Procedures for Compensating Research Subjects

Kent State University balances its responsibility to maintain confidentiality of human research subjects with record
keeping requirements of the State of Ohio, grantor agencies, and the Internal Revenue Service.

This document clarifies the University’s procedures for distributing incentives or compensation to human participants
engaged in research protocols approved by the Kent State University Institutional Review Board (IRB). The University’s
administrative policy regarding research involving human subjects (3-03.2) can be found in the policy register.

Organizational Responsibilities

The Principal Investigator (Pl) is responsible for the justification of subject compensation in the research protocol that
must be submitted, reviewed, and approved by the IRB prior to performing the research. The protocol must specify the
amount of payment and the proposed method and timing of disbursement of all payments. The Pl is also responsible for
the accountability of funds received and disbursed to research participants.

KSU’s IRB is charged with the responsibility to review and approve both the amounts and methods of payment to ensure
that they are not coercive and do not present undue influence to participate or to continue participation.

Accounts payable is charged with the responsibility for the processing of payments to research subjects from university
administered funds. Accounts payable works to ensure that all payment processing meets the highest standards of
financial accountability.

Incentives

Incentives are low value payments or goods given to participants to entice them to participate in the research. To qualify
as an incentive, the value of the payment or good must be $10 or less and is offered to all persons recruited for the
study, regardless of whether they choose to participate.

In studies where the identities of the subjects are known, the PI must maintain a log/lists to provide information about
who received incentives. Written documentation (i.e., receipts) from the recipients of the incentives are not required.
The log/lists are retained in the PI's confidential research files and may be viewed for audit purposes by university
officers.

If a research protocol involves research subjects engaged in one-time anonymous surveys, no log/list of incentive
recipients is required. In such cases, the PI must document the protocol number as well as date and time of the
distribution of the incentives and maintain this file with other research files for audit purposes.

Compensation

Compensation is payment to research participants that is provided after participation in a research activity. Such
payments are considered to be compensation for time/travel/services and can be made in the form of checks, cash, or
gift cards. The sections contained in this document (Research Participant Forms and How to Pay Research Subjects)
provide information regarding the Kent State University procedures that have been adopted to ensure that the proper
records are maintained for accordance with state and federal income reporting requirements while maintaining the
appropriate level of confidentiality for research participants.

Research Participant Receipt Forms (RPR)

All research participants receiving compensation are required to complete the appropriate Research Participant Receipt
(RPR) forms.
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RPR-1 Form
The RPR-1 form must be completed by participants if they are receiving compensation payment(s) of less than or equal

to $75 each and the total compensation available for the study is less than $600. The form does not require the
participant to provide a Social Security number or address. Participants are required to sign the form, which documents
the receipt of compensation. Completed RPR-1 forms are to be stored with the investigator’s research documentation.

RPR-2 Form
Participants receiving compensation payment(s) valued at more than $75 each, or multiple payments of less than $75

that total $600, or more, over the course of the study, must complete the RPR-2 form. The RPR-2 form requires that
participants provide their Social Security number and address. KSU uses this information to issue an IRS Form 1099
Miscellaneous Income statement. The completed forms must be submitted to Accounts Payable, Schwartz Center Room
237, either as backup documentation for direct payment to the research participant or as reconciling documentation for
payments (such as gift cards) that are routed through the researcher.

It is the responsibility of the researcher to inform participants that the information collected on RPR-1 and RPR-2 forms
allow the University to meet government reporting obligations. Participants should be assured that precautions are in
place to keep their information secure. Specifically, all employees who have access to university computer systems are
required to read and sign an Acknowledgement of Receipt for the Secured Use and Confidentiality of University Records
and Data form. This information should be presented in the appropriate Informed Consent document for the study and
explain that the RPRs do not detail the nature of their participation or refer to the exact research protocol. In addition,
participants should be advised that Accounts Payable does not scan completed forms RPR-2 as part of payment request
documentation. Rather, they are stored in locked filing cabinets within the Accounts Payable office. Participants can
participate in research without receiving compensation if they do not wish to provide the identifying information which
RPRs require.

How to Pay Research Participants

Participants may be compensated using various methods, including checks, cash, and gift cards. Investigators may be
asked to provide other documentation, in addition to the RPR form(s) (i.e., the Petty Cash Reimbursement form), when
submitting payment requests to Kent State University’s Accounts Payable Department. The sections that follow provide
information about the payment methods and the documentation required. If a researcher chooses to compensate
research participants using a method that is not detailed below, the researcher must contact Accounts Payable (x22607)
to discuss how the compensation should be processed.

Accounts Payable Check (payment made directly to the participant)

Payments by check may be requested using the Check Request form. The Check Request form and, if required, the RPR-
2, must be submitted to Accounts Payable, 237 Michael Schwartz Center, for payment.

Petty Cash Check or Cash (payment made directly to the participant)

A limited number of University departments have petty cash accounts and petty cash checking accounts, which may be
used in order to pay research subjects. The investigator must obtain an RPR for each research subject compensation
payment listed on the Petty Cash Reimbursement form. RPR-1 forms should be kept by the researcher while RPR-2
forms must be submitted to Accounts Payable at the same time that the Petty Cash Reimbursement form is submitted
to the Accounts Payable or Controller’s Office.
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Gift Cards or Certificates (check made out to researcher, who then uses funds to purchase cards)

To compensate research subjects with gift cards, the investigator must submit a completed Check Request form to
Accounts Payable. In the Explanation of Expenditures area of the form, the investigator must state his intention to pay
research subjects with gift cards or certificates as well as the dates during which the research will be conducted. A check
will be sent to the researcher, who will then use that money to purchase the gift cards. The researcher must obtain a
completed RPR-1 or RPR-2 for each disbursed gift card. Every three months and at the conclusion of research, the
investigator must submit a reconciliation of disbursed gift cards to Accounts Payable. This reconciliation should include
the following information for each gift card disbursed: recipient’s name, date of disbursement, value of gift card. Any
RPR-2 forms that have been collected should be submitted with the reconciliation.

Investigators may choose to submit more than one Check Request for gift card purchases over the course of a research
study. This is often preferable as it is not always known how many gift cards will be needed and reduces the risk of
having gift cards left over at the end of research. Refunds will not be issued for unused gift cards. Reconciliations for
previous gift card Check Requests must be submitted to Accounts Payable before subsequent requests will be
processed.

NOTE: Investigators may not purchase gift cards and then submit expense reimbursements for the expense. Similarly,
gift cards may not be purchased using the department purchasing card as doing so is a violation of the Administrative
Policy Regarding Use of the Purchasing Card, 7-02.16.

Contact Information
Questions regarding the processes for making payments to research participants may be directed to Accounts Payable

by e-mail (payments@kent.edu) or telephone (330-672-2607.)

Questions regarding the tax issues involved in compensating research participants may be directed to the Tax Manager
at 330-672-8622.

Questions regarding the Institutional Review Board may be directed to the Office of Research Compliance at
330-672-2704
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