SAMPLE Study Participant Log
IRB/Protocol #
Project ID # 30014901
WF Request/Gift Card System # 182209
Date of Amount
Request 2/25/2021 Requested S 3,000.00
Pmt Type Disbursed By
(cash/gift card (initials/

Date Participant ID/Name Participant Signature Pmt Amt type) Gift Card # name)
03/10/2021|ABC123 $50
03/10/2021 |ABC124 $50
03/10/2021 |ABC125 $50
03/10/2021|ABC126 S50
03/10/2021|ABC127 S50
03/10/2021|ABC128 S50
03/10/2021|ABC129 $50
03/10/2021|ABC130 S50
03/10/2021|ABC131 S50
03/10/2021|ABC132 S50

Total $500
Pl Name Verification Date

Pl Signature




SAMPLE
University of Maryland Baltimore

Cash/Gift Card Count Sheet

Cash and gift cards must be counted by someone other than the individual who obtained the cash or gift cards and who has access to the inventory.
The inventory should be counted whenever cash or gift cards are intially acquired, and on a monthly basis {even if no disbursements).

Please indicate count type:

|:| Initial Count

Monthly Count

Instructions: Please fill in the fields shaded blue below.

Department :\;le(gf d:';d Chack Date of Count
IHV 182209 3/31/2021
Cash/G_|ft Card Working Fund Check i of Cotit
Caon James Smith A /6C Ordec At | 0000 3:00 PM
‘ . Name of
Administrator ‘ Project ID Counter .
Julie Andrews 30014901 Charlie Brown
CASH GIFT CARDS
Value Quantity Amount Denomination Quantity Amount
$100 X SO X S0
$50 X 40 2,000 X 0
$20 X 19 380 X 0
$10 X 12 120 | X 0
$5 X 0 X 0
S1 X 0 X 0
Total Cash $2,500 otal Value of Gift Cards S0

RECONCILIATION

Check/GC Order Total Distributions To Date Distributions Current Month
Amount (for Debit Memo)
WF Request - Check
#/GC Order # 182209 3,000 | Cash 0 Cash 500
Gift Cards Gift Cards
$0 $500

Check/Order request amt $3,000

Less: Distribution (500)

Amt. Remaining 2,500

Cash/Card Count 2,500

Difference S0

Debit Memo Amount $500
Counter Signature/Date

Witness Signature/Date

(if applicable)




Study Participant Reconciliation Template

IRB/Protocol #

Project ID # 30014901

Instructions: Please fill in the fields shaded blue below.

SUMMARY OF ACTIVITY
Date/Period of Activity Cash |Gift Cards| Total
Total Amount Distributed to Participants * 03/01/21-03/31/21 500 500
* Detail on Study Participant Log -
Total Distributed $500 S0 $500
Amount not Disbursed, deposited/returned 3/31/2021 2,500 I | 2,500
Total Distributed and Deposited/Returned $3,000 S0 $3,000
RECONCILIATION
Request Distribution
Amount | (autofills from above)
WF Request - Check # or GCS Order # 3,000 | Cash 500
Gift Cards -
500
Check/GCS request amount $3,000
Less: Distributions 500
Less: Amt. on hand/ Dep/ 2,500
Difference S0

General Ledger Reconciliation

Amount Distributed from Above $500
Amount Charged to Project General Ledger Account 3125 S500
Difference S0

Note: Any difference not equal to zero requires investigation and corrective action----------sesreeosecmmneccs

Name & Title of Preparer Signature of Preparer and Date

Name & Title of Reviewer Signature of Reviewer and Date

Name of Principal Investigator Signature of Principal Investigator and Date
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