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	SBF Forms
	Independent Contractor/Honorarium
· An independent contractor is a non-employee contracted to perform work or provide services to Stony Brook University. As a result, independent contractors must pay their own federal, state, and local taxes, and workers compensation
· Honorarium is a payment given for professional services that are rendered
· To be used when a vendor has a Social Security Number
· These forms should be sent to Human Resources for review and approval prior to sending to Stony Brook Foundation

 Requisition
· To be used for payment for vendor invoices or reimbursements for employee and students. Not for travel
 
Travel Voucher
· Is used for employees, students or guest who are traveling to SBU, or, outside SBU for a business or research purpose
· It requires 3 signatures: the traveler, supervisor, and authorized Signatory Delegate. If supervisor and signatory delegate are the same, then, only 2 signatures are needed

Scholarship Form
· IRS definition (Publication 970) - recipient is a candidate for a degree at an eligible educational institution for qualified education expenses. According to donor intent, some disbursement can be made in equal installments for the Fall and Spring semesters directly to Bursar to credit the recipient’s student account

Fellowship 
· Generally an amount paid for the benefit of an individual to aid in the pursuit of study or research. Disbursements are generally paid through payroll as the recipient is eligible to receive health insurance benefits. During the summer months, when the students are not eligible for health insurance, payments are made directly to the recipient through account payable. These amounts may be taxable to the recipient.

 






	Requisitions

	Account # /Project Task Award

	· This lets SBF Accounts Payable (AP) Associate know which account money should be pulled from to make payment                                                                                              


	Account Assistant
	· Is an individual appointed by the Account Director. Once appointed has the authority to act on behalf of the Account Director to assign Signatory Delegates and additional Account Assistants. Account Assistants do not have the authority to commit or spend account funds unless they are also designated as a Signatory Delegate.

	Advertising, printed article

	· Optional back up used to justify purchase
· Ex: Newspaper clipping, brochure


	Agenda
	· A list of business topics to be discussed at a formal meeting or event

	Attendee(s) & Relation 
	· A list of first and last names of all individuals attending an event
· An attendee’s relation to attending event                                                                                                                               
                   Ex:  Employee, Student, Donor, Prospective Student, Seminar Speaker

	Electronic Record of Accounts (ERAS)
	· An electronic record that contains account information on donor’s intent, account director, authorized signatories, account recipients and account assistants. This self-service system allows account directors and account assistants to add and remove authorized signers and report recipients
· The Account Set-Up Authorized Signatures Form is used to set up ERAS Hyperlink change form
· ERAS FAQ’s

	Expenditure/Objects/GL

	· It’s a numbered account to track financial transactions. Please see the list of GL Account Codes on the SBF website under the “Spending Money from Your Account” section.


	Financial Reports 

	· Used as back up for payroll, and, transfer of funds, for support of research and university activities
· Please highlight key areas (account #, dates, name, etc.) and provide calculations, if necessary. This will assist SBF in processing payment
           Ex: SMART DATA, Account Expenditure Summary (AES) Report


	Flyer
	· Advertisement of an event                                                                                                                                                                    
· It may be a handout, e-mail, sign, or posting on a website
· Flyers should include specifics, such as, date(s), location, and purpose

	Internal
	· Payment made to a Stony Brook University vendor
            Ex: Faculty Student Association (FSA), Income Fund Reimbursable (IFR)(State),  Long Island State Veterans Home (LISVH), Research Foundation (RF), Stony Brook Foundation (SBF)

	Invitation
	· A written request inviting an individual to a business/research meeting or event. Invitation may be an official letter or calendar invite
· Invitations should include specifics, such as, the individual, date(s), location, and purpose

	Invoice
	· A document issued by a vendor indicating the products, quantities, agreed prices, and dates for products or services the vendor had provided. It should specify invoice and provide a unique invoice number and date. 
· Quote, proforma, statement and delivery are not an invoice 

	Justification/Purpose of Purchase
	· A brief description of the business purpose in relation to the donor intent (account description)


	Organization Name (Department)

	· The name of the department

	Original authorized  Signature
	· In order to process, AP requires an original signature (not a photo copy) on the requisition page. It must be from an authorized Account Director or Signatory Delegate listed on ERAS. The signature on ERAS must match the signature on the requisition
· Account Director and Signatory Delegates are unable to sign for themselves. Account Directors require their direct supervisor’s signature. Signatory Delegates requires either the Account Director or another Signatory Delegate signature

	Partial Payments
	· Payment less than the total specified on the supporting documents
· If paying less than the invoiced amount, please inform who will be paying remainder
· Please provide a reason for partial payment


	Payee/Vendor/Supplier
	· These names are used interchangeably to refer to the individual or vendor to be paid. This is the name written on the check                                  

	Prizes & Awards
	· Generally an amount paid due to merit or competition. Disbursements are paid directly to the recipient through accounts payable. These amounts may be taxable to the recipient

	Project Director 

	· The Account Director 
· An Account Director has primary authority to commit and spend account funds. Only the Account Director can delegate authority to Account Assistants and Signatory Delegate


	Remit To
	· Is listed on some invoices to indicate the check is to be sent to a specific address, may or may not be, different from the vendors physical address                                                                                                                                
· This is the address to be written in for the payee address on the requisition. If remittance is not provided, department and SBF will choose to use the vendor address listed on the invoice                                                           

	Report Recipient
	· A Report Recipient is an individual designated by the Account Director or Account Assistant to have access to view monthly account expenditure summary reports. 
· Account Directors automatically have access to these reports.

