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BEFORE
YOU TRAVEL



STEP 1:
Complete a Travel Card Application

Suggested for employee’s who will be traveling twice or more per year.
Application can be found on our website Click here for Application.
Once complete, send to travel@sunypoly.edu.

You will then be sent instructions for the next step via email.



https://sunypoly.edu/sites/default/files/2022-10/SUNY-Polytechnic-Institute-Travel-Credit-Card-Application.pdf
mailto:travel@sunypoly.edu

EXAMPLE

SUNY Polytechnic Institute Travel Card

Application/Acknowledgement

Your use of the New York State JP Morgan Chase Travel Card is subject to the following terms and conditions:

1. You are being entrusted with a valuable tool - a NYSJP Morgan Chase Travel Card. The travel card is to be used for the
cardholder’s state business travel expenses only. Because you will be making a financial commitment on behalf of the
State, you must strive to obtain the best value for the State by following established travel policies.

2. All charges made to your credit card will be posted to a central bill by JP Morgan Chase and sent to your agency’s Card
Program Administrator or designee for payment. You will not receive a bill from JP Morgan Chase (although you are
encouraged to view your monthly statement of charges online to identify inaccuracies or fraudulent charges and address
them timely). It is important that you submit your expense report promptly for all charges to be reconciled. All
transactions charged to a State Travel Card must be reconciled within 30 days of the travel event. Failure to reconcile
transactions in a timely manner may result in revocation of your State credit card.

3. You may only use the travel card to pay for your state business travel expenses when you are on official State
business. You may not use this credit card for personal charges. Your agency and the Office of the State Comptroller will
audit the use of your card and take appropriate action on any discrepancies or unauthorized charges. Any evidence that
your card has been used fraudulently will require an investigation, after which disciplinary action may result. Fraudulent
use may also result in criminal prosecution. For Travel card guidelines, please review the following link
https://www.osc.state.ny.us/files/state-agencies/travel/pdf/agencies-travel-manual-attachment.pdf.

4. Your Agency will establish spending limits for cardholders. You are responsible for knowing your limits and not
exceeding them without approval. In addition, certain purchases from merchants or vendors outside the scope of
authorized program guidelines may be blocked by the card.

5. NYS JP Morgan Chase Travel Cards are the property of New York State. You must destroy and cancel your card with JP
Morgan immediately upon request or upon termination of employment or retirement. Should there be any change in
your employment status you must return this card and arrange to have a new card issued, if necessary.

6. If this credit card is lost or stolen, you must notify your agency’s Card Program Administrator and JP Morgan Chase
immediately. Review of recent transactions within the last 30 days is required to identify any fraudulent charges and
appropriate action can be taken.

7. You must comply with any changes to the terms and conditions or policies and procedures concerning use of this
credit card.

8. You must certify, by signing your name below, that you are not listed on the Office of Foreign Assets Control (OFAC)
Specially Designated Nationals and Blocked Persons (SDN) list.

REQUIRED FIELDS

Employee Name John Doe Phone#t 1234
Signature pate 1/1/2025
Business Address 100 Seymour Road Utica NY 13502

Signature of Supervisor Date_1/1/2025




STEP 2:
JP Morgan Travel Card Application

The Business Office will send the JP Morgan online application link.
There are 3 steps for the cardholder to complete, General Information,
Administrative Information and Cardholder Acknowledgement.

Once complete, notify the Business Office for final approval.

Please allow 1 —2 weeks for card to be delivered to our office.

You will be notified via email to schedule a time for card pick-up and
Travel training.



STEP 1: GENERAL INFORMATION

e Applicant will need to enter all required fields, which are followed by an asterisk. This includes
the applicant NYS Employee ID (N#), which can be found on your paystub/HR time & attendance
portal.

e This is where the applicant will create a PaymentNet User ID. If the applicant enters a User ID
that is already being used by any cardholder they will be prompted to choose again.

o NOTE: Any field with the instruction DO NOT CHANGE should not be changed by the applicant.

JPB ,:\-'lnrgam PaymentNet®

SNY_POLYTECHNIC_TCARD_Application Application - Corporate Card

m St0a 2 Assintatin tcemson e Tv——

= o
Flasse complete tha faids i anply %o 3 commartial cand.

“Requbed Fisids
Applicant Information
Ful FestMame” |
Lasttoamar [
L T [ T ) S———
= I T ey e e w——
PFaymorthict Lsar [0° ’—| [T S DT

Account Security

East & of Busingss Fhona fit
Fiet 4 of Biling Zip Codg” [ =er Faral 4 tiaghs of el dharary metinaas sl sk

‘Card Embossing
Miodia nifial ,:l
LastMameon Cant” [

‘Contact information

Businoas Emal Addmss®
Susinass Frons Humbr® AR ARA RS,
Matite Frong Nuniss:

Cardholder Address {Card Deliveny)

Country USA
Stvoad ASRES {00 Sowmcur Rl g 124 Shaiy Snei
Swroet Adcross Line 2 e fopd P Buil 1410, Budukrg 4
Sty Utica

SiaieaProvince  NY

IPPoeal Code 13502

Home Address
Caunry” [UER % | 0o nen cranse
StectAdduas’ [o0Sewroarme | nowor cuance
Smasttcommlna2 [ | cowarowse
oo [Dea | ooworceesee
staiePradnce’ [Wr W | oo e
ZFiPostal Coca® Iﬂi 0 W EHENEE
=) =



STEP 2. ADMINISTRATIVE INFORMATION
e SUNY ID is an optional field and does not need to be filled in.

e The default credit limit will always be $7,500 (decision made by OGS), but the amount may be
changed by the Business Office before the application is approved.

J.P.l\-10rgan PaymentNet®

SNY POLYTECHMIC TCARD_Application Application - Corparate Card

@ Step 1 Genaral Information Step 2: Administrative Information Step 3 Cardholdar Acknowladgement

| Cancal \I | Previous '|
Please complete the fislds to apply for 8 commercial card

“‘Required Flelds,

Administrative Information

Account Custom Fields

SUNY 1D Ogtianal

Card Controls

Credt Limit 7500
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Optional Applicant Comment (Maximum 2000 characters)
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STEP 3: CARDHOLDER ACKNOWLEDGEMENT

e The cardholder will need to check that they agree to the JP Morgan Cardholder
Acknowledgement.

e The cardholder will need to click the NYS Cardholder Terms and Conditions Acknowledgement
by clicking on the link.

e After reviewing the Acknowledgement, the cardholder will need to check that they agree to the
Organization-Specific Cardholder Acknowledgement.

o Click submit once finished.

e NOTE: The check box for the Organization-Specific Cardholder Acknowledgement will remain
grayed out until the employee clicks the link to access the PDF.

J.PMorgan paymentNet®

SNY_POLYTECHNIC_TCARD_Application Application - Corporate Card

@ Step 1- General Information & Stap 2 Administrative Information hlder Acknowledgement

 Caneal | | Previous |
“ou must agres lo the Cardholder Acknowledgement below o continus with your application.

J.F. Morgan Cardhelder Acknowledgement

Legal Infermation
The J.P. Morgan Cemmercial Card {the "Card”) s available enly to authorized individuals of the Company (the "Company™).

I, an autharized indnidual of the Company and whose name appears on the Card, acknowledge and agres ta the following with respact to my acceptance and use of the Card:
1) Twill use the Card only for business expenses that are authorized by the Company's applicable policies.
2} Although the Card will be issued in my name, the Company may have access 1o my Card account information and may recelva information from timea to tima with respact to my use of

the Card

3} In the svent of the cancellztion of the Card by J P Morgan or Company. for any reason, | will immedialely stop using the Card and =ither cut the card in hali or retum the Card to tha
Company.

4} I the event that my is i d for any reason, the Card will be and | will i I the Card to the Company.

5) | authorize and direct the release by the Compan?u to )P Morgan of my home address, phone number and any other idertifying infarmation about me for the purpose of processing
thiz Card Apphcation. and in order to comply with all applicable laws that require J.P. Morgan io obtain, verify and record mformation that identifies me when | apgly for an account.

I autherize J.P. Mergan to share informatlen abeut rme and my Card account with and ameng Its afllliates and representatives.

] | agree to the Cardholdar Acknowledgement.

Additional Organization-Specific Acknowledgement

Please view the NY3 Card Terms and Conditions Ack d located herechiips:/ibsc ogs ny gov/sy filesid 202207 ipmc-credit-cardtanms _conditons pdf '
(Mate: You may need o be logged inta your organization’s nemwark to view this link )

71 | agree bo the Organization-Specific Cardholdee Ack

1 The information contained within the linked site is not provided by J P Morgan Chase Bank N.A orits laries or sffiliates (collzctively referred to as "Chase”) Chasa ks not

responsible for and does not endorss the policies, procedures. or everall website conlent available sl the link noted above. In the event of a conflict betwesn the Chase cardholder
acknowledgement and client's policies and procedures, the provisions of Chase’s cardhaolder acknovdedgement shall prevail.

(Ganeal | Previous |



NYS Car

dholder Terms and Conditions Acknowledgement

ﬂzw YORK | Office of General Services
STATE OF - -
ovarunr= | Blisiness Services Center

Mew York State JP Morgan Chase

Tr

avel Card/Procurement Card/NET Card Terms and Conditions

‘Your use of a Mew York State JP Moargan Chase Travel, Non-Employee Travel (NET) or Procurement Card is subject to the
following terms and conditions:

L

You are being entrusted with a valuable toal - @ NYS JP Margan Chase Travel, MET or Procurement Card, The trawvel
card is to be used for the cardholder's state business or official govemment travel expenses only. The MET card is to
be used by the cardholder for state business or official government travel expenses for non-employees travelimg on
behalf of the State. The purchase card is 1o be used for State business or official govermment purchases of services
and commodities. Because you will be making a financial commitment an behalf of the State, you must strive to obtain
the best value for the State by following established travel or purchasing policies as appropriate.

