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SECTION:		TreasuryNOTE: Any changes to process due to pandemic or remote work should be documented in procedures.

SUBJECT:		Human Subject Incentive Program – Process Documentation
APPLIES TO:		Requesting, obtaining, and disbursing of human subject incentives 
NOTE: Changes for FY2020/FY2021/FY2022/FY2023 are identified in red text
HSIP Overview
The objective of the human subject incentive program (HSIP) process is to ensure all research subject incentives are obtained and distributed consistent with University guidelines. Procedures should be distributed and reviewed with staff performing the process.
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HSIP Process
	Activity
	Responsibility
	Reference/Comments

	KEY ROLES
	
	

	The following positions are authorized to request human subject incentives for the [insert name of school/college/unit/department].
	[insert appropriate person(s)/position(s)] Principal Investigator (PI), Study Coordinator, Research Assistant, Grad. Students, etc. 
	

	The following positions are authorized to approve human subject incentive requests for the [insert name of school/college/unit/department].
	[insert appropriate person(s)/position(s)] Grant Administrator,  Unit Financial Administrator, Department Manager, etc.
	To be established as an authorized approver in M-Pathways, approvers/departments should submit an OARS request or contact the HSIP Office at (734) 763-1299 or subject-incentives@umich.edu to have an M1 OARS form completed for them.
Review tThe Access Validation report located in M-Reports should be reviewed to validate that all individuals with access to approve requests are appropriate.
Select “FINANCIAL” for subject area and search "HSIP" for a list of security roles.  Filter report by "PR HSIP UNIT ADMINISTRATOR" role.




	REQUESTING INCENTIVES
	
	

	Go to Wolverine Access to access the Human Subject Incentive Payment Request form (under the Finance menu within the Faculty & Staff tab).
	[insert appropriate person/position/titles] 
Requestor
	Any payments to subjects used in research, as defined by the University of Michigan, are to be should only be obtained through the approved University HSIP Office.  
For guidance on payment and distribution options, see the “Payment option guide” on the HSIP website:  http://www.finance.umich.edu/treasury/hsip
NOTE: TME104, Human Subject Incentives Program course in My LINC introduces the procedure for requesting HSIP payments.

	Complete all required fields of the Human Subject Incentive Request Payment Form to identify nature of request and funding needs.
	[insert appropriate person/position/titles] 
Requestor
	For detailed instructions, see the “Create a New HSIP Request in M-Pathways” in (My LINC. (My LINC document)”  on the Requester/study-coordinator resources page of the HSIP website.

	Submit the completed form to the designated Approver by clicking the “Save and Submit” button.

	[insert appropriate person/position/titles] 
Requestor
	













	APPROVING REQUESTS
	
	

	Review the request to ensure the following:
· Individual requesting incentives is authorized
· Request has Institutional Review Board (IRB) approval (where applicable) and max amount per subject is consistent with Tier level
· Funding chartfields are correct and sufficient funds are available
· Short code is accurate
· Request is for no more than 30 days’ usage

	[insert appropriate person/position/titles] 
Approver
	All requests should be approved by a higher level authority.
PI’s/Custodians should not approve their own requests for HSIP incentive funds. 
For detailed instructions, see the “Approve a HSIP request in M-Pathways” in (My LINC document)” on the Approver/administrator resources page of the HSIP website. 


	Authorize the funds request and submit it to the HSIP Office by clicking the “Approve” button.
	[insert appropriate person/position/titles] 
Approver
	Email notification will be sent to PI, HSIP Office, custodian and requestor once request is approved.

	DISTRIBUTING/TRACKING INCENTIVES
	
	

	Upon notification that funds are available and ready for pick-up (or delivery), obtain funds in a secure manner and do the following:   
· Present appropriate identification
· Sign release form
· Verify accuracy of funds by [insert department methodology for verifying funds (i.e. keeping funds in tamper proof bag until returning to department, where it is then opened and counted by custodian and another individual)]

If funds are delivered via courier, verify serial delivery number and sign to accept delivery.
	[insert appropriate person/position/titles] 
PI, Custodian(s)
	Incentive funds pick-up should be performed only may be picked up by authorized individuals (as identified in the Request Form as “Custodian”). 
Custodian has an active faculty, staff, student, or sponsor affiliation.
Custodian should may not be approver of HSIP requests.

