University of California, San Francisco

TAXABLE EMPLOYEE RECOGNITION AWARD

NOT COVERED UNDER “IAP” PROGRAM

PAYROLL OFFICE NOTIFICATION

If purchasing a single Employee Recognition Award, review the general rules governing Employee Recognition Awards not covered under the “IAP” Program.  Determine whether the award is taxable or non-taxable to the employee.  If the award is determined to be taxable, complete the required Payroll Office Notification below.  Attach this form to your Entertainment Check Request (U5/G-2) and forward both forms to Accounts Payable Box 0812. 

If purchasing Employee Recognition Awards in quantity to be awarded at future dates, complete the Entertainment Check Request (U5/G-2) indicating that this is a quantity purchase and forward to Accounts Payable Box 0812.   At the time you make each individual employee award, review the general rules governing Employee Recognition Awards not covered under the “IAP” Program. Determine whether this award will be taxable or non-taxable to the employee.  If the award is determined to be taxable, complete the required Payroll Office Notification below.  Upon completion of all required information, forward the form to Accounts Payable Box 0812.
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