
How to Make a Change to an Approved Gift Card Program 
Use this Step-by-Step guide to make a change to an already approved gift card program.  

Requests should be submitted and approved BEFORE they are implemented.  
 

Changes can include any/a combination of the following:  
New Custodian, New Speedtype, Change Location, Change Amount, and Extend End Date.  

 

Required Documentation for Update Requests: 
• Change Form – Use the Gift Card Authorization Request Form 
• Approval Documentation – Fully signed gift card program request & any additional approved update requests 
• Tracking Logs – Showing gift cards purchased, distributed, and on-hand.  
• Receipts from purchase/distribution 
• Updated Internal Controls 

How to fill out the Form for the following Changes: 
 

 

 
 

New Custodian 
(Page 2)

New Speedtype 
(Page 3)

Change Amount 
(Page 4)

Change Location
(Page 5)

Extend End Date 
(Page 6)

https://www.cu.edu/psc/policies/gift-card-authorization-request-gc


1. Change Custodian – 
a. Check the box ‘Change Custodian’ (Shown Below) 

 
b. Fill in the current custodian’s information: 

 
c. Fill in the requested New Custodian’s Information: 

 
d. Requested New Custodian & Organizational Unit Authorized sign 

a. Organizational Unit Authorizer should be from a manager or approver listed on the speedtype.  

 

 
Send Completed Update Request Form, Original Approval for the Gift Card Program, and Additional supporting 

documentation to pcgc@ucdenver.edu. Wait for approval before implementing this change.  

First & Last Name 

 
CU Employee ID # 

 
Phone # 

 
Work Email Address 

 
Campus Mail Box # 

 

First & Last Name 

 
CU Employee ID # 

 
Phone # 

 
Work Email Address 

 
Campus Mail Box # 

 

New Custodian Signature 

 

Date 

 

Organizational Unit Authorizing Signature 

 

Date 

 

mailto:pcgc@ucdenver.edu


2. Change Speedtype – 
a. Check the box ‘Change SpeedType’ (Shown Below) 

 

b. Fill out the information for the gift card program: 

 

c. Fill in the Requested New Speedtype in the ‘To Modify an Existing Gift Card Program’ Section: 

 

d. Custodian & Organizational Unit Approver Sign the form: 

 

Send Completed Update Request Form, Original Approval for the Gift Card Program, and Additional supporting 
documentation to pcgc@ucdenver.edu. Wait for approval before implementing this change.  

New Speedtype 

Custodian Signature 

 

Date 

 

Organizational Unit Authorizing Signature 

 

Date 

 

mailto:pcgc@ucdenver.edu


3. Change Amount – 
a. Check the box ‘Change Amount’ (Shown Below): 

 

b. Fill out information for the gift card program, including the amount change: 

 
c. Fill in the ‘To Modify an Existing Gift Card Program’ Section for changing a program amount: 

 

d. Custodian & Organizational Unit Authorizer sign the form 

 
Send Completed Update Request Form, Original Approval for the Gift Card Program, and Additional supporting 

documentation to pcgc@ucdenver.edu. Wait for approval before implementing this change.  

$ Amount Change 

Increase gift card 
program from $xxx to 
$xxx, and rationale 

Custodian Signature 

 

Date 

 

Date 

 

Organizational Unit Authorizing Signature 
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4. Change Location 
a. Check the box ‘Change Location’ (Shown Below): 

 

b. Fill out the information for the gift card program: 

 
c. Fill in the ‘To Modify an Existing Gift Card Program’ Section for changing the original card location: 

 

d. Custodian & Organizational Unit Authorizer sign the form: 

 

Send Completed Update Request Form, Original Approval for the Gift Card Program, and Additional supporting 
documentation to pcgc@ucdenver.edu. Wait for approval before implementing this change.  

Detailed new location 
for the gift cards and 
reason for the move.  

Custodian Signature 

 

Date 

 

Date 

 

Organizational Unit Authorizing Signature 
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5. Extend End Date 
a. Write in: “Extend End Date” in the top section of the form (shown below): 

 

b. Fill out information for the gift card program, listing new end date requested: 

 

c. Fill in the ‘To Modify an Existing Gift Card Program’ Section with the requested new end date:  

 

d. Custodian & Organizational Unit Authorizer sign the form:  

 

Send Completed Update Request Form, Original Approval for the Gift Card Program, and Additional supporting 
documentation to pcgc@ucdenver.edu. Wait for approval before implementing this change.  
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To Make Multiple Changes to an Approved Program at once: 
a. Select multiple boxes on the change request form for the necessary changes. See sample below: 

 

b. Complete the rest of the form identifying the changes.  
c. Email completed Change Request Form, Original Approval for the gift card program & approved update 

requests, and additional supporting documentation to pcgc@ucdenver.edu. Wait for approval before 
implementing changes.  

 

Questions can be emailed to pcgc@ucdenver.edu 
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