
Tax Treatment of Gifts, Awards and Prizes 
 
Taxable Income to 

Recipient 

(W-2) 

 
No tax reporting 

requirement 

 

 
 

Yes 
 

Cash/Gift Card 

 
 
 

Senior Officer 

Approval Received? 

 
No 

 
Obtain Approval 

before Proceeding 

with Purchase 

 
 
Coordinate Purchase 

with Human Resources 

 
 
Cash Gift/Award or 

Tangible Item? 

Yes  No 
 

 
 
 

> $400 Fair Value? 

 
 
 
 

Start Here 

Type of 

Recognition? 

Award  

 
 
 
 
Gift 

 
 
 

 
Senior Officer 

Approval Received? 

Yes 
 

 
Tangible 

 
 
 

Prize  No 

Official Length of 

Service Award? 

 

Yes 

 

 
Obtain Approval before 

Proceeding  with 

Purchase  No 
 
 
 

Method of 

Purchase? 

 
AP voucher/reimbursement 

 
 
> $100 Fair Value? 

 
 
Yes 

 

 
Taxable Income to 

Recipient 

(W-2) 

 
Corporate Visa 

 
 

Potentially W-2 or 1099-Misc Reportable  No 
In Paymentnet, include a list of prize 

winners in the notes section of the 

transaction record.  Identify each winner 

as either student or staff/faculty. 

 
Potentially W-2 or 1099-Misc 
Reportable 

On or attached to AP voucher, include a 

list of prize winners  and identify each 

winner as either student or staff/faculty. 

 
No tax reporting 

requirement 

 

 
 
 
 
 

Prepared By: Controller’s  Office 


