
TSK-U5346.01A Purchasing Gift Cards 

 
 

WWU, BFA, Business Services, Procurement                                                                            Page 1 of 2 

TASK                                                                           
Effective Date: July 7, 2022 
Approved by:  Pete Heilgeist, Chief Procurement Officer 
Authority:   POL-U5348.01 Purchasing Goods and Services Policy 

 
See Also: 

Document # Document Title 
STN-U5348.01D Standards for Purchasing Awards, Prizes, Incentives, and Gifts 
 

TSK-U5348.01A   PURCHASING ELECTRONIC GIFT CARDS 

 

Following approval from the Purchasing Department, via the Request to Provide Award, Prize, 
Incentive, or Gift e-form (FRM-U5348.01E), the authorized department purchaser will: 

1. Use Amazon.com to select an electronic gift card. 
 

a. Use the words “gift card” in the search field on the Amazon site and select any 
company option. 
 

b. Ensure the amount of the gift card is within allowable limit. 
 

2. Use the recipient’s wwu.edu email address. Personal email addresses are prohibited 
when issuing electronic gift cards to students and employees. 
 

a. If the approved recipient is an external party, you must have some 
documentation for the file demonstrating whose email address is being used. 
 

3. Use a University P-Card to purchase the gift card via the Amazon website. Do not use a 
personal credit card.  
 

4. Review the Amazon receipt to ensure the correct addresses and amounts were entered. 
 

5. Retain the Amazon receipt for in the event of an audit.  
 

6. Enter the approval esign form # is into the Alternate Refer Number field in PaymentNet 
when reconciling pcard payments. 
 

a. See example snapshot on page 2: 

https://policy.wwu.edu/Subject/Purchasing
https://policy.wwu.edu/subjects/gifts
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