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Gift Cards/Certificates Authorization Form
Complete this form and obtain the proper approval before you purchase. Maximum allowable purchase is 100 cards of $50 each or a Maximum of $5,000 per calendar year.  P-Card cardholders must attach this form to Workday P-Card Transaction Verification.




   requests authorization to purchase                    gift cards/certificates in the   (Department/School)







(#of Cards)

amount of $                       .  The gifts cards/certificates are being provided for the purpose of    





        (Amount per card)

                                     Clear and Specific Purpose
 




.
Examples include – host family honorariums, testing participants, incentives for participation in surveys, photo shoots, in lieu of meal reimbursements for non-employees, prizes, etc. (See procedures for more details).
By signing below, I am taking responsibility to safeguard the cards in a locked drawer or a safe until disbursed. By signing below, I am taking responsibility to log the information that is required on the tracking sheet and sending the information to the Finance Office by December 10th each year for tax purposes.

Requestor (Print Name)
Requestor’s Signature
Date
Cost Center Manager (Print Name)
Cost Center Manager’s Signature
Date
Cost Center Number
Department’s Vice President (Print Name)


Department Vice President’s Signature

Date
(Required only if in excess of $5,000)
NOTES
· Tracking log is required to log the recipients of the gift cards/Certificates.
· Gift cards/certificates disbursed to non-employees are taxable events.
· Gift cards/certificates disbursed to students must be reported to Student Financial Support Services.
· Gift cards/certificates disbursed to employees must be reported on the corresponding employee W-2 Form.
· Gift cards/certificates disbursed to individuals in an aggregated amount in excess of $600 must be reported on the 1099-MISC form.
· Purchases of gift cards/certificates in excess of $5,000 must be pre-approved by the corresponding VP.
