            Frequently asked questions about paying for hotel accommodations

Why can we no longer use Hotel Orders?

The Commonwealth of Pennsylvania has discontinued using Hotel Orders as of March 15, 2009.

The Commonwealth of Pennsylvania has issued a general statement to Pennsylvania hotels that they should not honor Hotel Orders presented after March 15th and that Hotel Orders presented for payment to the Commonwealth after March 31st will be declined and returned to the hotel.

As a result, University Travelers cannot continue to use the Commonwealth of Pennsylvania Hotel Order forms as we have for the past many years.

How does this change affect the taxability of the lodging charges?

There are four different taxes which may be applicable to the cost of obtaining lodging. There are PA Sales Tax, Local Sales Tax, PA Occupancy Tax, and Local Occupancy Tax. 

The University is an instrumentality of the Commonwealth and as such is exempt from PA Sales Tax, Local Sales Tax, and Local Hotel Occupancy Tax. The University is not exempt from the PA Occupancy Tax. Each hotel should be provided with an Exemption Certificate when these exemptions are applicable.

The University can claim these exemptions only when the service is purchased directly by the University. If the purchaser is an IUP employee who is personally paying for the service and will be reimbursed for the expenditure by the University then the transaction is not exempt. The funding cost center will be charged for the extra expense when the traveler is reimbursed. 


How do I pay for Hotel stays without a Hotel Voucher?
 
	You have 4 options:
1. Pay the hotel directly with a University Travel Card
2. Pay the hotel directly with a personal credit/debit card, personal check or cash and request reimbursement through a University Travel Voucher.
3. Request an IUP check through the Travel Office to prepay the charges.
4. Request an IUP check through the Travel Office to take with you. 








	Option Detail:

Option 1: Pay the hotel directly with a University Travel Card. 
Present a copy of the Pennsylvania Exemption Certificate to the hotel at check in. (available through http://www.iup.edu/travelcard.)  
You will need to sign the Certificate to claim the exemption on behalf of the University.
Charges will be paid directly by the University and you will be required to submit appropriate documentation as prescribed in the Travel Card Procedures.
 

Option 2: Pay the hotel directly with a personal credit card, personal check or cash and request reimbursement on a University Travel Voucher. 
Be sure to include a copy of the paid hotel bill with your Travel Voucher as audit documentation. 
Under this option the transaction does not qualify for the exemptions from PA and Local taxes. Your cost center will be charged for the extra expense when you are reimbursed.

Option 3: Request the Hotel be paid in advance with an IUP check. 
Obtain a paper or electronic quote for the stay from the hotel. 
Submit the quote to Carol Ramer in the Travel Office for processing.
The hotel will be provided an Exemption Certificate with the check.
Due to M&T Bank and SAP processing requirements the Accounts Payable Department must have 5 working days notice to produce a check.
  
Option 4: Request an IUP check be prepared to accompany the traveler to the hotel.
Obtain a paper or electronic quote for the stay from the hotel.
Submit the quote to Carol Ramer in the Travel Office for processing.
Pick up the check and the Exemption Certificate at the Travel Office.
Present the check and Exemption Certificate to the Hotel at check in.

How do I get a Travel Card? 
Travel Card Enrollment forms are available on line at http://www.iup.edu/travelcard. 
Completed Enrollment forms should be submitted to Ruth Houser in B25 Clark Hall.

Where can I find the Travel Card Procedure Manual?
A copy of the Travel Card Procedure Manual is available through a link on the IUP website at http://www.iup.edu/travelcard. 

Where do I get an Exemption Certificate?	
An Exemption Certificate can be printed from the IUP website through a link on http://www.iup.edu/travelcard. 
 
