
NYS Tax Exemption 
Instructions 

(use the actual form on page 2) 
 
 
 

Union College Employee Authorization 
I certify and represent that this tax exemption form is used solely for purchases made on behalf of the Trustees of Union 
College in Schenectady NY.  I hold Union College harmless from any claims, damages, or expenses resulting from a breach 
of this representation and am personally responsible for any purchases, taxes, or penalties arising under any circumstances 
other than Union College business. 
 
 
_________________________________ _____________________________  _________________ 
Signature     Printed Name & Title    Date 
 

Notice to Vendors 
This tax exemption form is not authorized by the Trustees of Union College unless the above Union College Employee 
Authorization is complete in its entirety.  Please verify Union College status through the presentation of a Union College 
identification card at the time of purchase. 
 

VOID 

Complete 
Employee 
Authorization 
Section. 
 
Note:  
Student 
signatures 
are not valid. 
Employees 
must sign for 

students. 

Complete  
the Vendor 

Information 

Provide 
Form to 

Vendor. 
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NYS Tax Exemption – What Else You 
Should Know (as per NYS Tax Law) 
 

• The exempt organization should be 
the direct payer of record (personal 
reimbursements may not be 
accepted)  

• Sales tax related to goods, meals, & 
services are generally tax-exempt. 

• Hotel Room Occupancy or Lodging 
taxes are generally not exempt. 

Enter Date of 
Purchase 
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Union College Employee Authorization 
I certify and represent that this tax exemption form is used solely for purchases made on behalf of the Trustees of Union College in Schenectady NY.  
I hold Union College harmless from any claims, damages, or expenses resulting from a breach of this representation and am personally responsible 
for any purchases, taxes, or penalties arising under any circumstances other than Union College business. 
 
 
_________________________________ _______________________________________________  _________________ 
Signature     Printed Name & Title     Date 
 

Notice to Vendors 
This tax exemption form is not authorized by the Trustees of Union College unless the above Union College Employee Authorization is complete in its 
entirety.  Please verify Union College status through the presentation of a Union College Identification Card at the time of purchase. 
 


