INSTRUCTIONS
SUBJECT PAYMENT CHECK REQUESTS
Please print the form (Note:  Two forms fit on one sheet of paper so you will need to cut them as it is one check per request).  Be sure to allow a minimum of 3 working days to process.  NOTE:  Any check that needs to be mailed must be done by Certified Mail.  Once you receive the green card back in the mail, staple it to the back of the Subject Check request form and return it to the CRC.  
HOW FORM WORKS:
1. Print Subject Check Request Form.
2. Study Coordinator is to fill in all areas (except Italic area):  Today’s Date; Amount of Check; FOAPAL Coding, Dept., Study Name, CRC Protocol # and PRINT Name of Subject and Address.  (One form per research subject per payment)  

3. Please email check requests to Kelly (kurnat@uchc.edu). Check requests are usually processed daily and are ready within three business days from date of processing.  

4. Checks are kept in a locked drawer in Kelly Kurnat’s office, CM 211, with the Subject Check Request Form attached.

5. Have research subject sign the “Subject Check Request Form” before handing them the check.  Return signed forms to Kelly’s office and place in “SIGNED CHECK REQUESTS” tray (bottom wire basket).  Forms should be returned within 24 hours, preferably the day they sign it.   
6. All checks for a study will be held in folder under Study Coordinator or PI name.  

7. Be sure to inform all research subjects that the checks are made payable to CASH and should be cashed within one week of receiving it. For checks made payable to cash, no replacement checks will be issued if lost or stolen.   
8. SIGN OUT all checks removed from your folder on form in black 3-ring binder (located next to wire baskets) in the check cabinet.
9. Checks may be picked up between 8am-4pm Monday, Tuesday, Thursday and Friday.  Wednesday is by appointment only.  Kelly Kurnat or Sharon DiMauro can assist in giving you your checks. 

10. No checks shall be kept longer than three months—banks may not cash if older than three months.  Be sure to return any checks that are older than three months to your appropriate folder.  Upon 3 months, the CRC will VOID any unused checks that arrangements have not been previously made.  

11. Should any check(s) in your possession be missing/misplaced, please be sure to notify Kelly (x5105) immediately.   

If you have any questions or require a tutorial of the process, please feel free to call Kelly (x5105) or email to setup an appointment.
Kelly Kurnat
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