. Ak charges made to your credit card will be posted to a central bill by JP Morgan Chase and sent to your agency’s

Card Program Adminkstrator or designee for payment. You will not receive a bill from JP Morgan Chase (aithough you
are encouraged to view your monthly statement of charges online to identify inaccuracies or fraudulent charges and
address them timely) if you have a travel card, it is important that you submit your expense report prompthy for all
charges to be reconciled. All transactions charged to a State Procurement, Traved or Mon-Employee Travel Card must
be reconciled in the Statewide Financial system within 30 days of the travel event or purchase. Failure to recancile
transactions in a timely manner may result in revocation of your State credit card.

. Wou may anly use the travel card to pay for your state business or official government travel expenses when you

are on official State business. You may only use the procurement card for authorized State business or official
gaowernment transactions. You may not use this credit card for personal charges. Your agency and the Office of the
State Comptroller will audit the use of your card and take appropriate action on any discrepancies or unauthorized
charges. Any evidence that your card has been used fraudulently will reguire an investigation, after which disciplinary
action may result. Frauduwlent use may also result in criminal prosecuton. For Travel card guidelines, please review the
following limk httpssfweeoscstate ng usfiles/state-agenciesiravelpdifagencies-travel-manual-attachment.pdf

. ¥ou must follow the policies and procedures established by Mew York State for the use of the procurement credit

card. Failure to do 50 may result in revocation of your user privileges or other disciplinany action, which could
include termination of employment. For procurement guidelines, please review the following link https2Yogs nyv.gow/
procurement/nys-procurement-guidelings.

. Your Agency will establish spending limits for cardholders. You are responsible for kmowing your limits and not

exceading them without approwval. In addition, certain purchases from merchants or vendors gutside the scope of
authorized program guidelines may be blocked by the card,

. W¥5 JP Morgan Chase Travel, MET and Procurement Cards are the property of Mew York State. You must destroy and

cancel your card with JF Morgan immediately upon request or upan termination of employment or retirement. Should
there be any change in your employment status you must return this card and arrange to have a new card Issued, if
necessang.

If this credit card is lost or stalen, you must notify your agency’s Card Program Administratar and JP Morgan Chase
immediately. Review of recent tramsactions within the last 30 days is required to identify any fraudulent charges and
appropnate action can be taken.

. Wou must comply with amy changes to the terms and conditions or policies and proecedures concerning use of this

credit card.

You must certify, by signing your name below, that wou are not ksted on the Office of Foreign Assets Control (OFAC)
Specially Designated Mationals and Blocked Persons {SDM) list

[uly 2022



STEP 3:
Concur/Stovroff & Taylor Employee Profile

The Business Office will send you a chart requesting information from
you as it matches your state-issued ID/driver’s license.

This information then gets sent to Stovroff & Taylor (our contracted
agency) to create your employee profile.

Once the profile has been created, S&T will send you a Concur welcome
letter and login credentials.



Employee Profile Set-Up

First Name:

Middle Name:

Last Name:

Email Address:

Work Phone #:

NYS Employee ID#:

Position/Title:

Department/Division:

Alternate Email:

travel@sunypoly.edu

10
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STEP 4:
Travel Authorization / Out-of-State Form

This form can be found on our website. Click here for fillable form
Current requirement for all Faculty, Candidates, and Out-of-State Travel.
Must be completed with all appropriate signatures and sent to
travel@sunypoly.edu prior to traveling.
It is recommended to provide a slightly higher estimate to account for
unexpected expenses.
Approvals:

o Department Dean/Supervisor: Signature, account number, and

dollar amount.
o VP/Provost: Required for all Faculty and Candidate travel.
o President: Required for all Out-of-State travel.

11


https://sunypoly.edu/sites/default/files/Business%20Affairs/travel-auth-approval-form-fillable.pdf
mailto:travel@sunypoly.edu

S U N Y POLYTECHNIC Travel Authorization and
INSTITUTE Out-of-State Approval Form

EXAMPLE
Traveler's Name: John Dioe [-Facultyy [ODean D-Seaff  O-Soedent
Department: Caollege of Enginesring [-Hon-Emplayes
Conference: 2025 [EEE Intemalianal Symposium on Anennas & Fronagation and Norih Amerncan Radi Soence Megting
Destination: Ottswa, Canada Dates of Travel; July 13-18, 2023
Purpaose of Travel:

To attend the 2025 IEEE International Symposium on Anfennas and Propagation and Morth
American Radio Science Meeting.

This section will be estimates only Estimate of Expenses:

Naotes:
Airfare $ Rental Car - Enterprise 1 week
Lodging - 5 nights
Other Transportation-please specify § 40000 ging 9
Lodging [rate par night ¥ samber of E.E $ 1200.00 Rental Gas + Tolls
ME‘H]E frat per day = number of |'."\.|‘ $ 348.00
Conference Fee §812.00
Other-please specify $o000
Total 42008.00
Signature of Traveler: Date: =/20/2025

* Meals and lodging per diem rates can be found at www.gsa.gov. If actwal lodging rate excesds allowable per dism then
Bequest to Exceed Maximum Lodging Rates Form must be submitted for approval prior to travel.

**Attach copies of programs, brochures, agendas, accommodations, transpartation, eto

REQUIRED *** Regquestand supporting documents must be submitted priorto travel, REQUIRED

Dept. Head Supervisor or Account Signatory Approval:
Diate: AN

Area VE/Provost Approval:

Account #: 210001 Date: o0 2lE2s

Amount Approved: 3000.00

President’s Approval: (ouof State Travel Only):
[f Faculty Member, Date of Most Recent Annual Report:

Date; 20/202¢

Uffice Use Unly:  Encumbrance @ ate:

12



STEP 5:
Exceed Lodging

This form can be found on our website. Click here for fillable form
Current lodging per diem rates are available at:
o Per Diem Rates (Domestic) — Per diem rates | GSA (enter the hotel zip code)
o Per Diem Rates (International) - U.S. Department of State | Home Page
Required prior to travel if lodging costs exceed the maximum per diem
allowance.
Form must include complete travel details and a justification explaining
why the higher rate is necessary.
Please check surrounding hotels for lower rates prior to booking.
Traveler and Supervisor must sign. Once complete, send to
travel@sunypoly.edu for final consideration.
After final approval/denial is made by our Campus Financial Officer, the
Business Office will send a final copy via email for the traveler’s records.
Please keep the final copy and submit with your Claim for
Reimbursement packet.

13


https://sunypoly.edu/sites/default/files/Exceed%20Lodging.pdf
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://aoprals.state.gov/Web920/per_diem.asp
mailto:travel@sunypoly.edu

EXAMPLE
SUNY fesisinee

Request to Exceed Maximum Lodging Rates
Including Conference Site Hotels

Traveler’'s Wame: John Doe

Destination: Ottawa, Canada Dates of Travel: 071132025 - 07/182025

Pmpas e cf Tra\'el: 25 |IEEE International Symposium on Anlennas & Propagation and Morth American Radio Science Meeting
Reference GSA.GOV

Lodging Rate: $315 Per Diem Rate for Destination: 5278
REQUIRED
Provide a justification for exceeding the maximum federal lodging per diem rates:

This is the designated conference hotel, currently offering the lowest available rate in the
area. Staying here will help minimize transportation costs while providing valuable
opportunities for networking with other attendees,

REQUIRED
Traveler’s Signature: Date: 03202005
Department:_College of Engineering Account Number: 510001
REQUIRED
Supervisor's Signature: Date: 03/20/2025
Approved _ Denied
Campus Financial Officer: Date: 03/20/2025

Business Office

Comments:

Travelers must obtfain prior approval to exceed the maximum federal lodging rate (conference site hotels
tncluded). Maximum lodsing per diem rates can be found at www.gsa.gor.
Travelers will be held liable if approved lodging rate is exceeded

14



STEP 6:
Conference Registration + Memberships

e Conference Registrations can be charged to the cardholders
Travel card. The alternative option would be to complete a
Purchase Requisition and attach the invoice/payment
details/email and submit to procurement@sunypoly.edu for
processing.

e The cardholder can only book their own registrations. Do not
book for Students or another Employee.

e Student Registrations - These can be paid out of pocket, then
claim for reimbursement after traveling, paid by the Travel
Office corporate NET Card, department P-card, submit to
Procurement a Purchase Requisition and registration details.

*Please note that ALL Memberships are required to go through
our Procurement Department. Do not charge to the Travel card. A
Purchase Requisition, invoice/payment details/email will need to
be submitted for review and consideration. Be sure to include in
the “Business Purpose” section, how the Membership benefits
SUNY Poly.

15
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BOOKING
TRAVEL




STEP 7:
Booking Lodging

Book through Concur/Stovroff & Taylor or by contacting the hotel
directly.

o Concur - Self-booking platform managed by Stovroff
concursolutions.com.

o Stovroff & Taylor - Agency (Initial Employee Profile set up
required for booking, reference step 3)
reservations@stovrofftaylortravel.com .

