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CLINICAL TRIALS – 
HUMAN SUBJECT GIFT CARD REQUEST 

Revised October 21, 2024 
 

OVERVIEW – HUMAN SUBJECT GIFT CARDS 
• Description: Human research subjects are often paid for their participation in research. 

Payment encourages participation and is considered as compensation for time and effort 
dedicated to the study. One of the many ways research payments can be made is gift cards.  

 
• Due (minimum): Due date can vary depending on processing time. Payment Solutions & 

Compliance (PSC) recommends submitting the request at least 4 weeks prior to beginning 
research for preferred gift cards and 8 weeks prior for non-preferred gift cards.  

 
• Mechanism: Submission to Student Finance Solutions (SFS) through a two-step process 

1) Research Payment Portal 
2) Message Center 

 
• Processing Time: Depends on the type of gift card 

o Preferred (Expedited Delivery) Gift Cards – Ten business days after submission of the 
case in the Message Center 

o Non-Preferred Gift Cards – Up to four weeks after submission of the case in the Message 
Center 

 
*Peak season refers to the months of June (Fiscal Year end) and December (Winter  
closure) - refer to the Gift Card Catalog to see how processing time for each gift card is  
affected during peak season. 

 
• Notes:  

o IRB approval is required prior to submission – Study Team submits IRB approval 
o Maximum disbursement at one time is $5,000 

 Requesting a disbursement larger than $5,000 requires additional time for review 
and approval 

o Additional information is required if any patient receives more than $600 during the 
calendar year 
 Must provide UCLA Accounts Payable with a list of participants (name, address, 

amount received) meeting this threshold as well as their W-9 form in order for a 
1099 MISC form to be filed 

 Contact Accounts Payable for more information 
o Ensure compliance with University policies 

 Policy for Cash and Cash Equivalent Received – BUS-49 
 Cash Handling and Security – UCLA Policy 361 
 UCLA Safe Requirements (for storage of gift cards) – UCLA Safe Requirements 

 
 

HOW TO REQUEST HUMAN SUBJECT GIFT CARDS  
• Considerations prior to submission: 

o Type of Gift Card – Gift Card Catalog 
 Contains information on: reloadable/non-reloadable, denominations allowed, 

processing time, shipping/delivery fee, minimum card quantity, etc.  
 Discuss with PI to determine which type of gift card to select 

https://admin.billing.ucla.edu/bar-web/disbursement/researchpayment/view
https://sa.ucla.edu/MessageCenter/OneStop/Home/PostMessage?topicId=293
https://www.finance.ucla.edu/business-finance-services/payment-solutions-and-compliance/gift-card-guide
mailto:aptax@finance.ucla.edu
http://policy.ucop.edu/doc/3420337/BFB-BUS-49
http://www.adminpolicies.ucla.edu/app/Default.aspx?&id=361
https://www.finance.ucla.edu/business-finance-services/payment-solutions-and-compliance/ucla-safe-requirements
https://www.finance.ucla.edu/business-finance-services/payment-solutions-and-compliance/gift-card-guide
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o Cashiering Services and Supplies Guide 
 Review to determine armored courier (Brink's) fees for gift card delivery for on- and 

off-campus locations 
o Designate an Authorized Personnel (AP) – elect a designated Study Team member as 

the AP to coordinate with SFS regarding gift card delivery 
o Send Gift Card Request for Patients Form to the Study Team to collect required 

information prior to submission 
• Submission – Research Administrator will submit via the following steps 

o For a detailed walkthrough on submission, refer to this guide by UCLA Business and 
Finance Solutions.  

1) Submission via the Research Payment Portal 
1. Log in to the MyUCLA Portal 
2. Navigate to the “Staff” tab, then click on “Business and Finance Manager” 
3. Select “Research Payment” under the “Disbursement Request” menu 

 
4. Here, on the main page, you will be able to see all requests created and their 

status 

 
5. Create a new request by selecting ‘Gift Card’ 
6. Fill out the required sections:  

• Department Information 
• Order Information 
• Additional Information 
• Finalize Request 

7. Notification will be sent to the assigned Research Administrator/Fund Manager 
(RA/FM) and PI for approval 

8. Once approved by the RA and PI, the status on the Research Payment Portal 
will change to “Approved” 

2) Submission via the Message Center 

https://www.finance.ucla.edu/business-finance-services/payment-solutions-and-compliance/cashiering-supplies
https://medschool.ucla.edu/sites/g/files/oketem456/files/media/documents/_domora_forms_ct-gift-card-request-for-patients.pdf
https://ucla.app.box.com/s/juwzx97yylfcqk01ji8dkhddvv2y4941
http://www.my.ucla.edu/
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1. Once the status reads “Approved” on the Research Payment Portal, submit a 
case via the MyUCLA Message Center to Payment Solutions & Compliance 
(PSC) 

• Toggle to the “Topic” search bar and select the “Human Subject 
Disbursement Request: PSC” option 

• Subject: Research Payment Request Number (found in the Request 
Number column of the Main Page of the Research Payment Portal) 

 
2. Once SFS approves the submission, the status of the request on the Research 

Payment Portal will change to “Completed,” and SFS will contact the AP via the 
Message Center to organize delivery 

 
CONTACT/RESOURCES 

• Payment Solutions & Compliance – Contact PSC with any inquiries via the MyUCLA Message 
Center under the “Human Subject Disbursement Request: PSC” topic 

• Research Payment Portal Status Map 

https://sa.ucla.edu/MessageCenter/OneStop/Home/PostMessage?topicId=293
https://sa.ucla.edu/MessageCenter/OneStop/Home/PostMessage?topicId=293
https://ucla.app.box.com/s/p05igdyqwi1bxi2lbnwwby9evudu4zov

