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GIFT CARD POLICY


Please note the following information regarding Gift Cards purchased with Ursinus College funds.  This is effective January 1, 2012.

Note: This policy was reviewed on September 6, 2023

Gift Cards to Employees
Gift cards purchased with college funds and distributed to student employees, hourly staff employees, and salaried employees will be considered taxable wages to the employee, effective 1/1/2012.  The face value of the gift card will be included on the employee’s Form W-2.  This includes gift cards given as thank-you gifts, holiday gifts, administrative assistant gifts, prizes, awards, incentives, or for any other reason.  It includes gift cards purchased using purchase orders, petty cash funds, through the College bookstore and accounts payable reimbursements.  Credit cards may not be used to purchase gift cards.  

Gift Cards to Non-Employees
Gift cards purchased with college funds and distributed to non-employees (including students who are not employed in an on-campus job) will be reported on a Form 1099-Misc if the cumulative annual amount is $600 or more, effective 1/1/2012.  This includes gift cards given as thank-you gifts, holiday gifts, prizes, awards, incentives, or for any other reason.  It includes gift cards purchased using purchase orders, petty cash funds, through the College bookstore and accounts payable reimbursements.  Credit cards may not be used to purchase gift cards. 

Documentation Required
Accounts payable or petty cash requests for reimbursement for gift cards must include documentation listing the following, whether for employees or non-employees:
· Gift card recipient
· Social security number
· Address
· Amount of the gift card
This information is necessary for the college to comply with the appropriate tax reporting requirements.

IRS regulations dictate that gift certificates, gift cards, and gift coupons with a stated face value are considered cash equivalents and therefore are subject to employment taxes, regardless of their value.  The IRS views gift cards as a cash fringe benefit, and as such, they are never excludable from an employee’s taxable income.  In the case of a non-employee, the IRS requires the reporting of prizes and awards received in excess of $600 in Box 3 of Form 1099-Misc.

The IRS has differentiated between gift cards and “de minimus fringe benefits”.  De minimus fringe benefits are small in value, provided infrequently, and difficult or administratively impractical to measure.  Therefore, these benefits, unlike gift cards, may be excluded from an employee’s gross wages.  

It is prudent to apply this concept to prizes and awards in general, and to maintain a modest limit for all non-cash prizes and awards distributed on campus.
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