Lampasas ISD
Gift Card / Award / Incentive 
Employee Issuance and Receipt Form
Prior to completing this form, review the “Staff & Student Incentive Award Procedures”

Gift Cards / Awards may be Donated from an Outside Source or Purchased with District Funds
Gift Card Issued to Employee

Date Issued: ________________________

Issued to: ______________________
     
Campus/Dept. _______________
Type of gift card: ___________________
     

Amount: _______________
Purpose/Reason: _____________________________________________

Award / Incentive (value above $25) Issued to Employee (other than a gift card)
Date Issued: ________________________

Issued to: ______________________
   
  Campus/Dept. _______________

Type of gift: ___________________    
    Value (purchase cost):  ____________

Purpose/Reason: _____________________________________________

I, _____________________, acknowledge that I am aware that the Internal Revenue Service requires my employer to tax ALL cash and cash equivalent (gift card) awards.  Also, any incentive awarded with a value in excess of $25 is considered a taxable benefit.

______________________________

     ___________________________

Issued by: Employee / Department


     Received by

_________________________
        

     ___________________________

Date






     
     Date

------------------------------------------------------------------------------------------------------------------------------

Payroll Use

Date of payroll adjustment: _________________
Processed by: ___________


Updated: February 2018

