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GIFT CERTIFICATE AND GIFT CARD ADMINISTRATIVE POLICY 
 

Statement of Care 

This policy exists to ensure that gift cards and gift certificates are handled consistently and in 

compliance with University standards and federal requirements. The policy ensures appropriate 

use of University funds and allows for clarity in financial documentation. 

 

Statement of Policy 

Gift Certificates and Gift Cards with any specific dollar value purchased with University funds 

and disbursed to University employees are prohibited. 

 

Gift Certificates and Gift Cards may be disbursed to non-university employees and students. 

However, this requires the same documentation as disbursement of cash. Disbursers need to 

obtain the recipient’s name, social security number, dollar amount of certificate or card 

provided, and a REQUIRED signature on the form below. 

 

Gift Certificates to non-U.S. citizens are prohibited. 

 

NAME       

 

 

ADDRESS 

 

 

SOCIAL SECURITY NUMBER 

 

 

GIFT CARD VENDOR 

 

 

AMOUNT 

 

 

DEPARTMENT AND REQUESTOR 

 

 

 

RECIPIENT SIGNATURE(REQUIRED)      DATE     


