[bookmark: _GoBack]Incentive Specifications
All Projects

Project:____________________________________________
Pretest or Production:______________________________
Project Type (ST, SSL, Other]______Other (SSL, Excel file provided)_____
	        (If SSL, indicate Data Source Name, e.g.,
 R:\blproj\cati\GEN\Prod\Rpay\bdb)________________
Start Date:______________________________________
End Date:_______________________________________

	
Account number to charge (6 digit, not Grant #):
	

	
What is the normal SID format?:
	(e.g.,. 123-45-6789 = xxx-xx-xxxx)
	

	
Do you want the payee’s address on the check? (Y/N):
	

	What is the usual payment amount?  (if varies, record lowest)
	

	
Do you want “University of Michigan 
	(1-800-759-7947)” written on the check?:
	(Yes/No/Something else?) (up to 35 char total)
	

	
What do you want written in the memo line?:
	(up to 35 characters)
‘Thank You For Your Participation’ is common
	

	
Who signs the paperwork?:
	(Usually the Survey Manager)
	

	
Are any of the checks expected to be mailed outside of the U.S.? (Yes/No):
	*If yes and payments are requested via an Excel file, please note these in the file with an extra column COUNTRY (only for non-U.S.)
	

	
Do you want the checks printed in a certain sorting order?  Such as SampleID, Last name?
	

	
Would you like to receive a copy of the Check Register Report with each batch? (Y/N)
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