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Travel Card Application and Agreement
Purpose:  
The Madison College Travel Card is intended for employee self-service only business-related travel expenses, in accordance with all Madison College Travel Policies and Procedures.  

Directions: 

· By requesting this card, both you and your Authorized Approver must understand and comply with all Madison College Travel Policies and Procedures, including those outlined in the Travel Card Manual and Cardholder Agreement. Authorized Approvers must have budget authority for your department and agree to review and approve all charges made on your Travel Card.
· Employee should complete Section I, read the Travel Card Agreement, sign below and obtain Authorized Approver signature prior to submitting this form electronically to pcard@madisoncollege.edu for processing.
· The maximum dollar amount allowed on the Travel Card is $4,000 per statement period.  Each transaction is limited to $2,500. 
Please allow up to 10 days for processing. The Travel & Expense team will contact you regarding Travel Card training opportunities. 
	Cardholder Legal Name (please print):  


	Cardholder Date of Birth (mm/dd/yy):
	Last 4 digits of Cardholder’s Social Security Number:


	Campus Phone: 

 (____) _____-______
	Campus Email address:



Section I – Employee

Terms and Conditions:
I understand that the Travel Card is for official Madison College business-related travel expense only. It is not to be used for personal expenses, purchases of non-reimbursable items, or for purchases made on behalf of another employee. I agree to follow all related travel policies and procedures, and understand that failure to do so may result in a suspension or revocation of Travel Card privileges, wage garnishment or possible disciplinary action up to and including termination of employment. 

I understand that I must follow the travel approval process for in-state, out of state, and international travel, which will include approval by your Manager (in-state), Vice President (out of-state), and Board (international) prior to making any arrangements or purchases with my Travel Card. I understand that any purchases made prior to approval may be considered personal expense and require reimbursement to Madison College.
I understand that I am responsible for all charges made on my Travel Card, and I agree to reconcile the statement transactions for each statement period in accordance with Madison College Travel Card and Expense Reporting procedures by the required due date. As the travel card is a corporate liability card, payment of your Travel Card charges will be made to US Bank on your behalf; however, expenses are not posted to your budget, or any college budget, until after they are reconciled and approved, via the expense report. 
I understand that I am responsible for repaying Madison College for any non-reimbursable Travel Card charges by the statement due date. Failure to repay charges may result in late fees, interest charges and may result in suspension/revocation of Travel Card privileges, as well as possible disciplinary action up to and including termination of employment.
I agree to resolve any transaction discrepancies by either contacting the vendor directly to resolve the issue, or file a dispute of charges with US Bank according to rules outlined in their cardholder agreement.
In the event my Travel Card is lost or stolen, or I am made aware of fraudulent activity on my travel card, I understand it is my responsibility to notify US Bank Customer Service (1-800-344-5696) immediately.  It is also my responsibility to notify both Madison College Purchasing at pcard@madisoncollege.edu, and Madison College’s Travel & Expense team at travelexpense@madisoncollege.edu to let them know I am working with the bank to rectify the situation. 

In the event that I terminate employment with Madison College (regardless of reason) or transfer departments, it is my obligation to immediately return my Travel Card to my Authorized Approver. I also agree to process any outstanding Travel Card transactions prior to my departure or make other arrangements to have it completed for me. Should the new position at Madison College require a Travel Card, a new Cardholder application will be required with appropriate departmental approval. 
The Travel Card is Madison College property and I understand that, periodically, I may be required to comply with internal control audit procedures designed to protect Madison College assets. This may include being asked to produce the card to validate its existence and account number, or respond to requests for additional supporting information about specific charges.
Cardholder Agreement:
I have read and agree to follow all Madison College Travel Procedures, as well as Travel Card Policy and Procedures. I understand that failure to adhere to Madison College Travel Card Policies and Procedures may be considered misappropriation of Madison College funds, require repayment and may result in suspension/revocation of individual cardholder privileges or other disciplinary action, up to and including termination of employment.   


Cardholder Signature: ________________________________   Date:______________________
Required Approval:  Authorized Approver with Budget Authority
As Authorized Approver with Budget Authority for the cardholder’s department, I approve the issuance of a Travel Card for this employee because his/her position at Madison College requires business travel. I agree to verify the appropriateness of each transaction made on this Travel Card and verify the funding charged as part of the Travel Card Expense report and approval process set forth by Madison College. I will perform the approvals and any necessary edits within the required timeframe. I will ensure that the cardholder includes proper documentation for each transaction made on the card. Should the cardholder terminate employment or transfer to another department, I agree to reclaim the Travel Card, destroy it and notify the Purchasing department at pcard@madisoncollege.edu and the Travel & Expense team at travelexpense@madisoncollege.edu immediately.

Name: (Please Print) _____________________   _____
Title: __________________________________
Signature: _____________________________    _____  Date: ______________________ 
Please send the completed form to: Madison College Purchasing  at pcard@madisoncollege.edu. Please contact pcard@madisoncollege.edu with any questions regarding the issuance or administration of a Travel Cards. All questions regarding Travel Card training or reconciliation of your Travel Card transactions should be directed to the Travel & Expense team at travelexpense@madisoncollege.edu.
