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Description:

Study vouchers are used by Boston Medical Center (BMC) and Boston University (BUMC) Study Site Coordinators and/or Program Administrators to reimburse study subjects or participants up to one hundred dollars ($100) per visit for participation in research studies.  For payments over $100, please use the appropriate institutions Check Requisition form. BMC’s is available online at http://internal.bmc.org/finance/forms.htm.
Guiding Regulations:

The HIPAA privacy rule protects personal health information by establishing rules that limit the use and release of information without the permission of the patient. The rule gives patient’s rights to access their designated record set (DRS) and restricts most disclosures of health information to the minimum needed for the intended purpose. If research information about a study subject is entered into their DRS then HIPAA allows the subject the right to access this record. However, this right may be suspended while s/he is participating in clinical research that is still in progress, provided this suspension was stipulated in the consent/authorization form signed by the subject. In addition, the consent/authorization form must state that the patient’s right to access his/her health information will be reinstated at the conclusion of the protocol. Improper uses or disclosures are subject to criminal and civil penalties.
The Internal Revenue Service requires all payers of compensation or remuneration of $600 or more in any taxable year to file an information tax return which reports the name and address of the recipient and the amount paid.
  Further the IRS requires recipients of remuneration  to furnish their TIN 
 (Taxpayer Identification Number  which for individuals is the SSN) Remuneration includes not only cash but also cash equivalents (e.g. gift cards or gift certificates)   The tax laws require the payer to keep all W-9  information confidential except for use in  tax law compliance.
   Although the law is not specifically a research law, it is clear from a position taken in an IRS private letter ruling that remuneration to research participants is subject to information reporting and taxation.

Procedure:

W-9 Forms:  
In order to comply with IRS regulations regarding compensation payment, if you know that a study participant is going to receive $600 or more in a given calendar year, you need to have them fill out a W-9 at the start of the study. 

If you do not know if your study participants will receive $600 or more, the following will occur.  In the months of October, November and December, the Grants Office will email you a listing of individuals who have already reached the $600 threshold.  At that time you will have to get a copy of their W-9 prior to paying them anymore money.  If the individual is no longer in the study, you will have to send them a letter requesting they send us their W-9 by 12/31/20xx.

The W-9’s should be kept in a locked drawer by you.  By the 7th business day of January, Grants Administration will send you and Accounts Payable a final listing of individuals who have reached the $600 threshold.  At that time you should forward all of the W-9’s you have received to the attention of Accounting Manager, Accounts Payable.

Accounts Payable must send out 1099’s by January 31st of each year so they require all W-9’s be in their office by January 15th.  
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The Study Site Coordinator and/or Program Administrator fills out the Study Voucher form (a pre-numbered four-part carbon copy form) with the Date, Participant’s Name, Grant Title, Grant Activity Number or BU Source Code, Amount to be paid, signs it, puts their telephone number, prints their name, and retains the top copy. The Study Coordinator and/or Program Administrator is responsible for maintaining a log of study voucher reimbursements that are authorized for individuals.   The Grants Administration office reserves the right to view the study log in the event of an audit.  Programs may add additional names to the authorized list of signatures by submitting a written request to the appropriate institutions grant office. The BA sends an update authorized signatures list to the cashier’s office on the 1st and 15th of every month.
The study subject will bring the remaining three (3) carbon copies of the form to the Cashier’s Office for reimbursement.  The Cashier’s Office will collect the 3 carbon copies and check the participant’s ID before reimbursing the individual. The Cashier’s Office is to review the amount of the voucher to ensure that the amount requested does not exceed $100.  They must also check the signature of the Authorizing Provider against the Authorization List to ensure that the provider has the authority to authorize payment for this particular grant.  The Cashier’s Office will keep a daily study voucher log which will list the amount of money disbursed; attached to this log will be the 3 carbon copies for each study voucher.

Weekly, the Cashiers Office will submit a Check Requisition and the Pink carbon copies to Accounts Payable to reimburse their petty cash.  Accounts Payable will issue a check payable to the Cashier’s Office.

On the first business day of each month, Grants Administration is to pick up the daily logs and the Yellow carbon copy of the Study Voucher forms submitted from the prior month and give it to the Project Assistant.  The Project Assistant will complete all necessary journal entries (see Grants Training Manual – Study Vouchers) and BU invoices to charge each study appropriately.

For travel reimbursement to study subjects, the coordinator or administrator will complete the appropriate institutions Petty Cash Form with an original receipt attached. BMC’s is available online at http://www.internal.bmc.org/finance/forms.html 

Confidential Study Voucher:
If confidentiality is required for the study, the Coordinator or Administrator will enter an identification number for each payee to maintain the privacy of the participant.  
Suggested options are: 1st and 3rd initial of first name, followed by middle initial or 4 if you don’t have middle initial followed by 1st and 3rd of last name;

OR first 3 initials of Mother’s maiden name, followed by date of birth, followed by last 4 digits of SS#.
All other information on the form and outlined processes remain the same, with the exception of the participant’s identity verification.

The Cashier’s office is located at:

Boston Medical Center

88 East Newton Steet

2nd Floor of the Newton Pavillion

Business Hours: 8:00 – 4:00 (Monday Through Friday)

Phone Number: 617-638-6949
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