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Our Mission
To Improve People’s Lives Through Learning
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Gift Card Fulfillment Form
· Please use this form when requesting gift cards
· Complete the form in its entirety and email to Purchasing@elgin.edu 
· Purchasing may direct you to an alternative purchasing method as determined by your request
· Processing time is typically 2-3 weeks but may vary
· Gift cards with fees and/or expiration dates are NOT allowed
· [bookmark: _GoBack]MUST PROVIDE a copy of each physical gift card signed by the recipient to Purchasing@elgin.edu along with original purchase information (PO# or Order#)
	GIFT CARD PURCHASE APPROVAL

	Brand
	

	Card Type (e-Gift Card or Physical)
	

	Reason for Purchase
	

	Quantity Needed
	

	Dollar Amount per Card(s)
	

	Total Purchase Amount
	

	Budget Code (use object code 541090)
	

	ADDITIONAL INFORMATION FOR E-GIFT CARD REQUESTS

	Email Address for e-Gift Card Recipients
	

	Message to be Sent with e-Gift Card
	

	ADDITIONAL INFORMATION FOR PHYSICAL GIFT CARD REQUESTS

	Person Signing for Gift Cards
	

	Delivery Location
	



*Email approval is acceptable in lieu of signature if accompanied by this form

Approval:


________________________________________________________________________          _______________________
Budget Officer’s Signature							Date
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