Payment options for researchers planning to compensate research participants

When participants will be compensated for research, the process for payment is subject to policies and procedures of the Accounting Office and NDSU standards for securing social security numbers (SSNs).  Participant compensation may be in the form of cash, check, gift card, or other item (e.g. t-shirt). All guidelines below assume total compensation for a participant will not exceed $600 in a calendar year. If compensation will exceed $600, then the researcher is required to collect a participant’s SSN regardless of the form of payment.

Cash Payments.

-If cash is to be given, the researcher can request cash in specific denominations. A “Request for Travel Advance” form is used to request the cash advance. The voucher is made payable to North Dakota State University with Customer Account Services on line 2. The check is cashed at Customer Account Services.   In the description area of the voucher, include an explanation of what the cash is for and the denominations required. Every time the researcher gives cash to a participant, the researcher must record the participant’s name, signature, the date, and the amount of cash given. The original disbursement list is submitted to the Accounting Office for their records.  If not enough participants are recruited to use up all the cash, unused cash must be returned.

Gift Cards.

-If a gift card is to be given, the researcher should use the same procedures as for cash, except that a check is requested to be made payable to the business where the gift cards are to be purchased. Then, the researcher records each recipient’s name, signature, the date, and the gift card amount. If the card is to be mailed, in lieu of a signature, the researcher would note “mailed” with his or her initials. The original disbursement list is submitted to the Accounting Office for their records. 

Note that some places of business will not accept returns of unused gift cards. Thus, if a researcher is not sure how many participants will need to be compensated, it may be difficult to use this option. The researcher may have to wait until all participants have completed the study in order to know the exact number of gift cards to purchase. The cards would then have to be delivered or mailed to the participants.

Other items.

-If an item is given, the same procedures are followed as for gift cards. Note that no extra items can be left over unless they can be returned for a refund.

Checks.

-If a check is to be given, the procedures to use depend on whether the payment is for one time only and on whether the individual to be paid holds an EMPLID number (as a student or employee of NDSU). 


Single payments.

-If the participant is a student or employee of NDSU, the researcher must submit their EMPLID number, legal name (including middle initial), and mailing address to the Accounting Office with an “Accounts Payable Voucher” for payment.  Do not collect their SSN.  The Accounting Office will mail each participant a check.

-If the participant is not a student or employee of NDSU, the researcher must submit the participant’s legal name (including middle initial) and address to the Accounting office with an “Accounts Payable Voucher”. Do not collect their SSN.  The Accounting Office will mail each participant a check.


Multiple payments.
-If more than one payment will eventually be made (even if the next payment is in a different year), the researcher must initially submit the participant’s legal name (including middle initial), address, and SSN to the Accounting office with an “Accounts Payable Voucher”. For all subsequent payments to the same participant, submit only the name and address to Accounting (SSN is not needed), indicating that it is a repeat payment for this individual. The Accounting Office will mail each participant a check.

