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holds	
  will	
  be	
  cleared	
  when	
  the	
  receipt(s)	
  showing	
  the	
  gift	
  card	
  purchase(s)	
  are	
  presented	
  at	
  the	
  Bursar	
  
window.	
  	
  If	
  a	
  cash	
  hold	
  is	
  returned	
  to	
  be	
  cleared	
  that	
  shows	
  a	
  gift	
  card	
  purchase	
  on	
  a	
  receipt,	
  the	
  cash	
  
hold	
  will	
  not	
  be	
  cleared	
  until	
  a	
  filled	
  out	
  and	
  signed	
  La	
  Sierra	
  University	
  Gift	
  Card	
  Form	
  is	
  attached	
  to	
  the	
  
cash	
  hold.	
  
	
  
Purchasing	
  a	
  Gift	
  Card	
  with	
  a	
  Pcard	
  
A	
  La	
  Sierra	
  University	
  Gift	
  Card	
  Form	
  must	
  be	
  filled	
  out	
  and	
  turned	
  in	
  with	
  the	
  statement	
  the	
  gift	
  cards	
  
were	
  purchased	
  on.	
  	
  If	
  a	
  form	
  is	
  not	
  turned	
  in	
  with	
  the	
  statement,	
  the	
  purchase	
  will	
  be	
  treated	
  as	
  a	
  
personal	
  purchase	
  by	
  the	
  cardholder.	
  
	
  
Purchasing	
  a	
  Gift	
  Card	
  through	
  Purchasing	
  
If	
  bulk	
  purchases	
  of	
  gift	
  cards	
  are	
  being	
  made,	
  it	
  is	
  recommended	
  that	
  Purchasing	
  make	
  the	
  purchase.	
  	
  
Please	
  fill	
  out	
  the	
  La	
  Sierra	
  University	
  Gift	
  Card	
  Form	
  and	
  turn	
  it	
  in	
  with	
  the	
  requisition.	
  
	
  


