
[image: Pikes Peak State College Logo, links to website]

                                         Prizes/Awards Request and Voucher

Part I.  Request

· Request must be approved and submitted to Financial Services PRIOR to the expenditure. 
· Prizes or awards are only for students/potential students. The value is recommended to be “de minimis” ($75 or less in a calendar year as defined in CCCS System Procedure SP3-70C and State of Colorado Independent Ethics Commission Position Statement 23-01). Prize or award amounts to the recipient may be reported to the IRS and taxed accordingly. 
· Prizes or awards involving cash or gift cards are not allowed.
· A student can receive only one prize per event.
· Electronic signatures are acceptable.

	Department/Division:  Click here to enter text.
	Org #:  Click here to enter text.
	Date:  Click here to enter text.

	Event:  Click here to enter text.
	Date of Event:  Click here to enter text.

	Event Narrative and Proposed Budget:  Click here to enter text.

	Description of Prize or Award to be Purchased:  Click here to enter text.

	I acknowledge the expenditure is for official state business purposes only, reasonable, and deemed necessary under the circumstances.  

Requestor:  Click here to enter text.                   Signature: _______________________________________ Date:  ___________________      

Dean/Director:  Click here to enter text.            Signature: _______________________________________ Date:  ___________________

Area VP:  Click here to enter text.                        Signature: _______________________________________ Date:  ___________________

Org Owner VP:  Click here to enter text.             Signature: _______________________________________ Date:  ___________________
(if different than Area VP)



 
Procurement of prizes:  Upon approval by Area VP, prizes or awards may be purchased using the college procurement card or a purchase order. Copies of the approved request/completed voucher must be filed with the expense documentation.  





Part II.  Voucher
· Voucher must be processed within 2 weeks after date of event.
· Copy of invoice/receipt attached (original should be filed with the expense documentation).
· Prizes must be tracked to an individual – fill out information below and have signed by student (no one can sign except the student).
· Completed W9 must be attached for each student (do not keep copies of completed W-9’s in any files).
· Acknowledgement of Receipt/Signature certifies understanding that the prize or award may be reported to the IRS and taxed accordingly.
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