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NSU Employee Recognition Program

Gift Card Request Form
Please be sure to inform the employee that they will be receiving a notification from InComm Incentives at their work email address for a digital gift card and that it is safe to click on the link to redeem their card.  Cards are ordered within 2 business days after receipt by the Office of Human Resources.  Once ordered, cards are delivered to the employee within 24 hours.
	Employee Name:
	

	NSU ID:
	N

	Employee work email address:
	@nova.edu

	Position Number:
	

	Position Title:
	

	Center Name:
	

	Supervisor/Requestor Name:
	

	
	
	
	
	

	Award Amount:
	$



(Must be in increments of $50)
	Employee Greeting:
	



(This is printed directly under the employee’s name on the gift card certificate.  “Congratulations” or

“Our Valued employee” are common uses for this field. You can enter 1 line only – maximum 30 characters

(Including spaces).
	Message Text (Required):
	



This is the main message that is printed on the gift card certificate.  You can enter up to 8 lines – maximum


500 characters (including spaces).
	From Text (Required):
	



This is the signature text.  You can enter up to 2 lines – maximum 56 characters (including spaces).
	Center-head Name:
	

	Center-head Signature:
(DocuSign is accepted)
	


Once completed, please send the form as a Word Document to HRCompensation@nova.edu. 
Please note that gift cards to employees are subject to taxation.  NSU will pay the taxes on the employees’ behalf, and the gift card face value will be reflected in the employee’s year-to-date gross earnings.