	Secure subject incentives by placing them in a locked [insert appropriate secure place (i.e. safe, cash box)].

NOTE: If there is an unexpected building closure (e.g. due to pandemic) contact HSIP Office to discuss.

	[insert appropriate person/position/titles] 
PI, Custodian(s), etc.
	Only authorized personnel should have access to the safe or cash box.
All individuals handling/ distributing subject incentives should need to complete the cash handling training course offered by the Treasury Department (My LINC course TME103). NOTE: this course only needs to be completed once. 
To ensure proper individuals have taken the course, review the CMB Treasurer’s Office Certification Courses Report CMB TME103 Cash Handling Certification Management Report [FN03 HR01] in Business Objects (UM-Maintained > Financials > FN03 Journal Detail).

	Track, inventory or log all funds to ensure all funds, types and whereabouts of subject incentives are known.  
	[insert appropriate person/position/titles] 
PI, Custodian(s), etc.
	Inventory should be counted and verified periodically, compared to HSIP records and discrepancies should be resolved in a timely basis.  Verification of inventory process involves at least two people.
Helpful tools to track request details are available on the Receipts/Templates/Forms of the HSIP website: https://finance.umich.edu/treasury/hsip

	Provide incentives to human subjects in exchange for participating in research.
	[insert appropriate person/position/titles] 
PI, Custodian(s)
	When mailing cash and cash equivalents, process should involve at least two people.  

	Collect and maintain appropriate evidence of payment receipt consistent with SPG 501.07 guidelines, based on Tier levels and distribution methodology.


	[insert appropriate person/position/titles] 
PI, Custodian(s), etc.
	Receipts to be used for evidence collection are automatically generated by the system specific to each request. 
Blank receipt templates can be found on the Receipts/Templates/Forms of the HSIP website: https://finance.umich.edu/treasury/hsip under “Subject Documentation Templates.” 

	Submit proper evidence consistent with HSIP Office guidelines within 30 days.

Contact HSIP office with extension request prior to 30-day deadline if extension is needed.

NOTE: Evidence containing social security numbers should be uploaded via the online request form. 
Campus mail should not be used when submitting evidence containing social security numbers.
Email should not be used to submit any evidence containing subject details.


	[insert appropriate person/position/titles] 
PI, Custodian(s), Approver
	Monitor the "Paid/Unpaid Payment Request by UA" report located in Wolverine Access > Financials & Physical Resources System > Navigator > Human Subject Incentive Pymt > Reports > Paid/Unpaid Requests By UA to identify timing due dates for providing incentive evidence; HSIP Office will provide notification as the 30-day deadline approaches.  
For guidance on proper submission, see the “Submitting Documentation – Quick Reference” document on the HSIP website: https://finance.umich.edu/treasury/hsip/requester-study-coordinator-resources
Email notification will be sent to requestor, unit administrator(s), and custodian upon receipt and completed processing of evidence.
Evidence should be destroyed once verification of completion from HSIP Office is received.
Official evidence will be maintained in a secured manner at HSIP Office for audit purposes.

	Return any unused subject incentives (with no intended future use) within 30 days to close out balance with HSIP Office.

NOTE: If there is an unexpected building closure (e.g. due to pandemic) contact HSIP Office to discuss.

