University Controller’s Office

Payment Services

1099 Reporting for cash payments (including Gift Cards) to rESEARCH Study SUBJECTS
Overview:   

Depending on the nature of the project, researchers may sometimes pay study subjects with cash or cash equivalents such as gift cards.  Normally, these payments are small amounts and not reportable to the IRS.  However, when these payments reach a cumulative $600 threshold to an individual for a calendar year, the payments must be included in USF’s 1099 information report filing.  To facilitate compliance with this requirement, the University has set thresholds for payment amounts where tax information must be collected from the payee.   If either a single study subject payment, or the cumulative expected study subject payments to an individual during the calendar year, exceed the dollar thresholds set forth in CCHIP # 017, taxpayer information should be obtained, kept on file and reported to Payment Services for 1099 information reporting.  The following procedures do not apply to payments to non-resident aliens or USF employees.  Payments to these individuals should be reported to USF Payroll instead.

Data Collection Procedure for Research Department:
For each payment greater than $75, and for payments where the annual cumulative payment to an individual is expected to exceed $300, taxpayer reporting information must be collected from the payee.  Taxpayer information is highly confidential and should be collected and maintained with a due level of security and made available only to USF employees who require the information for IRS reporting.   Reporting information is collected by the IRS W-9 Form.
Reporting information should be collected prior to making the payment.   To further protect the privacy of study subjects, each individual should be assigned a unique, anonymous identifier to be used to cross-reference the study subject’s taxpayer identification information, as necessary.  This identifier should be included on the IRS W-9 Form.  Accounts Payable has established secure Box folders for submission of these forms.  Contact APHelp@usf.edu to receive an invitation to the secure Box folder where you may upload the W-9’s. 
During the research project, the researcher must maintain a study subject log to include the amount distributed and Gift Card number (if applicable), the unique identifier and amount paid.  

After the end of each calendar year, the researcher must report the payments to Payment Services.   Payment Services will combine the reports to determine cases where the $600 IRS reporting threshold is met.    The report must include the following information:

	Unique Identifier
	Amount paid During Calendar Year
	Departmental Contact
	Departmental Contact Phone or Email Address

	
	
	
	


Procedure for Sending Report to Payment Services:

E-mail copy of the report to APHelp@usf.edu no later than January 10, for all payments made in the preceding calendar year.  

Questions can be directed to APHelp@usf.edu .
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