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	SUBJECT:  Corporate Travel Credit Card Program



1. APPLICABILITY:  These policies/procedures apply to all Oregon Military Department employees and individuals issued a state corporate travel credit card.

2. AUTHORITY/REFERENCE:  Oregon Department of Administrative Services,

Controller’s Division, Oregon Accounting Manual (OAM):

OAM 40.20.00.PO (Policy)

3.
PURPOSE:  To provide guidance to Oregon Military Department (OMD) state employees on the authorized use of the state corporate travel credit card.

4.
GENERAL POLICY:

a.
It is the policy of the Oregon Military Department to provide state employees who travel on behalf of the agency an appropriate means to pay for authorized travel expenses.  This policy is designed to eliminate the payment of authorized travel expenses by the employee from personal funds.

b.
Cash advances to state employees who are authorized to travel on behalf of the agency are not authorized.  The Adjutant General or designee may grant exceptions in accordance with Oregon Accounting Manual 40.20.00.PO, section 103.

c.
State corporate travel credit card use shall comply with Oregon Accounting Manual Policy 40.20.00.PO, the current State of Oregon Travel Charge Card Services Price Agreement, Oregon Military Department Financial Administration Division Policy


AGC-248.004, and applicable state laws.

d.
The Oregon Military Department Financial Administration Division (AGC) is responsible for oversight of the agency’s state corporate travel credit card program.

e. AGC will monitor delinquent accounts and misuse of issued cards.  AGC, through 

Program Managers, will take appropriate corrective action as necessary for misuse, delinquent accounts or other noted improper uses of issued cards.  
f.
Failure to comply with state corporate travel credit card use policies and procedures may result in cancellation of the card.  The State reserves the right to cancel an employee’s state corporate travel credit card at any time.

g.
Willful and fraudulent use of a state corporate travel credit card may be cause for immediate dismissal.

h.   Obtaining State Corporate Travel Credit Card:

(1)   The state corporate travel credit card and account are provided by a contractor under authority of the State of Oregon.  Employees requesting a card shall submit an application and agreement form to AGC for approval.  Applications must have supervisor approval and signature before submitting to AGC.

(2)  Upon approval by the Director of Financial Administration, a state corporate travel

credit card will be issued to the employee.  Individual state corporate travel credit cards will be issued in the name of the employee.  The agency’s name will also be shown on the credit card.



(3)  State corporate travel credit card applications and agreement forms are available from AGC.

i.   
Responsibility for Payment:

(1)  Payment of the state corporate travel credit card monthly statement is the responsibility of the employee to whom the card is issued.  The first instance of a 60 day past due balance will result in the cancellation of the cardholder account with no provision for reinstatement of privileges.
(2)  The employee is solely liable for all charges made on the card.  The State of Oregon assumes no liability.

(3)  Employees must immediately report lost, stolen, or mutilated cards to the card issuer and AGC.

(4)  If a charge is disputed, the employee must call or send written notification to the card issuer.

(5)  Employees must report changes in billing and/or home addresses to the card issuer and AGC.

j.    Use of State Corporate Travel Credit Card:

(1)  Employees shall use the state corporate travel credit card for OFFICIAL STATE TRAVEL ONLY.

(2)  Official travel shall include, but is not limited to, lodging, meals, and surface transportation.  Retail purchases with the state travel card are not authorized.
(3)  State corporate travel credit cards may only be used for authorized charges which pertain to travel expenses while on official state business.  The card and account are not to be used for personal purposes.

(4)  When necessary, in emergency travel situations, air transportation fares may also be purchased with the state corporate travel credit card.  However, the preferred payment method for air transportation is to use the Business Travel Account through the state’s travel agent.

(5)  State employees authorized to travel on state business may use their state corporate travel credit card to obtain cash advances from credit card Automated Teller Machines (ATM) to cover authorized expenses if approved for this card feature.

(6)  Unauthorized cash advances or the use of cash advance travel funds by a card holder for other than official state travel purposes may be considered a misappropriation of state funds.

(7)  If an employee conducts business with a firm that will not accept the credit card, contact the AGC Travel Coordinator.  An “Establishment Coverage Request” form will be completed by AGC so that the credit card company can contact the firm and hopefully add the firm to the credit card company’s establishment list.

k.   Late Payment Fees, Cash Withdrawals, and Transaction Charges:

(1)  Late payment penalty fees are the responsibility of the employee.

(2)  ATM cash withdrawals should be limited to pay for such items as meals, taxi fees, parking or other authorized expenses when the state corporate travel credit card may not be accepted.  Cash withdrawals will not exceed the amount the employee is authorized for travel reimbursement.

(3)  ATM cash withdrawal transaction charges are a reimbursable expense.  Employees should limit the use of the ATM cash withdrawals to one for every three to five days of consecutive travel.  Use of an ATM should be minimized to avoid transaction fees.

     (4)  The maximum withdrawal amount is $250.  Once a traveler reaches the limit, ATM use is suspended until the balance is paid below $250, and then only the difference between the balance on ATM withdrawals and the $250 limit is available for withdrawal.
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