Gift Voucher Request Form – Information and Guidance
Vouchers should not be given to anyone for renumerating work or what could be considered work performed.

Payments and rewards to staff are liable to tax and NI so alternative payment methods should be used, such as payroll or Above and Beyond. 

Please refer to our website for guidance on Above and Beyond and additional payments to staff on the links below:
· Above and beyond | Benefits, rewards and recognition | University of Exeter
· Additional payments for staff on the main payroll

Renumeration for students or other individuals, for work which they have carried out similar to employment, should be dealt with by the temporary resourcing unit who can be contacted at TemporaryResourcing@exeter.ac.uk
Vouchers must not be used to pay suppliers for services or goods.
Please select the relevant box:
☐ Gifts for Non-Staff – please refer to the university’s website for guidance: Entertainment, Hospitality and Gifts | Finance Services | University of Exeter vouchers should not exceed £20.
Gifts should not be used for renumeration for work carried out or services received, which could be perceived as employment.
☐ Participant Payments for Research Volunteers who take part in tests, interviews, other "lay" people or "users" (e.g. former or current patients, representatives of particular groups) who are invited to attend meetings or focus groups to give their views on various matters to inform the research process and direction – please refer to the university’s website for guidance: Participation payments to Research Volunteers - University of Exeter. 
☐ Student Prizes – Should only be purchased when a competition has been made available to a target constituency of students. There should be clear visibility of the competition with prizes being awarded by a specified judging panel. The competition should comply with the Equality and Diversity Policy of the University: Policies | Equality, Diversity and Inclusion | University of Exeter. 
By completing the form below, you confirm that you have read the relevant policies related to your purchase. 









Please complete the form below and return to procurement-operations@exeter.ac.uk 
	REQUEST FOR VOUCHERS

	Name of Requestor:
	

	Name of Budget Holder:
	

	Full Budget Code:
	

	Voucher Recipient:
	Choose an item.
	Gift, Participant Payment, Prize:
	Choose an item.
	Is there any expectation by the recipient that a payment will be provided?
	Choose an item.
	Type of activity, e.g. focus group, clinical trial, completing questionnaire, attending a workshop, etc.
	

	Please describe, in as much detail as possible, the reason for issuing the voucher(s)
	

	Number of Vouchers:
	

	Value for Each Voucher: 
	

	How has this amount been decided?
(The University of Exeter is a charity, and amounts should be reasonable and not be excessive)
	

	Name/Email Address of Recipients:
(*please see note on page 2)
	

	Retailer: (e.g. Love2Shop, Amazon)
	

	E-Vouchers/Physical Vouchers:
	Choose an item.
	Delivery Address: (physical vouchers only)
	

	Date Vouchers Required By:
	












Additional Information
*For those of you who are ordering vouchers for research participants, we understand that you are not always able to release the names of the participants to us due to data protection rules. On the form, please indicate that the vouchers are for research participants and the data is confidential. Please can you ensure that you retain the detail of who the vouchers were issued to for audit purposes.
The only exception where voucher payments to staff would be allowed is where the university receives an external research grant and staff are participating as research volunteers to either:
· Take part in tests, interviews
· Attend meetings, focus groups to give their views on various matters to inform the research process and direction
The research should not be targeted at staff, should be independent from their employment and completed in their own time.

Bulk Love2Shop Voucher Ordering:
· We can place an order for any value/quantity you need.
· Please note there will be a 1.50% credit card fee (£1.50 minimum) applied to each order.
· For e-vouchers after the order has been placed, we will receive an email from Love2Shop to confirm that the voucher codes are ready to be downloaded from our account. 
· We will retrieve this data and email it directly to one email address for distribution. 
· Recipients will then be able to use their voucher codes at the following link: https://www.love2shoprewards.co.uk/login.php to spend how they choose.
· Physical vouchers can also be ordered, vouchers will need to be posted to one address so they can be distributed out. There will be a £9.00 postage fee applied to each order. 

Please note Love2Shop authorise credit card payments overnight, the order is then processed the following day with the vouchers then emailed/posted the following day after that. For example, if an order was placed on Monday the payment would be authorised on the evening of that day, Love2Shop would process the order on Tuesday and we would then receive the vouchers no later than Wednesday. Please expect a turnaround time of about 48 hours for e-vouchers and longer for physical vouchers to allow time for postage.
If you require a small quantity of vouchers, we can order these for you using an alternative website where you will be issued with the vouchers immediately. 
Bulk Amazon Voucher Ordering: 

· We can place an order for any value of e-voucher/quantity you need.
· E-vouchers will need to be emailed to one email address for distribution.
· Physical vouchers can also be ordered, vouchers will need to be posted to one address so they can be distributed out.

If you have any queries, please contact procurement-operations@exeter.ac.uk 
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