Avoid booking through third parties.
Must request the State rate.
Reference the links below for maximum allowable per diem rate.

o Per Diem Rates (Domestic) - Per diem rates | GSA

o Per Diem Rates (International) — U.S. Department of State | Home Page

17


https://www.concursolutions.com/
mailto:reservations@stovrofftaylortravel.com
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://aoprals.state.gov/Web920/per_diem.asp

Agency information + Concur Solutions Home Page

Travel Agency Name

Stovroff and Taylor Travel (STT)

Travel Office Hours

9:00am - 5:00 pm EST

Reservation Phone Number

1-800-543-8616 or 716-631-4022
optionl

Online Booking Tool

www.concurselutions.com

Online Tech Support 9:00am-5:00pm | onlinehelp@stovrofftavlortravel.com

E-Mail Reservations Leservations@stovrofftaviortravel.com
Emergency/After Hours Number 1-890-543-8616 or 716:631-4022
option1

(5=} 5 ardconcuisalutiont comihame

EoF Concur Home

0 View Trips ]
* Alerts
Book  FYFConcur
tﬁps ‘ Tright creates a schadule with allyour traval detals in one place, acoessible onAndrod or #hona
Simpdy connect your Concwr acooeant to Triplt.  Connect to Triph Mt right maw
yourself

b cfara £
£, Beating formysolf | Book far 3 guad B You have nused tickets  Wiew ALL

iﬁmﬁ

Flight Search

| memren | ey Wl iy

Company Notes

Im:“ g E Welcome to Concur,

Thia Faw York State Offca of Ganaral Sendcas Slat

Search
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STEP 8:
Booking Transportation

When choosing the method of transportation, several factors should be
considered, such as:
o distance traveled
o travel time
o number of travelers
o number of locations to be visited
o and what type of transportation may be available.
If a more expensive method is used, obtaining approval from the Business
Office is required prior to traveling.
o Justification should be submitted to travel@sunypoly.edu for
consideration.
o If the more expensive method is approved, attach all justification
documentation with the Claim for Reimbursement after traveling.

19
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Airfare

e ALL (reasonable/Coach) airfare MUST be booked/quoted through
Concur/Stovroff & Taylor.

e |If you find that you can get the same airfare at a savings of $200 or more,
you are able to purchase it on your travel card elsewhere. * You must
include the Concur/Stovroff & Taylor airfare quote with your travel claim to
show the cost savings.

Travel Agency Name Stovroff and Taylor Travel (STT)

Travel Office Hours 9:00am - 5:00 pm EST

1-800-543-8616 or 716-631-4022
optionl

Reservation Phone Number

Online Booking Tool www.concursolutions.com

Online Tech Support 9:00am-5:00pm | onlinehelp@stovrofftavlortravel.com

E-Mail Reservations N rvati @ . "trav

1-800-543-8616 or 716-631-4022

Emergency/After Hours Number )
: option1

* Estimates for airfare and rental car can be obtained by contacting Stovroff and
Taylor Travel.

20



Rental Car

e Compact/standard rental cars can be booked through Concur/Stovroff &
Taylor*.

e Must use Travel Card.

e Travel card provides full insurance coverage for rentals. Do not purchase
additional insurance if Travel Card is used.

e If arentalis purchased from a non-contract supplier without using the
Travel card, OGS recommends that the traveler purchase the Collision
Damage Waiver (CDW) or Loss Damage Waiver (LDW).

e Enterprise-Rent-A-Car or Hertz must be used.

e Must request the State rate and use SUNY Poly/OGS Contract.

o Enterprise Link https://elink.enterprise.com/en/stnyrk10.html
o Alternatively, you can use Hertz online rental tool if you prefer Hertz

to Enterprise:
https://www.hertz.com/rentacar/hertzlink/index.jsp?targetPage=NY State Welcomepa
ge.xml

e |temized rental receipt.

e (Gas Receipts.
e Tolls incurred while using rental typically get billed two weeks after.

Travel Agency Name Stovroff and Taylor Travel (STT)

Travel Office Hours 9:00am - 5:00 pm EST

Reservation Phone Number 1'890'543-8616 or 716-631-4022
optionl

Online Booking Tool www.concursolutions.com

Online Tech Support 9:00am-5:00pm | onlinehelp @stovrofftaylortravel.com

E-Mail Reservations

1-800-543-8616 or 716-631-4022

Emergency/After Hours Number .
; option1

* Estimates for airfare and rental car can be obtained by contacting Stovroff and Taylor Travel.

All accidents must be reported immediately to the local enforcement agency,
the employee’s supervisor, and the rental car vendor. The renter must file a
damage claim report with the rental car vendor. A copy of the accident report
will need to be provided to the Business Office.

21


https://elink.enterprise.com/en/stnyrk10.html
https://www.hertz.com/rentacar/hertzlink/index.jsp?targetPage=NY_State_Welcomepage.xml
https://www.hertz.com/rentacar/hertzlink/index.jsp?targetPage=NY_State_Welcomepage.xml

Train / Bus / Taxi / Lyft / Uber

e Book independently.

e Travel card permitted for charges.

e Receipts required.

e Lyft / Uber — DO NOT set Travel Card as default payment method, to avoid
personal transportation charges.
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STEP 9:
Hotel Check-in + Tax Exemption

Tax Exemption Certificate (ST-129)

« Complete and provide to the hotel at the time of check in to ensure the
hotel doesn’t charge sales tax.

« May require reservation number.

« Tax Exempt States (currently): New York, Florida, Maine, Missouri, New
Jersey, North Dakota, Rhode Island.

o Please contact travel@sunypoly.edu to confirm current states and obtain
the matching tax exemption form.

o NYS Tax Exempt form Click here for fillable form
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Depatment of Tamalon and Finanoe

!I"(E‘I;‘K MNew York Stat_e and Local Sqles and Use Tax
Exemption Certificate

STATE
Tax on occupancy of hotel or motel rooms

ST-129

EXAMPLE e

Hotel Resenation #

This form may only be used by government employees of the United States, New York State, or political subdivisions of Mew York State.

Mame of haiel or mobe Daies of cocupancy

Courtyard Marrictt Oneonta NY Erom: 13-21-2025 1o O5-22-2025
Address [member ang sresdl Ciy Stain ZIF code Caouning
116 Courtyard Dr COneonta MY 13320 LISa,

Certification: | cartify that | am an employee of the department. apancy, or instrumentality of New York State, the United States government, or the political
subdivision of Mew York State indicated below; that the d'la;ggs for the accupancy of the above business on the dates listed have been or will be paid for by
that mental entity; and that these m;i_Ees are incurred in the performrance of my official duties as an empl af that governmental entity. | certify that
the s statements are true, complete, and comect, and that no material inforrmation has been omitted. | maske these statements and issue this exemption
certificate with the knowledge that this docurnent provides evidence that state and local sales or use taxes do not apply to a transachon or transactions for
which | tendered this docurnent. and that willfully issuing this document with the intent to evade any such tax may constitute a felomy or other crime undar Naw
‘fork State Law, punishablz by a substantial fine and a passible jail sentence. | understand that the vendor is 3 frustee for, and on account of, New York State
and any locality with res o an'g|:|_51a1se or local sales or use tax the vendor is requirsd 1o collect from me; that the vendor is required to collect such taxes
frorn me unless | properly furnish this cerificate to the vendor; and that the vendor must retain this certificate and make it available to the Tax Deparimendt
upm:_ré-qu&;l I glsu:- understand that the Tax Depariment is authonized fo investinate the validity of tax exemptions clsimed and the accuracy of any information
entered on this document.

Gouarnmental endly fecers), sieis, o o] Agency, depariment, or dvsion

STATE STATE UM OF MY - SUNY POLYTECHMIC INETITUTE

E M Cigieal M e ar bage) Empioipes ke Empioyme signatune Dl preparsd
John Doe Professor of Engineering 05-21-2025

Instructions

Who may use this cedificate

If you are an employes of an entity of Mew York State or the United
States gowernment and you are on official Mew York State or federal
povernment business and staying in 3 hoted or motel, you may wse this
form fo certify the exemption from paying state-administered Mew York
State and local sales taxees (including the $1.50 hotel unit fes in New
York City].

Mew York State governmental entities include any of its agencies,
instrumnentalities, public corporations, or polifical subdivisions.

Agencies and instrumentalities include any authority, commission, or
independent board created by an act of the New York State Legislature
for a public purpose. Examples include:

= Mew York State Departrment of Taxation and Finance

= Mew York State Department of Education

Public corporations inchude municipal, district, or public benefit
conporations chartered by the New York State Lepislsture for a public
purpose or in accordance with an agreement or comgact with another
state. Examples include:

= Empire State Development Co fion

. NEI.E York State I:anal.:i I:urp-:-mur'l:;:E

= Industrial Development Agencies and Authorities

Puolitical subdivisions include counties, cities, towns, villages, and
school districts.

The United States of America and its agencies and instrumentalities are
alzo exempt from paying Mew York State sales fax. Examples include:

= United States Department of State

= Internal Revenue Senvice

Cither states of the United States and their agencies and political
subdivisions do not qualify for sales tax exemplion. Examples inclede:
= the city of Boston

= the state of Vermont

To the government representative or employee
renting the room

Complete all information reguested on the form. Give the completed
Form 5T-12%9 to the operator of the hotel or motel wpon check in or
when you ars checking out. You must also provide the operator with
proper identification. Sign and date the exemplion cerfificats. You
may pay vour bill with cash, a personal check or credit'debit card. ar a
government-issued voucher or credit card.

Maote: If you stay at more than one location whils on official business,
you must complete an exemption certificate for each locstion. If you are
in a group traveling on official business, each person must complete a
separate exemption certificate and give it fo the hotel or motel operator.

To the hotel or motel operator

Keep the completed Form ST-128 as evidence of exempt occupancy by

Mew York State and federal government employess whao are on official

business and staying at yvour place of business. The cerificate should

be presented to you when the occupant checks in or upon checkout.

The cerfificate must be presented no kater than B0 days afier the last

day of the first peried of occcupancy. If you accept this certificate after

B0 days, you hawe the burden of proving the occupancy was exempt

You must keep this cerificate for at least three years afier the later of

= the due date of the last sales tax return to which this exemption
certificate applies; or

= the date when you filed the return.

This exemption cerificate is walid if the government employes is paying
with one of the following:

= cash

= personal check or creditidebit card

= gowemnment-issued voucher or credit card

DOho not accapt this cerificate unless the employes presenting it shows
apprapriate and satisfactory identfication.

Mote: Mew York State and the United States government are mot
subject to locally imposed and administered hotel ococupancy taxes,
also knowm as local bed taxes.

Substantial penalties will result from misuse of this certificate.



STEP 10:
Meals + Lodging

Employees may choose one of two different methods to be reimbursed for
lodging and meal expenses that are paid directly out-of-pocket (methods
explained in the following section).

