Mini Training Session
Gift Cards/Gift
Certificates

Hillsborough County Councll PTA/PTSI




Mini Training Goals

What can a PTA/PTSA use gift cards/gift cerfificates fore

Review Internal Controls and Guidelines for Gift Cards/Gift
Certificates

— What are the limitations on purchasing/ giving out gift cards/certificatese
— What controls need to be in place?¢
— How do you track gift cards/cerfificates

— How to maintain gift card/Qift certificate log and where to maintain it

What to do with donated gift cards/gift cerfificates

Additional Conftrols that are required




What can a PTA/PTSA use gift
cards/Gift Certificates fore

» |In accordance with Dollars and $en$e

— PTAs/PTSAs are authorized to purchase gift cards and gift certificates with
PTA funds for the purpose of:

— Appreciation
— Incentives

—  Awards




What are the limitations on purchasing/
giving out gift cards/certiticatese

* An individual is eligible to receive ONLY two (2) gift
cards/certificates per fiscal year

« Maximum value of $25 for each gift card (Total value of $50 per
fiscal year, per individual)

« The funds used to purchase gift cards/certificates are required to
be a part of a member approved budget line item such as
teacher/staff appreciation or Reflections awards




What controls need 1o be In place?

Local PTAs are required to and must create clear, written,
processes for the handling of gift cards/certificates

* Must include your process for receiving, logging, where they
will be stored, who has access, process for distributing the Qift
cards/certificates

A sample policy letter is available for you to use as a guide to
set up your local units policy




™
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Gift Card/Certificate Policy

Flocida PTA has approved local unit PTASPTSAS 10 gurchise gift cards and gilt cortficates with PTA
fands for the purpose of apprecistion, ncentives, inirds, o1c, 10 benelit teachurs, studests, and
muembers using spedific imas and gadeines. Giflt cards and certficates are the same s having CASH on
hand, ind controls st be in place to protect the PTA fundi. The fellowing is our PTAJPTSAs pelicy.

Procedores to purchase Gt Cards:

Gift cards may be purchased using PTA fasds as long as fands Rawe 4 Ine item on U Sadget and they
hiree boen approved by generadl membership. Indvidusl gift cards say not have & face valoe greater
than $25.00.

Onew the budget and the purchase of gt cards has bewn approved by geseral sembership. The PTA
board member wil parchise. The board mester will envare:

®  Asepiarate receist tating the face value of the gft card is attached 10 each gilt card

®  Arequest for reimbarsesent @ong with the recept for the total smount wil be subssitied
10 The treasurer within 10 days of parchase.

®  Turn in ol gift cards purchased 1o the treasurer

Documentation of Purchased Gift Cards

Gift card must be & dinalog (spreaditeet) that must asiquedy idently each
piry norder 1o d the approgriate wie of the card for sadit purposes Information to be
intladed for each card shiall indude 2 2 snimas

Date of Parchiaw o Denation

Na=e of Perscn who made the gurchise or denation
Certificate or Gft Card Nustur

Valoe of the of Card - Dol Amount

Rucipent’'s Name, p* b, and/or e=ai sddress
Date Distributed 1o the Recpiont

Na=e of gerscn who distrituted the card

Budpet line e 1o apply expense 100

Maintaining and Ditrisating Gift Cards

The tressurer wil provide & sussssary of the gift cards still i the poasession of the PTA at the geseral
meeting alosg with the Treasurer’s Report. The gift card log s te be dinte the i {
for par pases of the sadit it the end of th fiscal year.

-

In addition to te gift card log, the treasurer wil ensare a cozy of the Dack of wach giflt card showng it
number & made (the treasurer wil ensure sultiphe cards are coped on the same pige). Once a gt card

is distrivaned, the treawurer wil annotate on the copy, under the apzropriste pft card, the foliowing
inforsation:

*  Datetsw gift card wis distrbuted
®  Who the card or cortificate was dstribated to
®  The budget Ine item the expesie wis spplied 10

Donated Gift Cards

Gilt card donations are 10 2o handid ke 3 cash dosation. Therefoce, the FTA should giee the dosce 4
cash receipt, mat kewp o record of sach donation on & donated gift card log, and esaure e Tunds sre
tracked (ine item on your budget for donsted gt cards, usder income)

Donated gift cards wil be logged, mantained and datsibated just I & purchased gift card follewing tw
aboee procedures.