	[insert appropriate person/position/titles] 
PI, Custodian(s)
	For guidance on returning unused subject incentives, see the “Return excess funds” document on the on the HSIP website: https://finance.umich.edu/treasury/hsip Approver/administrator resources page of the HSIP website   

	ACCOUNTING & RECONCILIATION
	
	

	Ensure subject incentives are charged to the proper account depending on the costs associated with it.   
· Incentives will be charged to account 613102
· Fees associated with the cards, or courier expenses will be charged to account 613103 
	[insert appropriate person/position/titles] 
Reconciler
	

	MONITORING & OVERSIGHT
	
	

	Review P-card and imprest fund usage to ensure they are not being used to obtain subject incentive funding.
	[insert appropriate person/position/titles] 
P-card Approver, Unit Financial Administrator, etc.
	

	On a periodic basis (at least quarterly), review HSIP reports provided in Business Objects and FINPROD to monitor the following:
· Verify correct use of short codes
· Review for appropriate approvers
· Identify any potential unexpected activity
Contact HSIP Office for discrepancies related to HSIP activity (JE source code “SIP” indicates HSIP activity)  

	[insert appropriate person/position/titles] 
Unit Financial Administrator, Dept. Manager, etc.
	For detailed instructions on how to run the Business Objects reports go to the Approver/administrator resources page on the HSIP website: https://finance.umich.edu/treasury/hsip
Reports can be found at:
Business Objects > Public Folders > UM-Maintained > Financials > FN07 Human Subject Incentive Pymts
The title of the reports are:
· FN07 HSIP Human Subject Incentive Expenses by Dept
· FN07 HSIP Human Subject Incentive Payments by PI
· FN07 HSIP Human Subject Incentive Payments by Study
The following reports can be found in FIN ODS -> M-Pathways Financials & Physical Resources System > Reporting tools > PR reports and may be used to assist in the review process:
· HSIP Account Receivable Report
· HSIP Reconciler Detail Report
For detailed instructions on how to run the A/R report and Reconciler Detail report, go to the Approver/administrator resources page on the HSIP website https://finance.umich.edu/treasury/hsip. 


Other related information:
Key Contacts:
· Information pertaining to HSIP policies and procedures can be found on the Treasury web site at http://finance.umich.edu/treasury/hsip. 
· Contact the HSIP Office at subject-incentives@umich.edu  for questions pertaining to HSIP policies and procedures.

Related Standard Practice Guides:
· See SPG 501.07 – Research Subject Incentives for HSIP related policies

Institutional Review Boards Guidance:
· IRBMED - https://research.medicine.umich.edu/our-units/institutional-review-boards-irbmed
· IRB Health Sciences and Behavioral Sciences (HSBS) - https://research-compliance.umich.edu/irb-health-sciences-and-behavioral-sciences-hsbs


Record of Revisions:
	Date of Issue
	Description of Change
	Page(s) Affected
	Approved By

	10/5/2009
	Original template created
	All
	[insert name]

	12/10/2010
	Minor updates for FY2011 (mainly correcting website links)
	All
	[insert name]

	11/29/2011
	Updated for FY2012 including contact info, website links and Business Objects reports
	All
	[insert name]

	10/11/2012
	Minor revisions for FY2013 including note for Access Validation Report, updated documents, note regarding not sending SSN through campus mail.
	1,2,4,6
	

	12/19/2013
	Minor updates
	2-4
	

	1/15/15
	Verify funding chart field and short code, segregation of duties for inventory, report monitoring
	2,4,6
	

	1/18/16
	Reference Finance menu 
	2
	

	11/2016
	Updated HSIP Contact info to a more generic contact, not a specific person added info on submitting evidence
	1,5
	

	11/2017
	Added clarifying language regarding establishing authorized users, requirements for custodians, and submitting evidence via email; and Updated links
	1, 3, 4, 5
	

	11/2018
	Reviewed for FY19 updates - No changes noted
	
	

	11/2019
	Added clarifying language, updated links to link to HSIP website: https://finance.umich.edu/treasury/hsip and added IRB websites to Other Related Information
	All
	

	11/2020
	Added note related to building closure 
	4, 6
	

	11/2021
	No changes
	
	

	11/2022
	Added language about reviewing procedures
	1
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