Travelers may not, however, combine the two methods on the same
overnight trip.

An overnight trip is defined as dinner, lodging, and breakfast the following
morning.

Only breakfast and dinner are reimbursed; lunch is not.

Highly advise to forego charging meals to the Travel Card, and suggest you
always claim the applicable meal per diem you are entitled to.

If food is charged to the Travel Card, itemized receipts are required.

If food is charged to the hotel (room service) and is charged to the Travel
card or you are claiming meal reimbursement, itemized receipts of all food
is required.

Conference/Meeting agenda is required if claiming meals.
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Overnight Trip
Method | — No Receipts

e No receipt required if you are lodging with family or friends.

e This is a flat rate which covers meals, lodging, and incidentals.

e Per-diem is based on the area of lodging.

e No receipts are required to claim this method of reimbursement, but
receipts are required for travel card charges — even if the charges are
related to meals for this overnight trip.

Lodging Rates (Per Diem)

Location Per Diem

New York City and Nassau, Suffolk, Rockland, and Westchester Counties $50.00
Cities of Albany, Binghamton, Buffalo, Rochester, Syracuse and their respective surrounding

metropolitan areas $40.00
All other locations in New York State $35.00
Out of State (this includes any out of state tax on lodging) $50.00

e Travelers using this unreceipted method are also eligible for an additional
$5.00 for breakfast on the day of departure if they have to leave at least
one hour before their normal work start time.

e They are also eligible for an additional $12.00 for dinner on the day of
return if they return at least two hours later than their normal work ending
time.
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Method 1 Examples

Example 1: A traveler leaves Poly on Monday at 6 a.m. to go to Albany and
returns home Friday at 5:30 p.m. The traveler's normal working hours are 8:00
a.m. — 4:00 p.m. Because the traveler is in overnight travel status for 4 nights,
they are allowed 4 per diems ($40/night) and an additional breakfast (departed
before 7 a.m.). For this example, the traveler will be reimbursed the following:
(Note: This example uses October 2024 - September 2025 GSA rates.)

Per Diem (4 @ $40): $160.00
Plus, breakfast on Monday: $5.00
Total reimbursement: $165.00

Example 2: A traveler leaves Albany on Monday at 8 p.m. to go to Chicago, IL and
returns to Albany by 8 p.m. on Wednesday. The traveler's normal working hours
are 8:30 a.m. — 4:30 p.m. Because the traveler is in overnight travel status for 2
nights, they are allowed 2 per diems ($50/night) and an additional dinner
(returned after 7 p.m.). For this example, the traveler receives the following

reimbursement: (Note: This example uses October 2024 — September 2025 GSA

rates.)

Per Diem (2 @ $50): $100.00
Plus, dinner on Wednesday:  $12.00
Total reimbursement: $112.00
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Overnight Trip
Method Il - With (Lodging) Receipts

This method provides reimbursement of actual lodging costs and an allowance for
meals and incidentals based on federal reimbursement rates for the county of
lodging.

Lodging:

e When booking lodging, travelers should request the State rate.

e Tax Exempt States (currently): New York, Florida, NJ, Maine, Missouri,
North Dakota, Rhoda Island.

e Please contact travel@sunypoly.edu to confirm current states and obtain
the matching tax exemption form.

e NYS Tax Exempt form Click here for fillable form

e Travel outside of the states listed above, state and local taxes are not
included in the maximum lodging amount and will be reimbursed in
addition to the per diem amount.

e Request to Exceed Lodging form — this is required when the hotel cost is
over the maximum per diem rate. This form must be completed and
approved prior to traveling. Click here for fillable form

e |temized Hotel receipt obtained at checkout. If you sleep in a hotel room, a
copy of the bill must be submitted with your Travel Claim showing the
traveler’s name regardless of who paid for the room.
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Meals:

e Conference/Meeting agenda is required if claiming meals.

¢ If food was charged to the room — we will need an itemized receipt to
verify purchases.

e |temized Receipts are necessary for all meals charged to the T-Card.

e Reimbursement is based on the area of lodging. Reference the links
below for maximum allowable per diem rate.
o Per Diem Rates (Domestic) - Per diem rates | GSA
o Per Diem Rates (International) — U.S. Department of State | Home Page

e Do not use the ‘First & Last Day of Travel’ rates found on the GSA website.

e Travelers are also entitled to an extra breakfast if their departure time is
prior to 7 a.m. and an extra dinner if their return time is after 7 p.m. In
these cases, breakfast and/or dinner will be reimbursed up to the
maximum amount of the meal per diem allowance specified for the
particular area of lodging.

Domestic Per-diem Rate Breakdown

(M&IE Total) Daily Per-Diem 20% For Breakfast 80% For Dinner

$68 $14 $54
$74 $15 $59
$80 $16 $64
$86 $17 $69
$92 $18 $74
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Method 2 Examples

Example 1: A traveler goes to a conference in Boston in July. The conference is being held in a
hotel with a rate of $315 per night. The maximum lodging per diem for Boston is $291. The
over-the-maximum can be justified, because the traveler, staying at a different hotel, would have
incurred additional transportation expenses to and from the conference. (Note: This example
uses October 2024 — September 2025 GSA rates.)

Example 2: A traveler leaves Poly on Sunday at 4 p.m. and travels to New York City in
September. The traveler returns to Poly at 9 p.m. on Wednesday. (Note: This example uses
October 2024 - September 2025 GSA rates.)

Lodging: The traveler stayed in Manhattan where the maximum lodging amount is $342 per

night.

Meal Allowances: The traveler is entitled to 3 full meal per diems and a dinner on Wednesday

night (returned home after 7 p.m.). Manhattan is a $92 per diem location.
For this example, the traveler will be reimbursed the following:

Three nights lodging @ $342: $1,026.00

Three full per diems @ $92:  $276.00

Plus, dinner on Wednesday: $12.00

Total reimbursement: $1,026.00 Lodging + $288.00 Maximum Meal Per Diem
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Day Trip Meal Reimbursement

Travelers on business trips lasting one day or less, and more than 35 miles
from their official station and place of residence, may be reimbursed for
breakfast and/or dinner based on departure (before 7 a.m.) and return
(after 7 p.m.) times.

Method | — No Receipts

e Day trip meal reimbursements are reportable as taxable income to the IRS.

e Travelers without meal receipts are reimbursed $5.00 for breakfast and/or
$12.00 for dinner, regardless of location.

e Lunch is not a reimbursable expense.

Method Il — With Receipts

e Receipts required.

e Reimbursement allowed up to the per diem rate for that area.
e Click here for GSA (domestic) per diem rates

e Click here for International per diem rates

Domestic Per-diem Rate Breakdown

(M&IE Total) Daily Per-Diem 20% For Breakfast  80% For Dinner

$68 $14 $54
$74 $15 $59
$80 $16 $64
$86 $17 $69
$92 $18 $74
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STEP 11:

Receipt Requirements

Please retain all original receipts for travel expenses incurred.

e All receipts must be itemized to verify proof of purchase.

e |tissuggested to take a photo using your cellphone of each receipt
during your travel period, in the event a receipt is misplaced/lost.

e Contact vendor

to obtain a lost/missing receipt.

e Up to 20% gratuity is allowable and a reimbursable expense.

e Tips for hotel housekeeping, bellman, porters are included within the
MA&IE per diem rate rather than a separate reimbursable item.

Expense Type Documentation Required

Charge on State Travel Card

Receipt

Transportation by Common Carrier | Ticket stub with price listed; receipt and stub

Taxi/Lyft/Uber/Bus Receipt

Rental Car Receipt showing return time
Tolls - EZ Pass EZ Pass statement with applicable charges indicated
Gas Receipt

Day Trip Meals - Receipted Receipt

Hotels - Receipted Receipt

Misc. and Incidental Expenses Receipt
Conference/Registration Fees Receipt
Journal/Article/Paper Fees Receipt

Parking Receipt

Baggage Receipt
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STEP 12:
Traveler’s Checklist

Prior to completing the Employee Report Of Travel Expenses And Claim
For Payment form, please take a moment to review the check list.

e Utilize this checklist to ensure all requirements are met
before submitting a completed claim packet.

e This checklist is optional and does not need to be submitted
with the claim packet.

e This was created to assist in streamlining the Travel
submission processes.
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OVERNIGHT TRAVELER’S CHECKLIST

TRAVELER: N#:

DESTINATION: BUSINESS PURPOSE:

ADDRESSES: DATES/TIMES OF TRAVEL:
OVERNIGHT TRIP: RECEIPT | METHOD OF PAYMENT
EXPENSES YES/NO | TCARD | PERSONAL | DIR BILL

Lodging w/family or friend

Receipted Lodging - SO Bal

Exceed Lodging

**NEED EXCEED FORM/APPROVAL

Airfare & Baggage Fees

Rental Vehicle

Taxi/Uber/Lyft/Bus

AMTRAK

Other:

Meals (Unreceipted)

Meals - Additional receipts

Personal Vehicle

**NEED MILEAGE FORM

Personal Vehicle: >100 miles

**NEED RENTAL CALC

Parking/Tolls/Etc.

Gas for Rental Vehicle

Registration/Membership

Agenda/Schedule
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DAY TRIP TRAVELER’S CHECKLIST

TRAVELER: N#:
DESTINATION: BUSINESS PURPOSE:
ADDRESSES: DATES/TIMES OF TRAVEL:
DAY TRIP: RECEIPT METHOD OF PAYMENT
EXPENSES YES/NO | TCARD | PERSONAL | DIR BILL

Rental Vehicle

Taxi/Uber/Lyft/Bus

AMTRAK

Other:

Meals (Unreceipted)

Meals (Receipted)

Personal Vehicle

**NEEDS MILEAGE FORM

Personal Vehicle: >100 miles

**NEEDS RENTAL CALC

Parking/Tolls/Etc.

