When requesting funds to pay human subjects at CMU, you should cc your supervisor and include the following information in your email:

1. IRB (HS)#: 
2. Oracle No.

3. Name of research project

4. Total dollar amount including breakdown of denominations (ie # of $5, # of $10)

5. Date needed

6. Name and email of person responsible for signing out money when received (this person will be notified when funds have arrived)

Funds will be delivered to campus (NSH 3527) in exact denominations within 2-3 days of placing request.

DISBURSING FUNDS

*Cash can be distributed when a human subject pay out is $100 or less.

If the human subject pay out is $100 or less, the Subject Payment Record form must be completed by those participating in the experiment.  The Subject Payment Record replaces the individual participant receipts.

If the human subject pay out is more than $100 at one given time, each participant will need to complete a form to submit to Accounting for a check to be cut.  Depending on whether the participant is a CMU employee or not will determine the proper form to complete.  I can assist you with this.  Bring the completed form to my office for approval, and I will submit to accounting.  You should allow 7-10 days for a check to be processed and mailed.  Cash is *NOT* to be distributed when disbursing more than $100 at one given time.

CLOSING OUT REQUEST FOR FUNDS

*Once the experiment is over, the completed Subject Payment Record form is to be given to Marian D’Amico in the Human-Computer Interaction Institute ASAP along with any unused funds for depositing into the research project account.  This form will remain on file in the department for supporting documentation for audit purposes.

Additional questions may be directed to Marian D’Amico, marian@cs.cmu.edu. 

