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I. Purpose:  To properly document the purchase and distribution of Gift Certificates used  as participant incentives on Grants.  
II. Procedure: 

1. Your Grant must specifically indicate that you can give gift certificate incentives to participants and the amount allowed. 

2. A copy of all certificates purchased attached to the purchase receipt must be kept on file.

3. Copies of the completed Research Study Participant Form must be kept on file in the same file.

4. At all times the total of the undistributed gift certificates and the Research Study Participant Forms must equal the total of all certificates purchased.

5. When a certificate is distributed the person receiving the certificate and the person issuing the certificate must sign a Research Study Participant Form with the following information (see attached form):

a. Name of person receiving certificate

b. Address of the person receiving the certificate

c. Social Security Number of recipient

d. Grant Number

e. Title of the grant   

f. Amount of the certificate

g. Signature of the person receiving the certificate

h. Date received

i. Business where the certificate redeemable

j. Certificate number

k. Amount of certificate

l. Signature of the Principal Investigator issuing the certificate and date
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