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Vassar Tax Exempt Form Request All Employees

Please Note: Vassar's tax-exempt number is located on all company credit cards (125640) right under your name.

College tax-exempt purchases apply only to goods/services for official college business made
with a college-issued payment method: college credit card, purchase order, or college check.

Process Workday Transaction Change Request

1. Create Request
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2. Identify the state where the exempt purchase will take place, not all states are exempt.
Limitations apply for Florida.

Please select the state for which the exemption form is being requested.
(Required)

N\

(_) New York

() New Jersey

() Florida
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VASSAR Vassar Tax Exempt Form Request All Employees

3. Please fill in the name and address of the business in the appropriate fields.

YVIHIAL IS Ule Hallie vl uie oener ¢

Seller is person or business you are making the purchase from.
(Required)

Please enter the address of the seller.

Please format address as follows:
124 Raymond Ave.

Poughkeepsie, NY 12601
(Required)

|

4. Click Submit

C Save for Later ) ( Cancel )

5. You will receive a notification from workday requesting to approve the tax form.

A Task Awaits You: Approve Tax Form Received -

6. Click on the link provided — Do not approve at this time.

Business Process: Approval: Awaiting Action by |

Subject: Request Process: Vassar Tax Exempt R

Click here to view the notification details.
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7. In the link, scroll down to the bottom of the page and your exempt form will be there and can be downloaded
directly to your desktop.

Response Q

Status Completed

Questionnaire  Attach Vassar Tax Form

Respondent Chiesa, Molly

Submission Date  05/06/2026

1 item ?mg-' E

Question Answers

Attached is your request

tax exempt form. 2026_0506 NYS ST-119.1 Vassar Colleg
e Tax Exempt - Tom Jones.pdf

Uploaded by Chiesa, Molly

Comment

8. Once the Tax-Exempt form is downloaded, please click “Approve” and close out of request.

( Send Back ) ( Add Approvers )




