
  RESEARCH PATIENT/PARTICIPANT INCENTIVES:  HOW DO I PAY THEM?

YES  YES

NO No

Study Team coordinates with  Supply Chain
Ingenesys must receive W-9 and will issue 1099's
2.25% fee

YES YES

NO NO          This is PI's
OR          decision

 

COUPA routes request to SPA/CRF
for approval. 

Is patient/participant seen in 
person by a UTHealth staff 
member?

Does the protocol include more 
than 5 visits per 
patient/participant?

SPA one time use CARD
$1 fee per card issued

Is the total payment to the 
patient/participant potentially 
$600 or more?

ELECTRONIC GIFT CARD
from BlackHawk ordered 

through COUPA (limit 
orders to 6-10 week 
supply at at time)

SPA Reloadable CARD
(home address, SSN, DOB, 

W-9 REQUIRED)
$1 fee per card issued

In rare instances, requests to use cash or other 
gift cards as a patient stipend may be submitted:
1. Prior to study Initiation, PI/Dept submits (via 
email) exception request and justification to AVP 
SPA.  Include IRB# and START project #.
2. AVP SPA will review with CFO.
3. AVP SPA will return request with approval or 
disapproval to requestor. 
• Request for Petty Cash: AVP SPA will copy 

Treasury on approval/disapproval
• Request for gift cards: dept must attach 

approval to COUPA requisiton.
4.  If disapproved, follow the decision flowchart 
for appropriate payment option.

SPA Reloadable CARD
(home address, SSN, DOB, W-

9 REQUIRED)  
$1 fee per card issued

SPA one time use CARD
$1 fee per card issued

Will there be more than 500 
participants paid on the study?

Ingenesys Payment 
Processing



  RESEARCH PATIENT/PARTICIPANT INCENTIVES:  HOW DO I PAY THEM?

YES YES

NO

Is the patient/participant a 
UTHealth employee? 

Issue payment to 
employee, complete 

Is the total payment to an 
employee $25 or more?

Offer a nominal gift in lieu of 
cash/gift card payment such as 

lunch, coffe mug, etc. 


	Decision Tree
	Paying UTH Employee

