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Statement:
The University has established the procedures herein to complement the University's
policies on Prepaid Gift Cards and Paying Human Subjects. As outlined in the
University Prepaid Gift Cards Policy, the University utilizes the Swift Prepaid Gift Card
system (Swift system) for the gathering and tracking of all gift card transactions,
including payment of gift cards to research study participants. The Swift system is a
centralized payment tracking system that provides an audit trail of disbursement
activity and is ideally suited for compiling data needed for tax compliance
University-wide.
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Regardless of the value of any payment, University departments and researchers
are strongly encouraged to make use of the Swift system. Although departments
and researchers are strongly encouraged to use the Swift system for all payments
they provide to research study participants, other options may be appropriate when
the value of the payment is minimal and/or the participant's anonymity is considered
vital to the study. In no instances shall cash be allowed as a payment for
participating in research studies.

Below is an outline of the appropriate methods to use when providing payment to
research study participants. These methods were established to allow researchers
more flexibility:

Values less than $25

For payments less than $25 in total value per recipient in a calendar year,
departments may provide e-gift cards from approved retailers. See "Definitions"
below for e-gift cards and approved retailers.

Departments may also provide small items of tangible property (pens, t-shirts, cups,
etc.) in this tier as long as the total value of all payments provided is less than $25
per recipient per year.

Subject to approval from the Controller's Office, departments may use a University
Procard to purchase e-gift cards from approved retailers or tangible items for the
purpose of providing payments in this tier.

Departmental staff must maintain proper controls and records regarding how
payments were dispersed. While gathering of SSNs or ITINs is not required for
payments less than $25, departments should maintain recipient names and amounts
for each issued item. Where anonymous participation is considered vital to the
study, staff should document the nature of the anonymous study in detail and
provide an adequate audit trail for how payments were ultimately utilized.

Values from $25 - $100

For payments of $100 or less in total value per recipient in a calendar year,
departments may provide e-gift cards from approved retailers. See "Definitions"



below for e-gift cards and approved retailers.

Payments of tangible property should not be provided when the value of such
property is $25 or more.

Subject to approval from the Controller's Office, departments may use a University
Procard to purchase e-gift cards from approved retailers for the purpose of providing
payments in this tier.

Department staff must maintain proper controls and records regarding how
payments are dispersed. While gathering of SSNs or ITINs is not required,
departments shall, at a minimum, maintain a list of recipient names and amounts
issued to each recipient. Payments should not be provided for studies requiring
anonymous participation in this tier.

Values exceeding $100

For payments exceeding $100, departments shall only use the Swift system. An SSN
or ITIN is required before any participant can receive a payment exceeding $100.
Neither gift cards from third party retailers nor tangible property should be provided
when the value is more than $100.

Additional rules relating to non-U.S. tax residents

Research study participants who are non-U.S. tax residents require different
payment and tracking procedures than do U.S. residents. Generally, payments to
non-U.S. tax residents require withholding of up to 30% of the value of the payment
provided. Study participants who are not U.S. tax residents should be set up in the
GLACIER tax compliance system prior to issuing any payment. Contact the
University's Tax Department for details on how to set up a payment recipient in
GLACIER.

University departmental staff and researchers involved in the payment of
compensation to research study participants must understand the importance of tax
compliance and familiarize themselves with the policies and procedures surrounding
such payments. If any researcher or staff is aware, or has reason to be aware, that a
study participant is receiving multiple incentives (not only from their department but
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from studies in other University departments), then the department shall only use
the Swift system for making payments to that participant.

This procedure is subject to annual review and possible revision of threshold dollar
values. The Tax Department will review supporting data related to payments made
to research study participants as part of the department's annual review of 1099s
issued to evaluate departmental compliance.

Related Information:
For more information on the Swift system, see the University's Prepaid Gift Cards
Policy.
Paying Human Subjects

GLACIER Tax Compliance System

About Form W-9, Request for Taxpayer Identification Number and Certification

IRS Pub. 515, Withholding of Tax on Nonresident Aliens and Foreign Entities

Reasoning:
The University of Louisville (University) requires the collection of names and social
security numbers (SSNs) or individual taxpayer identification numbers (ITINs) from
research study participants who receive payment from the University. This
requirement is based on University policies on Prepaid Gift Cards and Paying Human
Subjects and to comply with Internal Revenue Service (IRS) reporting regulations.
The IRS requires organizations to issue Form 1099-MISC to individuals receiving
payments totaling $2,000 or more during a calendar year ($600 for 2025 or prior).
The purpose of the procedures herein is to outline the appropriate methods
necessary to gather and track research study participant tax information in
compliance with University policies and IRS reporting requirements.

Definitions:
Approved Retailer - For purposes of this procedure only, approved retailers are as
follows:

Amazon
Walmart

http://louisville.edu/policies/policies-and-procedures/pageholder/pol-prepaid-gift-cards
http://louisville.edu/policies/policies-and-procedures/pageholder/pol-prepaid-gift-cards
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Flouisville.app.box.com%2Fs%2F2qizd7yvq4s7je8x5n3inw7rjdgr3hgu%2Ffile%2F1250664136605&data=05%7C01%7Cprindle.hinton%40louisville.edu%7Ce365b05e81804ddd826108dbbeb443c8%7Cdd246e4a54344e158ae391ad9797b209%7C0%7C0%7C638313453693148662%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=hrJyhGw4joyhstj66bOelS5R13qmEqPRxDkvsekJxXI%3D&reserved=0
http://louisville.edu/finance/controller/tax/glaciertaxcomp
https://www.irs.gov/forms-pubs/about-form-w-9
https://www.irs.gov/forms-pubs/about-publication-515


Kroger

E-gift Card - For purposes of this procedure, an e-gift card is a gift card that is
purchased online from an Approved Retailer's website and is valid only for purchases
from such Approved Retailer. Tangible gift cards purchased at a physical retail site
are not e-gift cards and are not permitted under this procedure. Gift cards that
qualify for purchases at non-approved retailers (such as Panera or Texas Roadhouse)
are likewise not permitted even if the gift card is purchased on an Approved
Retailer's website.

Research Study Participants (or Human Subjects) - The individual receiving payment,
incentives, or compensation for participating in a research study.

Tangible Property - For purposes of this procedure document only, tangible property
is defined as a small item of property other than cash to incentivize participation in a
research project. Such items should have a value of less than $25. Examples include
t-shirts, pens, cups, caps, etc.

Responsibilities:
University departments, staff, and researchers - Responsible for familiarizing
themselves with this procedure and associated policies regarding the collection and
tracking of research study participant payment data.

Controller's Office - Responsible for approving Procard purchases of gift cards from
approved retailers. Provides feedback and consultation on procedures to
departments/researchers, Tax Manager, and Audit Services.

Tax Department (Controller's Office) - Responsible for Form 1099 compliance and
interpretation of this procedure. Reviews and updates this procedure document
annually to assess dollar thresholds. Provides feedback and consultation to
departments, researchers, and Audit Services.

https://www.law.cornell.edu/cfr/text/45/46.102

