School of Arts, Media and Engineering

Participant and Subject Payments Procedures
Participant Payments

Participants are not required to perform any services. 

For each requested Participant Payment (stipend or honorarium coded to 7400), per FIN 421-03, the required documentation is threefold:

1)  A flyer, brochure, webpage, grant proposal description or other documentation of the event in which the individual is participating.

2)  A sign-in sheet, approval notice, email invitation or approved application, as prepared by the program, for each participant to whom expense reimbursements are requested. This is the required documentation per FIN 421-03 that links each individual participant to the program. This can be the IRB consent form. 
3)  The Participant Certification Form prepared individually for each participant which can be found at: http://www.asu.edu/fs/forms/Participant.doc
A W-9 form is not needed if a PVQ document is done. Use the vendor code EXPREIMB. 

ASU will only reimburse at the ASU mileage rate of .445 per mile (as of 11/15/06), not the IRS rate. The state legislature has to adopt the IRS rate before ASU is allowed to use it. 

See FIN 421-03: Participant Payments for more information 

Subject Payments

If choosing to pay subjects instead of participants, use the object code 7310 40 which will require a 1099 tax form. Then, only the consent form is needed as documentation. 
When payments to a single individual are expected to be $100 or less for the calendar year, the SUBJCT PAY vendor code may be used and no vendor setup is required. Payment is requested on a PVQ document with expenditure code 7310.96. 

When payments to a single individual are expected to exceed $100 in a calendar year, the department is required to obtain a completed ASU Substitute W-9 (http://www.asu.edu/purchasing/forms/Sub_W9_IA.pdf) for vendor setup. Payment is requested on a PV document with expenditure code 7310.40. 

When a research project subject is only being reimbursed for out-of-pocket expenses, such as mileage and parking fees, the EXPREIMB vendor code may be used and no vendor set up is required. Payment is requested on a PVQ document with expenditure code 7310.13. ASU will only reimburse at the ASU mileage rate of .445 per mile (as of 11/15/06), not the IRS rate. The state legislature has to adopt the IRS rate before ASU is allowed to use it. 

Documentation to be attached to the payment request is unique to each research project and is usually already included in the research design as part of the informed consent process. 

Such documentation must include:

· Subject name 

· Whether the individual is a US citizen

· Permanent resident or a nonresident alien 

· The name of the research project

· Date(s) of participation

· Amount the subject is receiving as a subject fee payment 

· Amount and details of any expense reimbursement 

· Dated recipient signature

· Dated signature of an ASU project person with responsibility for records retention 

Payments to nonresident aliens will be subject to the tax withholding and reporting rules described in FIN 425, “Payments to Nonresident Aliens.”

See FIN 421-05: Human Subject Payments for more information. 

Questions
Bari Simmons must approve the PVQs before they are processed by Accounts Payables. Call her with questions.
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