Gas for Rental Vehicle

Registration/Membership

Agenda/Schedule

*Meals for Day Trips are TAXABLE!
*Unreceipted is S5 for BREAKFAST and 512 for DINNER.

*Keep your receipts if you want reimbursement up to the per diem rate.
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STEP 13:

J.P. Morgan Travel/NET (Non-Employee Travel/Athletics Team Meals)

Card Online Account

On a monthly Basis the cardholder is responsible for verifying all activity
listed on the monthly statement.

Please log in using your User ID and Password.
Organization ID for Travel is NYSTRAV. This field is not case
sensitive.

Organization ID for NET (Athletics) is NYSNET1. This field is
not case sensitive.

If you have trouble logging in and have already clicked
“Forgot your Password” or “Forgot your User ID” please
contact travel@sunypoly.edu for further assistance.
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Portal Homepage

Travel Card

JPMorgan esmens PaymentNet®

Your Commercial Card
Log In Solution

We designed our Paymenthet® program
User 1D management platform to power sireamiined
Commercial Card administration and reparting.

bt Paymenthet® helps businesses create
efficiencies by autemating administrative
functions, simplifyving cardholder tasks and
R stl'eamlinlng account reconciiation.
& Learn More about Paymentiet [
Organization |0
nystrav
Remember me
Forgot User or Org 1D Forgot Password

No Online Profile? | STER CARD Fraud Alerts & Card Activation

NET Card

JPMorgan s PaymentNet™

Your Commercial Card
Log In Solution

We designed our Paymenthet® program
User I management platform to power streamiined
Commercial Card administration and reparting.

b o PaymentietE helps businesses create
efficiencies by automating administrative
functions, simplifying cardholder tasks and

Passwnrd streamlining account reconciliation.

i L=arn Mare about Paymentist [

Organization I

nysnett

B Remember me
LOGIN Forgot User or Qrg 1D | Forgat Password

Mo Online Profile? | REGIS

Fraud alerts & Card Activation
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Welcome Page — Click Statements

Home Transactions Statementz Reports My Accountz Help

Welcome

Corporate Card(.. )
Account Summary

Credit Limit
Current Balance 9

Availavie Credit €9

Transaction Activity

Current Billing Cycle Transactions )
Autharizations

Declines

Statements

Sep 22, 2025

View Details

$7,500.00
$0.00

$7,500.00

View
View

View

View Downlead (PDF)
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Statement Details Page — Click billing date drop down to view all monthly statements

Home Transactions Statements Reporis My Accounts Help

Statement Detail

Account Number | ===y

Billing Date | 09/22/2025 v
Due Date 10/17/2025

Statement Amount $489.06

To request accessible statements, please call 1-800-316-6056

View Statement (PDF)

PostDate § TranDate $ Reference %

E o08-27-2025 08-25-2025 24755425238172383790828

Account Summary
Previous Balance
Purchases
Cash Advance
Credits
Payments
Other Charges
Finance Charges

New Balance

Description %

HIGH PEAKS RESORT 518-5234411

Account Name [

Credit Limit  $7,500.00

Available Credit $7,500.00

Cash Limit $0.00

Cash Available $0.00

city & State/Prov &

NY 7011

$0.00
$489.06
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00
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View Statement (PDF) — Click to view and print full pdf. Printing and attaching your
statement(s) with your claim for reimbursement is helpful and recommended to verify all

travel transactions are accounted for.

J.R Morgan MEMO STATEMENT

JPMORGAN CHASE BANK NA THIS IS NOT 4 BILL

PO. BOX 15818

MAIL SUITE DE1-1404

WILMINGTON DE 18850 ACCOUNT NUMBER  sox- a0 xS
STATEMENT DATE 09-22-25

NET CHARGES §48006

®% Qpooooo

SUNY POLYTECHNIC
100 SEYMOUR RD.
UTICA WY 13502-1311

FOR RECONCILIATION PURPOSES ONLY. DO NOT SENMD PAYMENT.

nanve: [N CYCLE LIMIT: 57500

ACCOUNTING CODE:

CARDHOLDER ACTIVITY

Travel Activity

Post  Tran
Date Date Reference Mumber Transact ion Description Amount
480 08

08-27 0B-25 2475542503R172383700628 HIGH PEAKS RESORT 518-5234411 NY
ARRIA L DB-25-25

32048702
Total Travel Activity 488 0B
ACCOUNT NUMEER ACCOUNT SUMMARY
FOR CUSF%IBﬂDEEﬁES%E{géCE CALL:
e KO- X000 KO0
FOR LDS'I{.'%EEI%%E] ED%E{DS CALL: FURCHASES &
-300-3186- STATEMENT DATE. OTHER CHARGES 48808
FOR TTY!TDD SERVICE CALL: CASH & DVENCES an
1-800-955-8060 09/22125
CREDITS oo
|CASHADVANCE FEE 00 |
SEND BILLING INQUIRIES TO: MET CHARGES §4B9 06
JPMORGAN CHASE BANK NA DEFUTE AMOUNT 4o
COMMERCIAL CARD SOLUTIONS
PO, BOX 2015
MAIL SUITE IL1-6225
ELGIN, ILBO121
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STEP 14:
Employee Report Of Travel Expenses and Claim For Payment

e This form is located on our website. Click here for fillable form

e This is a fillable form.

e Required fields are outlined in red.

e QOur payment system is very detailed. Without the form
completed to its entirety, we cannot process the claim.

e Employee ID field: found on paystub or in time & attendance
portal. Do NOT provide your SSN.

43


https://sunypoly.edu/sites/default/files/ac132s_fe-1-02-2025.pdf

*Red boxes reflect required fields

AC 132-3 [Effeative D2/25)

State EMPLOYEE REPORT OF TRAVEL EXAMPLE
New York EXPENSES AND CLAIM FOR PAYMENT

hgam:gr Hamea i ) Businass UI"I|T.|'DB|13|"U"|1 snt Cods
SUNY Paolytechnic Institute SNY01/33202249
Employes ID
I I[J123456T I 100 Seymour Rd Utica NY 13502

i Hamg Flrst Hame Mi Sufflx

Suppa [[2=hiey |
gdress [ ) Zlp
[Oneonta | IR [13&20

ark Ave

Trawel Deacription
|.-5.ltendanoe required for all MCAA members, Washington D.C.

Check If used:
13820 M Comp Card Advance Diirect Bill
35 3 St ok Hours
- 4:30PM
Travsl End Tima

Travel Start Dats
122026

1. Indicate Al Travel f more space s reguired In any seclon, use the

Expenses ::;.’;‘.\::mde"al‘:\'ﬂ‘ (Ramber SIOWR IN pamRmesls Totals 2. Summary Amount
o83 Hampton Inn & Suites National Harbor $23%/night 3 nights 595600 | & Total Travel Expenass $2405.74
Holiday Inn Express SYR Airport $122/night 1 night $12200 | 5 oarias Amount Pald wiin
Transportation [AC 3253-5) Airfare 340914 g;;gggﬂ;g*;;g;g;"m ke $1862.14
Uber $100.00 :1';2: ;r][)lract Bill to Agency
Meala [AC 3258~
) Crvemight Per Diem 3 @ $82 each = $356.00

Additional Breakfast @3 each + Additional Dinner1 mE 12 each =

$12.00
Diay Trip Breakfast @s each + Day Trip Dinmer a3 aach =
E. Other Adjustments [Specity)

Milgage Claimed [AC 160-3) |

108 a 0.70 ¢ per mile = 7560
Incidental Expenass — List (AC 3258-2)
Conference Fee $325.00
Parking $50.00
Total Travel Expenses — Enter in Section 2 Line A | 5240574 | Total Amount Claimed 554260

Trawelsr's Certiflcation
| heredy cediify that ihe above account and attached schedules are |ust, true and cormect, that no part thereof has been pald, except as stated therein, and that the balanca
therain stated Is actually due and owing, and that the amounts claimed were necessary an Incurred In the peformancs of my officlal duties.

Director of Athletics 212026

Signature Thig Date

Supervsors Cartication (I required)
|, the clalmant's superyisor, cerlfy that this account hias been examined and to the best of my knowiedge and bellef, the amounts clalmed Merein were necessary for the
P nea af the dalmant's authoozed ofMcal duflas

Interim VP of Student Affairs and DEIB 2122026

Slgnature of Supervisor Title Date

FOR AGENCY USE ONLY Account Number to Charge:

90121001
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STEP 15:
Digital Signature

What Is a Digital Signature?
A digital signature:

. Is cryptographically secured (uses a certificate)

. Can verify your identity and intent

« Locks the document to prevent further changes

« Meets NYS/OSC and many federal e-signature standards

How to Set Up Your Digital Signature in Adobe Acrobat Pro
Step 1: Open Adobe Acrobat Pro

. Open Adobe Acrobat Pro (not just Reader).
. Open any PDF you want to sign (or a blank document to test).

Step 2: Access the Certificates Tool

1. Click “Tools” in the top menu bar.
2. Select “Certificates”.
o Ifit's not visible, type “Certificates” in the search bar and
click “Add” to make it available.
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Step 3: Set Up a Digital ID (Certificate)

When you apply a digital signature for the first time, Acrobat will
prompt you to create or select a Digital ID.

If You Don’t Have One:

1. Click “Digitally Sign” and draw the area on the PDF where the
signature should go.
2. When prompted, click “Configure New Digital ID”.
3. Choose:
o “Create a new Digital ID”.
o “Save to Windows Certificate Store” (recommended for
business use)
OR “Save to File” (for backup or use on other machines).
4. Fill in your details:
o Name
o Organization
o Email
o Country
5. Click Next, then set a secure password (if saving to file).

Optional: If your IT department has issued you a certificate (e.g., a .pfx
file), select “Use a digital ID from a file” and upload it here.
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Step 4: Apply the Digital Signature

ok wnNeE

Go to Tools > Certificates and select “Digitally Sign”.

