
Research Study Participant Payment Request

Admin staff confirms 
account has a sub-

account for participant 
payment funds

Once approved, proceed with 
participant payments. 

Note: Payments must be 
made within Cash Advance 

start and end dates. 
Distribution must match 

compensation section of IRB 
protocol.

Multiple or individual receipt 
forms must be completed for 

each participant. 

Apply for Cash Advance by submitting 
request for cash advance, IRB 

protocol, approval letter, consent letter, 
and screenshot from IRB website 
showing dates of IRB approval.

(Note: Cash Advance applications take 
10 business days to process and the 

Cash Advance cannot exceed 6 
months) 

Admin staff 
confirms funds 
are available

Do you have an 
approved IRB?

Does the IRB contain an accurate 
description of the study participant 

payment process?
The distribution method must match the IRB

Yes

Yes

YesNo
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Revise payment 
description in the IRB.

Reconcile Cash Advance 
when complete by 

submitting individual and 
multiple participant payment 

forms. Admin will create 
reconciliation packet for PI 

signature and route for 
approval. 

All unused funds will need to 
be returned to the university 

by check once the 
reconciliation has approved.

Work with admin staff to set
up appropriate sub-account

No




