
Mini Training Session
Gift Cards/Gift 
Certificates
Hillsborough County Council PTA/PTSA



Mini Training Goals
• What can a PTA/PTSA use gift cards/gift certificates for?

• Review Internal Controls and Guidelines for Gift Cards/Gift 
Certificates
– What are the limitations on purchasing/ giving out gift cards/certificates?
– What controls 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

• What to do with donated gift cards/gift certificates

• Additional Controls that are required 



What can a PTA/PTSA use gift 
cards/Gift Certificates for?
• 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/certificates?
• 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 to 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 gift 
cards/certificates

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



Sample Policy Letter



How do you track gift cards/certificates
Gift Card Log

The gift card log must include the 
following information: 

– 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 



How to maintain gift card/gift 
certificate log and where to maintain it
• In your local units 

procedure you 
will state your 
PTA/PTSAs 
process for gift 
cards

• Recommend the 
log be 
maintained in the 
treasurers binder



What to do with donated gift 
cards/gift certificates

• In your local units 
procedure you 
will state your 
PTA/PTSAs 
process for gift 
cards

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



Additional Controls 
Additional Controls 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 
more than one gift card on a page. Write on 
the copy the date when it was distributed 
and who the card or certificate was 
distributed to. Write the budget line item that 
the expense was applied to.



In this presentation we…
• Explained what can a PTA/PTSA use gift cards/gift certificates for?

• Reviewed Internal Controls and Guidelines for Gift Cards/Gift 
Certificates, Specifically:
– What are the limitations on purchasing/ giving out gift cards/certificates?
– What controls 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/gift certificates

• Discussed additional controls that are required 



Thank you
treasurer@hccptaptsa.org

www.hccptaptsa.org
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