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Gift Card Purchase Request
Prepared by: _________________________________________________    Date Prepared: __________________

Department/Division: ___________________________________________________________________________

Proposed Budget Code to be charged: _____________________________________________________________

State Purpose and benefit of purchasing gift cards below (Must be detailed and include the valid Business Purpose):

Amount of each gift card to be purchased:       _______   Total number of gifts cards to be purchased: ___________
Total dollar amount of gift cards to be purchased:  $________________    Vendor: __________________________
  Names of Recipients
  If unknown, a detailed list of recipients must be provided within 24 hours of gifting).  Attach additional sheets, if necessary
  ___________________________       _____________________________       _____________________________         

  ___________________________       _____________________________       _____________________________  
Purchase made by:     FORMCHECKBOX 
 Employee (reimbursement requested)



       FORMCHECKBOX 
 Voucher (payable to vendor)


       FORMCHECKBOX 
 P-Card (Cardholder name: ______________________________Last 4 digits:
____________
Projected date of purchase:  _______________   Projected date gift card(s) will be distributed: ________________
This approved Gift Card Purchase Request must be uploaded as backup to the voucher or P-Card transaction.  
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	Gift Card Custodian Name (Printed)
	Signature
	Date

	Requester Supervisor Name (Printed)
	Signature
	Date

	Business Services Approval Signature
	Date


NOTICE: Gift cards must be kept in a secure campus location (e.g., locked drawer or safe) until distributed.  The distribution of the gift cards must be documented, including date of distribution, name of recipient, and signature of recipient acknowledging the receipt.  





The Business Office will perform periodic audits of gift card records to verify that all distributed and undistributed gift cards are accounted for.  





If the department is approved to award a gift card to an employee, the department is also responsible for reporting this amount to the Payroll Department as the employee’s taxable benefit.  If the department awards a gift card to a non-employee and the total amount received by the non-employee in a calendar year is $600 or more, the department is responsible for submitting the non-employee’s W-9 Form and reporting the amount to Accounts Payable, so that the non-employee can be issued a Form 1099-MISC.  Please note that “after the fact” requests will not be approved, and are the responsibility of the buyer. 
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