	Requisition Number
	· Unique number listed in the top left corner of a requisition that is generated when the SBF box is selected (under department information) and then printed. It helps both the department and SBF to identify requisitions                                                                                                                              
· Reusing a form within a short period of time will reuse the requisition number. Please close out and give the system 2 minutes before creating a new requisition 

	Requisitioner
	· The name of who is completing the form. SBF Associate will know to contact them for any issues
· Please provide phone number                       

	Ship To
	· This must be an approved Stony Brook Campus address. This is the location of where the product is to be shipped

	Signatory Delegate
	· A Signatory Delegate is an individual appointed by the Account Director, or Account Assistant, and has the authority to commit or spend account funds on behalf of the Account Director. Signatory Delegates can be granted full or limited authority over account funds. 
· In E-RAS, the Signatory Delegate role will not grant access to see any account information. Only Account Directors and/or Account Assistants will be able to log-in to view account information.

	Sponsor

	· Name of the Account


	Statement
	· A document issued by the vendor that lists out unpaid invoices. It will not be accepted to use as an invoice for payment

	Stipend
	· Is for students, residents, fellows, etc. to defer living costs while conducting research during the summer. It is paid to the individual
· Please complete and attach stipend form with requisition

	Tax Exempt

	· SBF is tax exempt. We do not pay taxes for a vendor within NY, or, for shipments within or outside NY 
· Exceptions to this include: Taxis, Airlines, purchase within Airlines, Hotels and third party individuals (patients or guest)
· Please provide SBF tax exemption form to vendor prior to them invoicing. If tax is included, SBF will deduct tax and submit tax exempt with check

	Tax Form

	· Visit the IRS for recent forms - https://www.irs.gov/forms-pubs/about-form-w-9
· Current W-9 and W-8Ben are required for all new payees. SBF requires W-9’s to be updated every 3 years and W-8Ben updated annually. This is based on this date next to the signature. 

	Taxable to Individual

	· If payment is solely for the benefit of an individual, the individual will receive a letter at the end of the year for tax purposes. It is up to the individual to decide to claim. 

	Taxpayer Identification Number Match (TIN Match)

	· It is a match of the information on the tax form to the IRS record. 
· To be completed by SBF for new payee and updated every 3 years for W-9’s and annually for W-8’s. Exception to this would be a social security number with individual/sole proprietor classification. We will only need to TIN match once 
· SBF will only TIN match information written on the Tax Form

	Visual Compliance
	· A background check system that ensures compliance with federal export control regulations and national/international areas of concern
· To be completed by SBF for foreign individuals and vendors

	Zip+4

	· Campus Zip

	Reimbursement / Independent Contractor/Honorarium

	Original Itemized Receipt
	· A document issued by vendor that includes date, vendor’s name, address, description of items, and purchase price.              
· For reimbursements this must be original                 

	Proof of Payment
	· A receipt or bank statement that shows payment information, such as, credit card or cash payment                  

	Flight itinerary
	· It is the route of an airline. It may include flight name, departure/arrival airport, time and dates and your flight reservation/booking numbers. 
· Ex: credit card statement, boarding pass, booking (expedia)


	Travel Itinerary
	· A detailed plan for travel

	MapQuest / Google maps print out
	· Printed directions with mileage

	Statement of Automobile Travel
	· It’s a State of New York form that details your points of automobile travel 
· Mileage must always start from your official work station if on a regular work day
· Statement of Automobile Travel Form


	Employment/Offer Letter
	· A formal correspondence given by the department to a potential employee that provides key terms of the prospective employee’s employment, such as, moving expenses/relocation

	Purchase Order Invoice

	Quote/Proforma

	· The estimated cost for a particular job or service
· SBF does not issue payments with a quote/proforma

	Purchase Order
	· A document created by SBF Purchasing which details the items agreed to purchase at a certain price point   
· Purchase order may be established prior to the service being rendered

	Blanket Purchase Order
	· A budgeted amount for a reoccurring vendor for the academic year 
· For FSA & Culinart this is required                                                                                                                                          
· SBF strongly recommend Blanket PO's for all reoccurring orders                                                 

	Purchase Order Deposit
	· A portion of the total amount of the purchase Order set aside for goods or services not yet delivered/rendered

	Bill To
	· This must be an approved Stony Brook Campus address

	Treaty Benefit Form (8233)
	· It is an exemption from withholding. It is completed by an individual who is aware that there is a treaty between the USA and their country
· The original form must be submitted to the SBF office
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