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Recognition Reporting (RR) i

Used to report cash-like (e.g., gift cards) and non-cash awards, rewards, prizes, or other
distributions to employees. The form is submitted to Employee Services.

[
This Excel formwill be reengineered as an OnBase formin August 2026. The new OnBase

version of the formwill validate data entry, provide dropdown lists from which to select
values, automate the routing process, and facilitate Employee Services data entry in HCM.

To report cash-like and non-cash distributions to non-employees, do not use this form. Instead, use
the Payment Reporting form on the Procurement Service Center (PSC) website [2].

Download: Recognition Reporting (RR) Form (3

Effective Date: 01/01/2026 (Updated for use only to report employee distributions.)

Frequently Asked Questions

Q: Who needs to sign this form?
A: Someone in a position of authority for the department needs to provide the
Organizational Unit Authorizing Signature; this is typically the head of the department.

Q: Why/when do | need to fill out this form?

A: The RR form is used to help determine potential tax reporting obligations. When the
University provides a cash-like (e.g., gift card) or non-cash item to an employee, the
value of this item may need to be included in W-2 reporting. The procedures referenced
under resources, below, outline these requirements.

Q: Where do | send this form?
A: Submit the form to Employee Services (email address at bottom of form).

Q: Are there related resources on how/when to use this form?
A: Yes! See the Finance Procedural Statement Recognition & Training (4.
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