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Purpose

The purpose of this policy is to establish guidelines.regarding the procurement, storage, and
disbursement of Gift Cards.

Scope

This policy applies to all Department of Social and Health Services (DSHS) programs that use
Gift Cards as part of their program. This policy does not address gift cards for Employee
Recognition Awards or stored value cards.

Additional Guidance

DSHS Administrative Policies
13.08 Operational (Purchased) Goods and Services
19.70.13 Employee Recognition Awards

Definitions
Department refers to the Department of Social and Health Services (DSHS).
Gift Card is a prepaid card usually issued by a retailer to be used as an alternative to cash for

purchases within a particular store or retail business. A gift card is not associated with a bank
account.


http://www.ofm.wa.gov/policy/40.30.htm
http://one.dshs.wa.lcl/Policies/Administrative/DSHS-AP-13-08.pdf
http://one.dshs.wa.lcl/Policies/Administrative/DSHS-AP-19-70-13.pdf
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Program means the affected DSHS programs, including the division, office, or staff designated
by the Assistant Secretary or Division Director as being responsible for compliance with this

policy.

Provider is any person, business, non-profit, or government entity who provides goods/services
to DSHS or its clients.

Stored Value (SV) Card is a card for which the prefunded value is associated with a bank
account, which must be accessed for payment authorization. These cards can be reloadable or
disposable, and include cards such as prepaid cards, payroll cards, flexible spending account
cards, government benefit cards, etc. (e.g. VISA and MasterCard)

Policy
A. Gift Cards can only be used to provide the following:

1. Incentives for volunteers, board members, foster.parents, providers, or clients for
participating in focus groups, surveys, committees, etc.

2. Incidental costs for clients. Example: Purchasing a meal for foster children in the
temporary care of social workers or gasoline for clients to travel to training.

B. Prior to implementation programs using Gift Cards must:

1. Obtain approval from the DSHS Assistant Secretary or designee to implement a
Gift Card program:

2. Ensure procedures are established to address procurement, safeguarding and
storage, issuing; and voiding missing Gift Cards.

C. The program will'develop and implement written procedures for the administration
and safekeeping of these cards prior to obtaining approval.

1. Have written procedures that provide direction to staff on how the Gift Cards are
managed. Areas addressed in procedures must include:
a. Separation of duties.
b. Purchasing responsibilities to include dollar limits on the cards, maximum
number of cards allowed on-hand at program and office locations, and
who will purchase the cards.

C. Establish a log for the purchase and issuance of Gift Cards.
d. Establish procedures for the safeguarding and storage of Gift Cards.
e. Inventory management to include monthly physical counts.
2. Program must designate a Gift Card Manager who must:
a. Provide training on the management of the Gift Cards.

b. Enforce program procedures and oversee monthly inventory of the Gift
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Cards.
Report any lost or stolen Gift Cards immediately to Operations Review
and Consultation.

3. Program must designate Gift Card Custodians who must:

a.

b.

Maintain custody of the Gift Cards at assigned locations and keep the

cards in a secure and locked location with limited access.

Maintain a tracking log, that at a minimum:

I. Details items to include date of purchase, card number, card value,
and the type of card (e.g. Fred Meyer, McDonald’s).

ii. Details the date the card was issued and to whom it was issued.

For cards issued to DSHS staff for use on behalf of clients:

I. Must ensure receipts are received.

ii. Must ensure cards with unused balances are returned.

iii. Must record the date the card was returned, the unused amount,
and that a receipt was received for any amounts spent.

For cards issued to DSHS staff for third party distribution (for example,

focus group members, survey participants) documentation must be

provided that identifies actual reCipients and thereturn of any non-

distributed cards.

Report any inventory discrepancies immediately to the Gift Card Manager.



