Truman State University

Monetary/Non-Monetary Award-Gift-Prize PREAPPROVAL Form (April 2010)
(Return completed form to McClain Hall 106, Accounts Payable)
Important Information:  IRS tax laws require the reporting of awards/gifts/prizes given to individuals.  This form must be completed PRIOR to the purchase of any monetary awards/gifts/prizes such as cash, gift cards/gift certificates, or other cash equivalents, regardless of the amount.  This form must be completed PRIOR to the purchase of any non-monetary, tangible, award/gift/prize that is greater than $75 for a single item.  This completed form must be submitted as part of your requisition backup documentation.  
	1
	Current Date
	

	2
	Department Name
	

	3
	Printed Name of Custodian Employee-this is the employee responsible for the safeguarding and the reporting of the award/gift/prize recipients (must by an employee; a student cannot be a custodian).
	

	4
	Business Purpose of Award/Gift/Prize Purchase - need to provide the following information: a) who will receive award/gift/prize  (i.e. student, employee, off-campus individual), b) why/how is this a valid business expense, c) when will the award/gift/prize be disbursed to recipients-provide specific date)
	

	5
	Number of Awards/Gifts/Prizes to be Purchased
	

	6
	Denomination or Value of Awards/Gifts/Prizes to be Purchased
	

	7
	Name of Vendor(s) that Awards/Gifts/Prizes will be Purchased from
	

	8
	The Awards/Gifts/Prizes will be charged to the following:
	Fund #
	
	Organization #
	

	9
	If this expense is being charged to an externally funded grant (i.e. fund number begins with a 2xx), identify which budget category this expense was budgeted in to, in order to assist us in determining if this is an allowable grant expense.
	


	Confirmation of Custodian

	I confirm that the Awards/Gifts/Prizes purchased will be used solely for the intended purpose listed above.  I understand that a failure to submit a completed Monetary/Non-Monetary Award, Gift, Prize Reporting form to McClain Hall 106 within two weeks of the gift/award/prize being distributed will result in the value of the award/gift/prize being considered taxable income and added to my W-2.  This form is available online on the Business Office webpage. 

	Custodian's Signature
	


	Budgetary Approval

	I hereby authorize the use of departmental funds to purchase Awards/Gifts/Prizes for the intended purpose listed above.

	Department Supervisor/

Chair or Dean's Signature
	
	Additional signature if purchase will exceed first budgetary approver’s signature limit 
	


Requisition # (This field should be filled in after signatures above have been obtained and the requisition has been completed): _________________________________________
