant’s name including
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