
Gifts Limits and Taxability Decision Tree for Employees 

Is the gift a gift card, or 
tangible item?

Gift Card - Must be purchased 
with Declining Balance Bank Card

Tangible Gift 

Door Prize/Raffle – 
Limit $100

Retirement - Limit $400
Length of Service** – 

Limit $400
Employee Recognition – 

Limit $100

Limit Exceeded?

* - The same gift dollar limits apply for Gift Cards as do for tangible gifts, the intent of the gift drives the limit. Refer to the “Tangible Gift” flow to the right for limits
** - Applies to Human Resources only

Limit Exceeded?*

Yes No

No further action 
needed

- Business expense exception report must be completed
- Preapproval on the exception form is required by Dean, VC or 

delegate prior to purchase
- Controller’s office will coordinate with HR to meet tax reporting 

requirements
- HR will process the tax reporting requirements

 - Business expense exception form must be completed
- Preapproval on the exception form is required by 

Dean, VC or delegate prior to purchase
- Controller’s office will coordinate with HR to meet tax 

reporting requirements
- HR will process the tax reporting requirements

Yes No

- Controller’s Office will 
coordinate with HR to meet 

the tax reporting requirements
- HR will process the tax 
reporting requirements
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