Ohio Northern University

Sales Tax Exemption Policy
Ohio Northern University, as a 501(c)3 charitable organization, is not required to pay Ohio sales tax on its purchases.  Individuals making purchases for the university may avoid paying Ohio sales tax by providing a “Sales and Use Tax Unit Exemption Certificate” to the Ohio merchant.
Note that the exemption applies only to purchases made directly by ONU, such as purchases made with ONU-issued commercial credit cards.  The exemption does not apply to purchases made by individuals, who subsequently seek reimbursement from the university.  So it does not apply when using your personal credit card, even if you will be reimbursed by ONU.
The sales tax exemption certificate is available to ONU employees on-line.  From the Controller’s Office website, click on “Tax Exempt Forms.”  Enter your ONU username and password.  Here you will see tax exemption certificates for several states, including Ohio.   In the case of Ohio, print the form, write the name of the merchant or vendor, sign your name legibly, include your title or position at the university, and add the date.  Give the completed certificate to the merchant or vendor, and explain that sales tax should not be charged.
Not all vendors are accustomed to processing the exemption certificate. If the person processing your payment is unsure, ask to see the manager.  You may also give the merchant a copy of the Ohio Department of Taxation’s sales and use tax rules (5703-9).  Copies of these rules may be downloaded and printed from the “Tax Exempt Forms” location mentioned above.
Q.
Does someone from ONU’s business office need to sign the exemption form?

A.
No.  Any university employee authorized to make a purchase for ONU may sign the form.

Q.
How do I know if I’m authorized to make a purchase for ONU?

A.
If you’ve been given an ONU commercial credit card, you are authorized.

Q.
What if somebody uses this form to avoid paying sales tax on a personal purchase?

A.
Fraudulent use of the exemption form is punishable by imposition and assessment of tax, interest, penalty and an additional fine pursuant to O.R.C. 5739.01 et seq.
Q.
What if I am traveling and forget to take the exemption form with me?

A.
Print one from the Controller’s website.
Q.
Can I use the sales tax exemption form when I’m paying for a hotel?

A.
Yes, if you pay for it with your ONU commercial credit card.
Q.
Can I use the sales tax exemption form when I purchase a meal?

A.
Yes, if you pay for it with your ONU commercial credit card.
Q.
Can I use the Ohio sales tax exemption form when I’m traveling outside of Oho?

A.
Maybe.  Some out-of-state merchants may accept the Ohio exemption form.  Most will require an exemption form issued by their own state.  Exemption forms for the states visited most-frequently are available at the “Tax Exempt Forms” location mentioned above.