Use your cursor to draw a box where the signature should appear.
Select your Digital ID from the list.

Click “Continue”.

Review the signature preview, then click “Sign”.

You’'ll be prompted to save the signed version of the PDF (this
locks it to prevent edits).

Step 5: Verify and Share

Your signature now includes a timestamp, certificate, and
identity verification.

The signed document is locked from editing.

Anyone opening the PDF can click the signature to view certificate
details and validate authenticity.
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STEP 16:
Receipts

« Include all fully itemized receipts in your claim packet. This
documentation serves as proof of purchase and is required for
audit purposes.

. Any travel expense charged to your travel card must have an
itemized receipt attached.

. Any travel expense paid with personal funds that you are seeking
reimbursement for also requires an itemized receipt.

Lost or Missing Receipts

If you are unable to provide a receipt:

. First, contact the vendor (hotel, restaurant, etc.) to request a
copy of the receipt.

. If a copy cannot be obtained, provide a detailed list of the items
purchased and include this with your final claim packet.

o For meal expenses, you may attach a copy of the menu and
indicate which items were ordered.

. To help prevent missing receipts, it is strongly recommended that
you take a photo of each receipt during your trip.

. From an audit perspective, it is essential to demonstrate that due
diligence was taken to provide all necessary supporting
documentation.
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STEP 17:
Statement Of Meals Claimed Form

e This form is required for all international travel.
e Refer to U.S. Department of State | Foreign Per Diem Rates

49


https://allowances.state.gov/web920/per_diem.asp

ACEREE-E (Efective 112

st STATEMENT OF MEALS CLAIMED EXAMPLE
N ewo"r’ark ubmit with expense report — Uise this form only when additienal space is required to submit all necessary information
Hare Travedl Start Date Trawel End Date
John Doe 9324 92124

Date DEFZ::“:_: addlt::l::_:_le fie.0. "Anditional Ereaktast s jﬁpﬁtﬁ.”.,:u, Par Diam — Syracise") é.ra”ifﬂ
91324 |1:00PM Dinner \
/14724 S:00PM Breakfast f Unreceipted Lodging $50.00
9/14/24  |1:40PM Dinner Rate New Delhi, India (80% of 125) § 100.00
915724 Breakfast Rate New Delhi, India (20% of 125) 5 25.00
/1524 J40PM Dinner Rate Kathmandu, Nepal (30% of $107) $ 86.00
9/16/24 Breakfast Rate Kathmandu, Nepal (20% of $107) $21.00
916724 Dinner Rate Kathmandu, Nepal (80% of $107) $ 86.00
Q1724 Breakfast Rate Kathmandu, Nepal (20% of $107) 5 21.00
G724 Dinner Rate Kathmandu, Nepal (80% of $107) $ 86.00
91824 Breakfast Rate Kathmandu, Nepal (20% of $107) 5 21.00
/18724 Dinner Rate Kathmandu, Nepal (80% of $107) $ 86.00
G/19/24 Breakfast Rate Kathmandu, Nepal (20% of $107) $21.00
941924 Dinner Rate Kathmandu, Nepal (80% of $107) $ 86.00
Q20/24 |7 20PM Breakfast Rate Kathmandu, Nepal (20% of $107) $21.00
Q20124 Dinner \
921724 Breakfast [/ Unreceipted Lodging 5 50.00

TOTAL MEALS CLAIMED:| § 760.00

*Please note that you may be eligible for the S50 unreceipted lodging
per diem when flying overnight.
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STEP 18:
Personal Car Mileage

1. Eligibility

« If you used a personal vehicle and are in travel status, you are eligible to
claim mileage.

2. Required Form(s)

« The Statement of Automobile (SOA) form is always required when
claiming mileage. Click here for fillable form

« The Rental Car Calculator form is only required when mileage is 100 miles
or more and within NYS. Click here for link

3. Calculating Mileage

« Use Google Maps to determine the actual mileage for your trip.

« If multiple mileage options are provided, use the lesser mileage. In the
example below, you would use 22.3 miles. Always use the lowest mileage
option, regardless of the route actually traveled.

® 8 8 t &H X

Best 27min 2h33m 8hr  2h5m

o} ‘ 100 Seymour Rd, Utica, NY 13502 ‘
. k: g

¥ LY

Q) ‘ /VS High School, 5275 NY-31, Verona, N’ ‘

@®  Add destination

£ viaNY-49 Wand NY-365 W 27 min
Fastest route, the usual traffic 24.5 miles
Details  Preview

8 via I-90 W 29 min

26.7 miles
via NY-5W 30 min
2
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4. Entering Mileage

e Onthe SOA form:
o Enter the total actual mileage in the “Total Miles Claimed” field.
Round up if applicable.
o For trips under 100 miles, ensure the “Mileage Claimed” sum
matches the “Total Miles Claimed” field.
« On the Rental Car Calculator (required for trips of 100 miles or more within
NYS):
o Enter the SOA “Total Miles Claimed” in the Calculator “Total Miles to
be Traveled” field.

o Cost of Gasoline per Gallon: Weekly Average Motor Gasoline Prices -
NYSERDA

o The yellow box labeled “#Miles to Claim on Expense Report”, use the
departure and return trip mileage amounts for the “Mileage
Claimed” fields on the SOA form.

+ On the Claim form:
o The “Total Miles Claimed” amount will be used in the “Mileage

Claimed” field and multiplied by the standard mileage allowance.
Click here to view the current mileage rate

5. Non-Reimbursable Expenses

« Charges for gasoline, oil, accessories, repairs, depreciation, anti-freeze,
towing, insurance, and other operational costs are not allowed. These are
included in the mileage allowance.
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Mileage is 100 miles or less - Rental Car Calculator is NOT required EXAMPLE

ACIBD-S (Effeotive 1712)

State STATEMENT OF AUTOMOBILE TRAVEL
Mew York Submit with expense report
"™ Ashley Suppa TR SRR 101126 TRt 111126
Bebween What Points Actual Mileage
Date From Ta Mileage Claimed
1M1/26 100 Seymour Rd_, Utica 13502 Central Valley Academy 16 16
11126 Central Valley Academy VWS High School IrT 38
11726 VWS High School 100 Seymour Rd., Utica 13502 |226 23
Total Actual Mileage: 76.3
Round Up: T
Total Miles Claimed  (Report on AC132-5 or AC3257-5 under Misage) [l
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Mileage is 101 miles or more and starts/within NYS the Rental Car Calculator is required EXAMPLE

ACABD-3 (Effeollve 1112)

State STATEMENT OF AUTOMOBILE TRAVEL
Hew York Submit with expense report
"™ Ashley Suppa TR SRR 111026 TrvslERatet 1)9/26
Between What Points Actual Mileage
Date Erom To Mileage Claimed
11726 100 Seymour Rd., Uica 13502 800 Albany Shaker Rd 12211 o4 4 a8
11926 800 Albany Shaker Rd 12211 100 Seymour Rd, Uica 13502 |94 .4 B3
Total Actual Mileage: 188.8
Round up: 189
Total Miles Claimed  [Report on AC132-5 or AC3257-3 under Mizage) 126
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NET CARD

(NON-EMPLOYEE TRAVEL CARD)



Faculty Candidate Travel

The hiring department is to submit a Travel Authorization form and agenda with
estimated™ expenses and candidate resume for Provost’s approval. Once
approved by the Provost’s Office, the hiring department and travel@sunypoly.edu
should receive the approved travel authorization. The hiring department may
then proceed with facilitating all travel arrangements for the candidate.

Airfare — reasonable (coach) airfare will be booked by Stovroff and Taylor Travel
and charged to SUNY Polytechnic.

Rental Car — compact or standard rental cars will be booked by Stovroff and
Taylor Travel and direct billed to SUNY Polytechnic. Enterprise-Rent-A Car or
Hertz must be used. If a rental vehicle is not available from Enterprise or Hertz,
then the candidate must pay for the rental and submit for reimbursement.

Airfare and Car Rental Reservations — once the Travel Authorization is approved,
the hiring department can proceed to work with the candidate to book the
arrangements or notify the candidate to contact Stovroff and Taylor and book the
arrangements as a guest of SUNY Polytechnic Institute. The Business Office will
email Stovroff and Taylor Travel and copy the hiring department authorizing the
travel arrangements, once the flights have been identified.

Travel Agency Name Stovroff and Taylor Travel (STT)

Travel Office Hours 9:00am - 5:00 pm EST

1-800-543-8616 or 716-631-4022

Reservation Phone Number i
optionl

Online Booking Tool www.concursolutions.com

Online Tech Support 9:00am-5:00pm | onlinehelp@stovrofftaylortravel.com

E-Mail Reservations reservations@stovrofftavlortravel.com

1-800-543-8616 or 716-631-4022
option1

Emergency/After Hours Number

* Estimates for airfare and rental car can be obtained by contacting Stovroff and
Taylor Travel, advise the agent that you requesting estimates for guest travel.
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Hotels — hiring department will contact local hotel to make reservation for a room
within per diem (currently $110.00/night) and request that the room be direct
billed to SUNY Poly. Please book using emails listed below. The front desk may
not always provide the State rate. Direct bill is set up with:

1. Delta Hotels by Marriott
200 Genesee St
Utica, NY 13502
Phone # 315 797-8010

Email: Kevin.Bartlett@marriott.com & cc: Lee.Arthur@marriott.com &
travel@sunypoly.edu

2. DoubleTree by Hilton
102 Lafayette St
Utica, NY 13502
Phone # 315 724-7829 (select O for operator instead of reservations option)

Email: anne-marierendell@visionshotels.com & cc: travel@sunypoly.edu

Meals — search committee meals with candidate will be limited to candidate and
up to 3 search committee members for a maximum of $14 each plus tip for either
breakfast and $54.00 each plus tip for dinner. Meals provided by Aramark can be
direct billed to the Business Office by completing an Aramark Charge form and
presenting it to Aramark when dining. Reimbursement for meals off campus must
follow meal reimbursement policy https://sunypoly.edu/business-
affairs/accounts-payable.html. When submitting requisitions for the
reimbursement of meal expenses incurred, you must include the following
information:

1. The purpose and necessity of the meeting.

2. The location of the meeting.
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3. The number of participants including names, titles and their
relationship to the business being conducted.

