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Since July 1, 1996 the Cashier’s area of the Bursar’s Office has operated without the services of the Asst. Bursar , Audrey Thompson, who is on extended sick leave. During this period it has been necessary to redistribute the duties of the Asst. Bursar be
Ralph Kesler
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Incentive Card Statement of Responsibility
When I receive custody of these incentive cards, I understand that as the Responsible Employee I am responsible to hold, disburse, and track them in accordance with University policies and procedures. I understand that these responsibilities include the following:
 
1)   I will only disburse the cards in my custody for official purposes, and I will not disburse them to any related persons. 
2)   I will track the required information for all incentive card recipients on the Incentive Card Award Distribution Log (available at http://www.clemson.edu/cfo/cash-treasury/cash-receipting/index.html). 
3)   I will submit the completed Incentive Card Award Distribution Log as an internal attachment to the original requisition in BuyWays within 15 days of disbursement of all incentive cards. 
4)   I will maintain custody of the cards in a secured location with limited access until they are disbursed.                                        *Incentive cards should be treated like cash. All incentive cards must be stored in a secure, locked location with access restricted. Under no circumstances should an individual take University funds (cash or incentive cards) to one's home for safekeeping. 
 
5)   If holding the incentive cards for more than one week, I understand that I need to inventory the unused incentive cards on a weekly basis to ensure they are all accounted for. 
6)   I understand that any incentive cards remaining after ninety (90) days must continue to be inventoried on a weekly basis. In addition, a log of the inventory must be signed by both the responsible employee and another employee and electronically sent to Cash and Treasury monthly until all cards have been fully disbursed.
7)   The Internal Revenue Service(IRS) requires Research Subject Incentives aggregating $600 or more paid to an individual during a calendar year to be reported on IRS Form 1099-MISC Miscellaneous Income. If this should occur an additional reporting requirement is necessary. The subject's name, address, social security number, date of payment, and payment amount must be sent to University Disbursements, ASB, 108 Perimeter Rd., no later than January 15th of the subsequent calendar year. 
8)   I am responsible for the incentive cards. Any shortages will be reported immediately to Internal Audit.  
 
Signature of Requestor
Signature of Authorized Approver
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