Drake University

 Gift Card Request Form

Please complete the information below for Gift Card Requests and return to Accounting.
Date:__________________
               Department/Group: _______________________

Cards Requested By: _________________    Approved By: _______________________

                                                                                                   Budget Manager/Dean

Business Purpose for purchasing gift cards: 

Gift Card(s) requested:      Visa        - $25.00      Quantity: _____ Total Amt:__________
                                           Target     - $  5.00     Quantity: ______Total Amt:__________
                                           Target     - $10.00     Quantity: ______Total Amt:__________
                                          Starbucks - $ 5.00      Quantity:______ Total Amt:__________
                                          Starbucks - $10.00     Quantity: ______ Total Amt:_________
Totals of Gift Card Request:                                Quantity:______ Total $:____________
FOAPAL to charge cards to: _____________________________________________

                                                (Accounting will prepare JV to charge FOAPAL)
By signing this Request for Gift Card Order Form, I agree that:

· I am responsible for the safekeeping and maintenance of gift cards until distributed to recipient.
· I understand that I am responsible for collecting tax information on the Gift Certificate/Gift Card form  for IRS reporting purposes from each Gift card recipient and submitting those to Accounting.
Card(s) & Gift Card Form  picked up in Accounting by:________________________
Date:  _____________________________
************************************************************************************
                                                          Accounting Use Only
Cards picked up in Student Accounts by: ______________________________________
Student Accounts Personnel:_______________________________________

Date: _____________________

Total Quantity:________________   Total Dollar Amount :__________________

Breakdown as listed above: _____________
                                              Initial