4, A detailed receipt, including food and beverages served.
Reimbursement for alcohol or tax is not permitted.

If proper documentation is not submitted, reimbursement may not be
processed.

Please record Tax Exempt # 14740026K on the Tax Exemption Certificate.

*Note if dining at Iconic @ DoubleTree Utica, email
doubletreehotelutica@gmail.com in advance of dining there to ensure the
staff is aware of an incoming tax exempt dine-in (with our search
committee & candidate)

Candidate Reimbursement — after the interview the hiring department will
ask the candidate to complete a Claim For Travel Reimbursement By A Non-
Employee for all reimbursable expenses (mileage, parking, meals not
provided). The completed claim form along with receipts and agenda
should be submitted to the Dean for approval and then forwarded to
travel@sunypoly.edu for processing.

*SUNY procedures only allow reimbursement of travel expenses to persons
residing more than 50 miles from the interview site.

Funding — candidate travel and interview expenses will be paid from the
Provost Office account 860710-04.
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Student Travel

The student/department is to submit a Travel Authorization form and the student
Travel Waiver.pdf with estimated™ expenses for approval. Once necessary approvals
are made, travel@sunypoly.edu should receive the approved travel authorization
and Student Travel Waiver. The student/department may then proceed with
facilitating all travel arrangements.

*Please refer to Step 4, page 11 in the Travel Card section to reference the full
details on how to complete the Travel Authorization and follow the next several
steps for the full breakdown of what steps and forms are necessary prior to travel,
booking, during, and after travel.

Conference Registration — Payment options:

e Pay out of pocket, then claim for reimbursement after traveling

e Travel Office corporate NET Card

e Department P-card

e Submit to Procurement a Purchase Requisition and registration
details.

Lodging — booked with the hotel directly or through Stovroff & Taylor. Do not
book through third party sites.

Airfare — reasonable (coach) airfare will be booked by Stovroff and Taylor Travel
and charged to SUNY Polytechnic.

Rental Car — compact or standard rental cars will be booked by Stovroff and
Taylor Travel and direct billed to SUNY Polytechnic. Enterprise-Rent-A Car or
Hertz must be used. If a rental vehicle is not available from Enterprise or Hertz,
then the candidate must pay for the rental and submit for reimbursement. Must
be 18 years of age or older to rent a vehicle.
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Reservations through S&T — once the Travel Authorization is approved, the
student/department can contact Stovroff and Taylor to book as a guest of SUNY
Polytechnic Institute. The Business Office will email Stovroff and Taylor Travel
and copy the student/department authorizing the travel arrangements, once the
reservations have been identified.

Travel Agency Name Stovroff and Taylor Travel (STT)

Travel Office Hours 9:00am - 5:00 pm EST

1-800-543-8616 or 716-631-4022

Reservation Phone Number i
optionl

Online Booking Tool www.concursolutions.com

Online Tech Support 9:00am-5:00pm | onlinehelp@stovrofftaylortravel.com

E-Mail Reservations reservations@stovrofftavlortravel.com

1-800-543-8616 or 716-631-4022
option1

Emergency/After Hours Number

* Estimates for airfare and rental car can be obtained by contacting Stovroff and
Taylor Travel, advise the agent that you requesting estimates for guest travel.
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Athletics Team Travel

NET Credit Card Application - Contact travel@sunypoly.edu to obtain an
application.

Assistant Coaches are eligible to apply for a card as long as: they are on payroll,
have a N#, and Supervisor/Director approves.

Reference Step 2, page 4 in the Travel card manual section for a breakdown on
the JP Morgan online application link.

Reference page 13 and on for step-by-step guidelines on forms and requirements
that may be applicable prior to traveling, booking, during, and after travel.

Meals — the rates of $26/full day or $16/single meal was approved by the IAB and
President Wole Soboyejo, effective date 8/21/2025. This is subject to change with
IAB and Presidential approval.

Intercollegiate Athletics Team Meal Statement — complete this Athletics form to
its entirety and be sure the athletes print and sign their name. An alternative to
using this form can be using a copy of the team roster, crossing off anyone that
did not attend that event, and having the athlete sign next to their name.

Receipts

e final itemized receipts are required with the claim form and roster/meal
statement.

¢ |n the event that you do not have a receipt, you will need to contact the
establishment to obtain a copy.

e |[f the establishment cannot provide an itemized receipt, you will need to
submit full details as to what was purchased. An alternative option for meal
receipts: individuals in the past have also provided a copy of the menu and
circled what was purchased.

*Refer to the Travel Card section, Step 12, page 37, for full breakdown on logging
into your JP Morgan Portal to view and verify your monthly statements.
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Athletic Recruits Visiting Campus

Lodging

Reference gsa.gov for the current local per diem rates.
Book directly with hotel. Do not use third party sites.
Request state rate.

Provide the Hotel Tax Exemption Certificate

Reference the Travel card section, Step 5, page 13, if Exceed Lodging form
iS necessary.

Recruit should be placing a personal card on file for any incidental expenses
that may get charged to the room/stay. We only cover the room expense.
Will need final itemized receipt received at check out.

Transportation — reference the Travel card section, Step 8, page 19, for a full
breakdown on transportation guidelines.

Meals

Day Trip —refer to Step 10, page 32 in the Travel card section.
Overnight Trip — refer to Step 10, page 26 in the Travel card section.
Need to provide full name of who visited campus (recruit,
parent(s)/guardian(s), coach).

How they are affiliated with SUNY Poly/Athlete.

ltemized meal receipts.

*Refer to the Travel Card section, Step 13, page 38, for full breakdown on
logging into your JP Morgan Portal to view and verify your monthly
statements.
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SUNY feamsas

Traveler's Name:

Travel Authorization and
Out-of-State Approval Form

O-Faculty O-Dean O-5taff O-Student

Department: O-Non-Employee
Conference;
Destination: Dates of Travel:

Purpose of Travel:

Estimate of Expenses:

Airfare

Other Transportation-please specify
I,Dd:g'i Mg (rate per night x number of nlp_hrs}*
Meals (rate per day % number of days)®
Conference Fee

Other-please specily

£ & b = % £ Lo

Tatal

Motes:

Date:

Signature of Traveler:

* Meals and lodging per diem rates can be found at www.pss gov, If actual lodging rate exceeds allowable per diem then
Request to Exceed Maximum  Lodging Rates Form must be submitted for approval prior to travel.

¥ Attach coples of programs, brochures, agendas, accommodations, transportation, etc.

B Request and supporting documents must be submitted prior to travel.

Dept. Head/Supervisor or Account Signatory Approval:
Date:

Account #:

Amount Approved:

If Faculty Member, Date of Most Recent Annual Report:

Area VP/Provost Approval:

Date:

President's Approval: (Outof-State Travel Only);

Date:

Office Use Only:  Encumhbrance #:

[ate:
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AL 132-5 (Effective 02525)

st EMPLOYEE REPORT OF TRAVEL
Vi EXPENSES AND CLAIM FOR PAYMENT

Corp Cand (AT 3256-5)

Agency Name ; Business UnitDepariment Code
SUNY Paolytechnic Institute SNY01/3320229
Emglgyaa |0 (Found on paystub or in time & sttendance portal) | Official Station Address Odficial Station Zip
M
Last Mama First Mama M Suiffix
Homae Address Gty Etatn ip
Business Purpose Travel Description
| Siart Location Sireet Address Examghe 123 Main 5t Stan Location Zip Code Thech if used:
] Ocomp Card  [Jadvance [ Direct B8
Destinntion Locathon Strest Addrass Example 123 Main 51 “Dastination Locabion Zip Narmal Work Haurs
Trawel Start Date Trawel Start Tima Travel End Data Trawel End Time
& W riwere wpscs o eguiad ik o, (1]
é;‘“dt::' Al Travel :m::il:d- dnlth‘crl".lnun'::::’;mﬂ nu;:'rrhe:-! Totals L. Summary Amount
Ledging &, Total Travel Expenses
i B, Subtract Amount Paid with
Travael Advanca
Transportation [AC 3259-5} G, Subtract Amount Billed 1o

D. Dthar Direct Bil to Agenoy
{Spacify)

Moals {AC 3258~
5 Cwernight Per Diem @S each =

Agditional Braakfast @-S gach + Asditional Dinner @% sach =

Dy Trip Breakfast @S each + Day Trip Dinnar a5 each =

E. Dther Adjustments [Specify]

Mirage Claimed [AC 160-5)
i & per rrille =

Incidertal Expenses - List [AG 3\25-3-5_

Total Travel Expenses — Enter in Section 2 Line A Total Amount Clalmed

Travabar's Cartification

| bty Sariily that T above accound and attached schedules are jist, irue and cormact, thad na part thereal has been paid, excepl as sised (hargin, and INB 1he alance
ohensin ataied b8 sciualy doe and caing, and thal the amounts claimed wens necessary an incumed inihs pericrmance of my official dulies.