Summary
Gilt cards purchised and donsted

®  Treasarer wil maintan & log for PTA purchased gift cards and & separate log for donated gilt
cardifplt certificates.

*  Indude the same information on the d on log as your do for the log of purchased gt cards
®  The Tressurer must kewp all PTA purchased and dosated giflt cards in & secare ares just as you
would with the PTA cash box

When gift cards are used/distr Buted, =ake sote of it on e approprate log
®  Remesber, whes distrbuting gt cards to individuals, they miy receve only two gift cards er
scal ywir, with 2 saximus valos of 525 each, for a total valee of $50 per year,




How do you frack gift cards/certificates

Gift Card Log PTA NAME:
i . GIFT CARD LOG
The gift card log must include the o | ——
fo”ow| ng |nform0'|'|on: Pml::t;ed: Purchased By: = Card/Certificate #: | N\:::::t: Recipient | Reciplent Phone/Email Distributed by: audl:::eme: line

— Date of Purchase or Donation

— Name of Person who made the
purchase or donation

— Certificate or Gift Card Number

— Value of the of Card - Dollar
Amount

— Recipient’s Name, phone number,
and email address

— Date Distributed to the Recipient

— Name of person who distributed
the card

— Budget line item to apply expense
too

#%%% The Maximum Value of each gift card/certificate CANNOT exceed $25.00 ****

*** Maximum total per individual CANNOT exceed $50.00 ***




How to maintain gift card/gift
cerfificate log and where to maintain it

. XYZ School PTA/PTSA
* |In your local units GIFT CARD/CERTIFICATE LOG

procedure you

.” 'I' 'I' Dat Purchased ¥al Dat Distributed
WI S G e yo U r Pulc::sed “"’B:Se CardiCertificate # Al:ol::\t Recipient Recipient Phone/Email gi:e: i 'é’“ ¢ Budgeted Line item
PTA / PTS AS 16-Nov-22 Jane Doe 111-222-333-444 $10.00 Jack Smith 213-855- 111 ack smith@hepsnet | 2-May-23|  Jason Snow | Teacher Appreciation
. 7-Dec-22 Jane Doe 123-456 $25.00 | Andres Thoms | 212-585-3206/thoms12@email.co 16-Jan-23 [  Chris Harris Relections winner
12-Dec-22 Jane D 0000-111GC $6.00
process for gift e
cards
« Recommend the
log be
maintained in the
treasurers binder
***** The Mazimum Value of each gift cardfcertificate CANMNOT excee d $25.00 "

*** Magimum total per individual CANNOT excee d $50.00 ***




What to do with donated gift
cards/qQift certificates

XYZ School PTA/PTSA
* In your local units DONATED GIFT CARD/CERTIFICATE LOG

procedure you
1 D ¥al D Distributed
WI | | S-I-O -I-e yO U r PIrc:::'ed Purchazed By| CardiCertificate 8 A:o::t Recipieat Recipieat Phone/Email gi::: '5"8','“ Budgeted Line item
PTA/ PTS AS 26-Jan-23 Donated 1234-1111-22 $10.00 Sara Right $13-855-1010 zarar@email.com 2-May-23|  Chriz Harriz Teacher Appreciation
26-Jan-23 Donated 1234-1111-23 $10.00
process for Qift
cards

« Recommend the
donated gift card
log also be
maintained in the
treasurers binder

***** The Maximum Yalue of cach gift cardicertificate CANNOT excee d $25.00 ****
*** Maximum total per individual CANNOT excee d $50.00 ***
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Additional Conftrols for Gift Cards: When

purchased or when a donated card is

received, copy the back of each gift card ) »

which reflects its number. You can copy T .
more than one gift card on a page. Write on .S S e—
fhe copy the date when it was distributed o —
and who the card or certificate was | | HR L S Gemeby
distributed to. Write the budget line item that

the expense was applied to.
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INn this presentation we...

« Explained what can a PTA/PTSA use gift cards/gift certificates fore
« Reviewed Internal Controls and Guidelines for Gift Cards/Gift
Certificates, Specifically:
— What are the limitations on purchasing/ giving out gift cards/certificatese
— What conftrols need to be in place?
— How do you track gift cards/certificates

— How to maintain gift card/gift certificate log and where to maintain it
» Reviewed what you should do with donated gift cards/Qift cerfificates

« Discussed additional controls that are required




Thank you

treasurer@hccptapisa.org

www.hccptaptsa.org
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