
Revocable Permit Process 



Procurement 

2 | P a g e 

 

 

 

Introduction 
Stony Brook University facilities and resources are available for use by off-campus and external 
clients. Revocable Permits are required for short-term (one year or less) or occasional use of 
Stony Brook University’s facilities by off-campus and external organizations using NYS facilities. 
A Revocable Permit is an agreement that provides the terms and conditions for use of campus 
facilities by an external group or organization. An applying organization must agree to follow 
campus policies related to agreements as well as SUNY established policies for use of state 
facilities by non-commercial organizations and provide proof of required liability insurance. 

 
Objective 
The objective of this document is to give a brief description of the revocable permit process flow as 
well as to clearly define the role of procurement department and the respective SBU department 
hosting the permittee/company. Each department not only plays an important role in facilitating the 
efficiency of revocable permit issuance, but also plays a huge rule in ensuring that Stony Brook is 
compliant with SUNY guidelines for permits. 

 
Considerations/ Timing 
All permits require the signature of the procurement department. Some permits over 30 days are 
required to be signed by SUNY. On the other hand, permits over $25,000 are required to be 
approved and signed by the Attorney General (AG) and the Office of State Comptroller (OSC). 
Conversely, if a permit is over 30 days and is over $25,000, it will need to be signed by the 
Procurement Department, SUNY, AG, and OSC. All permits that require SUNY, AG, and/or 
OSC signature will need to be reviewed by legal before they are sent for signature. It is the 
responsibility of the designated contracts officer to make sure the appropriate entities above signs 
the respective permit. 

 
Please refer to the chart below for the estimated lead time for each type of permit to be signed.: 

Type of permit Signature/Approval 
Required 

Estimated Lead Time* 
(Business days) 

Under 30 days and under 
$25,000 

• Procurement Dept 1-3 

Over 30 days and under 
$25,000 

• Procurement Dept 
• Legal review 
• SUNY 

2-3 

Under 30 days and over 
$25,000 

• Procurement Dept 
• Legal review 
• AG 
• OSC 

10-13 

Over 30 days and over 
$25,000 

• Procurement Dept 
• Legal review 
• SUNY 
• AG 
• OSC 

10-15 

*Estimated lead-times are based off the assumption that all required insurance documents 
and signed documents are collected. Actual lead time may differ from the estimate. 
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Permit 
template 

 
 
 
 

Revocable Permit Process Flow 
 

• Point of contact (Dept) receives request form permittee to utilize SBU resource 
 
• Point of contact assesses suitability and availability of permittee’s requested use of SBU 
resources 

 
• Once requested use is deemed acceptable, point of contact will inform permittee of 
required insurance/ forms 

The University requires the following documents to be submitted with a Revocable 
Permit: 

1) A Certificate of Insurance naming the following as additionally 
insured: 
a. The State of New York 
b. The State University of New York 
c. The State University of New York at Stony Brook 

 
2) Certificate of Workers’ Compensation Insurance 

(IE. Form C -105.2 or U-26.3); 
a. http://www.wcb.ny.gov/content/onlineforms/obtainC105.jsp 

 

3) Certificate of Disability Benefits Insurance (IE. Form DB-120.1) 
a. http://www.wcb.ny.gov/content/onlineforms/obtainDB120-1.jsp 

• If a permit is over $25,000, the Point of contact will let the vendor know that they must fill out Exhibit V 
& L 

 

• Point of contact will choose relevant permit template from procurement website: 
https://www.stonybrook.edu/commcms/vpadmin/permit-forms.php 

 

https://nam03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.wcb.ny.gov%2Fcontent%2Fonlineforms%2FobtainC105.jsp&data=02%7C01%7CGlen.Itzkowitz%40stonybrookmedicine.edu%7Cea6138e09c6946d3408508d7d37f7038%7Ceafa1b31b194425db36656c215b7760c%7C0%7C1%7C637210416948475397&sdata=1vZ%2Fch%2Byp4GipYpdN39FQnYoqawjuuZdwjiWroaZ4vQ%3D&reserved=0
http://www.wcb.ny.gov/content/onlineforms/obtainDB120-1.jsp
http://www.stonybrook.edu/commcms/vpadmin/permit-forms.php
http://www.stonybrook.edu/commcms/vpadmin/permit-forms.php
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Input 

Input Stony 
Brook 

 
 
 
 
 
 
 
 
 

• Point of contact will fill in blanks/purple lettering in permit template that is relevant to the 
permittee and their respective intended use 

 

 
• Point of contact will refer to their respective list of unassigned permit #’s. If none are 
available, point of contact will request contacts officer for a block of 10 unassigned blank 
permit numbers 

 
• Once an unassigned permit # is found, point of contact will fill out template and input the 
unique permit # 
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• Point of contact will send filled out permit draft with an assigned permit # to contracts 
officer for review 

 

 
 
 
 
 
• Contracts officer will input relevant information into procurement contracts/permit log 
book respective to the permit # assigned (i.e name of company /dollar value associated 
with the unique permit#) 

 
• Contracts officer will communicate approval status /suggested revisions of permit draft to 
point of contact 

Assigned 
Unique 
permit # 
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• Once approved, point of contact may send permit to permittee for signature 

 
• Permittee will sign and send back signed permit along with required insurance to point of 
contact (Contracts officer will follow up on insurance as needed) 

 
• Point of contact will send signed permit along with required insurance, exhibits, 
and/or notary forms to contracts officer 

 
• Contracts officer will hand off permit to procurement leadership for countersignature 

 
• Once countersigned by procurement leadership, contracts officer will determine if permit 
will need to be signed by SUNY, AG, and/or OSC(Please refer to considerations/timing 
on page 2 for further explanation and lead times) 

 
• Contracts officer will administer the permit signature/approval by Legal, SUNY, AG, 
and/or OSC as appropriate 

 
• Once permit is signed/approved by its respective appropriate regulatory body(s), permit 
will be considered executed 

 
• Contracts officer will communicate the status of the permit as executed and send a copy 
of fully executed permit to the point of contact 

 
• Point of contact will send executed copy of permit to their designated accounting clerk for 
billing/invoicing purposes 

 
• Permittee will now be allowed to occupy the SBU premises as agreed in the permit 

 
• Lastly, contracts officer will file the fully executed permit for procurement records 
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