Signalura Title: Chada

Supervisor's Certification (if regquired)
. the elaimant’s supsndscr. carify that this acoount has been examinsd and 10 he bast of my knowledgs and belaf, the smounts claimed Fersn were necessory lor fha
perdormancs of the claimant's authorzed official duties,

Signature of Supenisor Tille Dits

. Account Number to Charge:
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ACIIAT-5 [Effective 1712

State CLAIM FOR TRAVEL REIMBURSEMENT

New York BY A NON-EMPLOYEE

Agency traveled for
[ Vendor 1D Vendor Name s

Last Name First Neme Mi Suffix
Rddress

City State Zip
' Business Purpose Travel Destination

Travel Start Date and Time Travel End Date and Tame

Travel Description

Indicate All Expenses - ¥ more space iz requined in any seclion, use the assochsied detall form (number shown In parentheses below) Totals

Lodging

Meals (ACIZEB-5)

Milsage Claimed (AC160-5)

miles @ ¢ per mile =

Total Amount Claimed |

Vendor's Certification

| certify that the above bill is just, true and correct; that ro part thereod has been pald except &2 stated and that the balance is actually
due and owing. and thal faxes from which the State is exempt are excluded

Signatura

Tite Date
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ACIAZSEE (EMective 1110

Departure Time Aurival Tinve

yo'a STATEMENT OF MEALS CLAIMED
MNew York Subrmit with expense report — Use this form only when additional space is requised to submit all necessary infomation
Marm Trase Shaan Dby Trowal End Dale
If claiming an ad;!iﬂmal el Description Armnound
Date I {50, “AddRianal Braakle = Albary” ar “Full Per Diem = Syracuse’) Claimes
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SUNY S

Request to Exceed Maximum Lodging Rates
Including Conference Site Hotels

Traveler’s Name:

Destination: Dates of Travel: B

Purpose of Travel:

Lodging Rate: Per Diem Rate for Destination:

Provide a justification for exceeding the maximum federal lodging per diem rates:

Traveler’s Signature: Date:
Department: Account Number:
Supervisor’s Signature: Date:
Approved ~ Denied
Campus Financial Officer: Date:

Business Oifice

Comments:

Travelers must obtain prior approval 1o exceed the maximom federal lodging rate (conference site hotels
inctuded).  Maximum lodging per diem rates can be found at www. gsa. gov,

Travelers will be held liable if approved lodging rate s exceeded.
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ACTEE-3 (Efesshe 1110

St STATEMENT OF AUTOMOBILE TRAVEL

of
Mew York Sibmit with expense report
Mama Traved Stari Date Trave| Encd Date
i il Betwean What Paints . Actual Iil=age
" [ Eom To Miteage Claimed

Total Miles Claimed  (Report on AC132-3 or AC3257-5 wnder Milsage)
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NEW
YORK
TATE

Déparimani of Tezation and Finance
Mew York State and Local Sales and Use Tax

Exemption Certificate (218)

Tax on occupancy of hotel or moted rooms

ST-129

This form may only be used by government employees of the United States, New York State, or political subdivisions of New York State.

Mamn ol kabol ar mabel

Dasas ol ocounanoy

From. ' Ta:

Adrass fnuimber and sfreal) Ciky

Stalm ZIP tovdu ‘ Courtry

Certification; | corly hat | a1y an amployes of the deparment, sgency, or insirumentality of New York State, the Unfted States govemment, or the polbcal
o

suhdhvision of Naw
thal govemmanial enlity; and thal lhesa ch.
the above statements are trus, col

are ineurm

in thie perfarmance of my official duties as an amp
; correct, and that no matedal infermation hes been omittad. | make
carlificals with the knowledge that this dacument provides evidence that state and local sales or use taxes do nol apply

rk Stale indicatad below: that he charges for the cocupancy of the above business on (he dates Esbed hawve been o will De pald for by

of thal gaovernmental onlély. | cerify that
osa statements and (ssua this axemption
o & transaction or transactions for

wehich | tendered (s documenl, and hal willluly Bsuing this document with the intent to evade any such tax may conatilule a felony or olher crime under New
“ork Siate Law, punishable by a substantial fine and a prasibie a8 sentence, | understand that tha vandor is 8 tnustes for, and on account of, New York State
and any localty with reapact to anrdm or locat sales or use tax the vendor is requized fo eollect from me; that the vendor is required to colfect such taxes

from ma uniess | propesty furmesh 4

s eertificals to tha vendar; and that tha vendaor must ratain his carlificals and make it avallabie ta the Tax Department

upon requast. | alse understand thial the Tax Department s authonzed fo mvastigsts the validity of bax exemplions claimed and the ascurscy of any Information

eniered on this document.

Sovermenis ariRy (el st o dcall

Aqgancy, dopariment. ar divisien

Emplayea namea {prm e sl

Ernpicyaa signatara Date praparar

Instructions

Who may use this certificate

i you are an amployss of an entity af New York State or the United
States government and you ara on afficial New York State or federal
government business and staying in-a hotel or metel, you may use this
form o cerdify the exemption from paying stale-administered Mew York
Stale and bocal sabes faxss (including the $1.50 holal unil fee in Néew
Yaork Gity).

Mivw York State govermmental ntitfles include any of iis Bgencies,
Irstrumantalitias, public carparations, or pollical subdisions.

Agencies and instrumentalites inclutde any sutharlty, commission, or
indepandant board created by an act of the Mew York State Legisiature
for & publlc purpoas, Examples includs:

= Mew York State Department of Taxation and Finance

= Mew York State Depariment of Education

Public corporations Include munleipal, district; or public benefit
carparations charfered by the New York State Legisiature for 8 public
purpose ar inaccordance with an agresment or compact with anather
stale, Examples intlude;

+ Empirs State Dovelopment Carparation

+ Mew York State Canal Gofporabion

+ Industrial Development Agencias and Authorilies

Polifical subdivisions include counties, cilles, towns, villages. and
schiodl districts,

This United Ststes of America and its agences and inafrumeantaities are
alaa exempt from paving New York Siate sales tax. Examples include

+ Unitad States Depadment af State

» |nfemal Revanus Sarvica

COrther states of the United States and their agencies and peliical
subdivisions do not qualify for sales tax exemption. Examples include:

« Ine clly of Baston
» Ihe slate of Yermonl

To the government representative or employee
renting the room

Complete all information requested on the form. Give the completed
Form ST-128 to the operator of the hotel or moted wpon check in or
whan you are checking oul, You must also provide the opéralar wilh
peroper idenfification, Skn and date tha exemplion cerdificale, Yau
may pay your bill with cash, 2 persenal check or credit!debit card, or a
gavernmenl-issued voucher ar crodil card.

Note: If you stay al mone than one kacation while on afficial business,
you must complete an exemgtion cerificate for each location. If you are
in ‘& group traveling on official business, each parson must complete a
sangrata exemption cerificate and give it to the hatal or motel operatar,

Ta the hotel or motel operator
Koep the completed Form 5T-128 as evidence of exempt oocoupancy by
New York State and faderal govarnmant employees who are on official
Husiness and staying at yolr place of business. Tha cartifizate should
be presented bo you when Ihe occupant checks in or upon checkout,
The cerificate must be presantad no tater than 90 days ater the las
day of the first period of accupancy. If you accept this certificate after
A0 days, you have the burden of proving fhe occupm::; was exempt.
You must kaep this carificate For af leas! thres years after the later of
+ lhe due daie of the st sales (Bx retum to which this exemption
certificale applies; or
o lhe date when you Med he relurm.

Thiz exemption certificate 5 vaid if the gavernment employee |3 paying
with one of the foBowing:

+ gash
+ parsonal check or creditdebit card
+ gavernment-lssued voucher ar cradil card

Do nat accept this cardificats unless the empldyee gresonling It shows
appropriate and salisfactory idenlification.

Note: Maw York State and the United States government are nat
subject to locally imposed and adminkstered hotel occcupancy taxes,
alsa known 85 local bed faxes.

Substantial penalties will result from misuse of this certificate.



SUNY Polytechnic Institute Travel Card

Application/Acknowledgement

Your use of the New York State JP Morgan Chase Travel Card is subject to the following terms and conditions:

1. You are being entrusted with a valuable tool - 3 NYS JF Morgan Chase Travel Card. The travel card Is to be used for the
cardholder’s state business travel expenses only, Because you will be making a financial commitment on behalf of the
State, you must strive to obtain the best value for the State by following established travel policies.

2. All charges made to your credit card will be posted to a central bill by JP Morgan Chase and sent to your agency's Card
Program Administrator or designee for payment. You will not recefve a bill from JP Morgan Chase {although you are
encouraged to view your manthly statement of charges online to identify inaccuracies or fraudulent charges and address
them timely). It is important that you submit your expense report promptly for all charges to be reconciled, All
transactions charged to a State Travel Card must be reconciled within 30 days of the travel event, Failure to reconcile
transactions In a timely manner may result in revocation of your State credit card,

3. ¥ou may only use the travel card to pay for your state business travel expanses when you are on official State
busiress. You may not use this credit card for personal charges. Your agency and the Office of the State Comptrolier will
audit the use of your card and take appropriate action an any discrepancies or unauthorized charges, Any evidence that
your card has been used fraudulently will require an investigation, after which disciplinary action may result. Fraudulent
use may also result in criminal prosecution. For Travel card guidelines, please review the following link
https:/fwww.osc.state.ny.us/files/state-agencies/travel/pdf/agencies-travel-manual-attachment. pdf,

4, Your Agency will establish spending limits for cardholders, You are responsible for knowing your limits and not
exceeding them without approval. In addition, certain purchases from merchants or vendors outside the scope of
authorized program guidelines may be blocked by the card,

5. MYS JP Morgan Chase Travel Cards are the property of New York State. You must destroy and cancel your card with 1P
Margan immediately upon request or upon termination of employment or retirement, Should there be any change in
your employment status you must return this card and arrange to have a new card issued, if necessary.

6, If this credit card is lost or stolen, you must notify your agency’s Card Program Administrator and 1P Morgan Chase
immediately. Review of recent transactions within the last 30 days is required to identify any fraudulent charges and
appropriate action can be taken,

7. You must comply with any changes to the terms and conditions or policies and procedures concerning use of this
cradit card,

B. You must certify, by signing your name below, that you are not listed on the Office of Foreign Assets Control (OFAC)
Specially Designated Nationals and Blocked Persons (SDN) list.

Employee Mame Phone #

Signature Date

100 Seymour Rd, Utica, NY 13502

Business Address

Slgnature of Supervisar Date
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