TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER EL PASO

Operating Policy and Procedure

Qs

EL pAsSO

HSCEP OP: 79.11, Use of State Travel Credit Card

PURPOSE: The purpose of this Texas Tech University Health Sciences Center El Paso (TTUHSC
El Paso) Operating Policy and Procedure (HSCEP OP) is to outline the procedures
to be followed in applying for the State travel card, conditions under which it can be
used and procedures to follow in notifying individuals and departments of failure to
make timely payment, cancellation and inappropriate use.

REVIEW: This HSCEP OP will be reviewed on December 1 of each odd-numbered year (ONY)
by the director of Payment Services, with recommendations for revisions submitted
to the chief financial officer or designee by December 15.

POLICY/PROCEDURE:

Pursuant to the contract providing a travel card for employees of the State of Texas, U.S. Bank and
the Texas Comptroller of Public Accounts Statewide Procurement Division (SPD) have provided
general guidelines for eligibility for, and use of, the State of Texas travel card issued by U.S. Bank.
TTUHSC El Paso established the following procedures and guidelines for making application for, and
use of, the travel card:

1. Application Process.

Applicants must complete the Travel Card Use Agreement Form (Attachment A), obtain
supervisory approval, and submit it to the Travel Office. Once completed form is received, the
program administrator will provide further instructions needed to submit an online travel card
application with U.S. Bank.

Il Eligibility Requirements for the State Travel Credit Card.

Any employee who is expected to travel on official State business is eligible to and should
apply for a state travel card.

When traveling on State-Appropriated funds (funds beginning with 10, 11, 12, 9D, 9E, 9F)
employees must follow the State Travel Management Program (STMP) requirements. Under
Texas Administrative Code (TAC), Section 20.413, state travel credit cards are required for
purchasing contracted and non-contracted travel services. Specifically, airfare must be
charged to a state travel card and when feasible lodging, rental vehicles, and other necessary
travel expenses should be charged to a state travel credit card.

lil. Conditions of and the Appropriate Use of the State Travel Card.

The card may be used for State of Texas business-related travel charges only and is not to
be used for personal expenses or any other non-reimbursable charges. The card
should not be shared with any other individual. Use of the card for charges other than
official State business travel is a direct violation of the State’s contract with U.S. Bank, Ethics
Commission Advisory Opinion No. 147, and the State Travel Management Program (34 TAC
§20.413) and therefore, a misapplication of the state-issued card. Misuse of the card may
result in disciplinary action up to, and including, termination.

Upon receipt of the card, the employee is ineligible for travel advances or the Business Travel
Account (BTA). However, employees who have an active State travel card may receive travel
advances for prepaid travel expenses that will be billed prior to the travel return date (see
HSCEP OP 79.05).
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https://ttuhscep.edu/opp/_documents/79/op7905.pdf

VL.

VIL.

VIl

The employee to whom the card is issued is responsible for all charges resulting from use of
the card. The Texas Administrative Code (TAC) Title 34 §20.413 (d)(3) states individuals who
are issued State travel cards understand that payment of charges on State travel credit cards
is the sole responsibility of the individual and that the State shall not be responsible for the
charges or for nonpayment by the employee. U.S. Bank will suspend or cancel the use of
the card if the incurred charges are not paid in a timely manner. If the card is suspended or
canceled for misuse or nonpayment, the employee will not be eligible for travel advances, or the
use of the corporate BTA credit card.

Reports.

Periodic reports from U.S. Bank showing employees who are delinquent on their travel card
payments or whose charges suggest potential misuse will be monitored by the Travel Office.

Notification of Delinquency in Payment or Misuse of Travel Cards.

A. Employees who are reported as sixty (60) days delinquent in payment to U.S. Bank
will be notified by the Travel Office of their status and reminded, they are solely
responsible for the payment of such charges on the card. The employee is
responsible for contacting U.S. Bank to arrange payment to prevent future actions.
U.S. Bank will suspend the cards of employees who are reported as sixty (60) days
delinquent. TTUHSC EI Paso Travel Office will notify the employee along with their
immediate supervisor of the delinquency and the need to take immediate action to
prevent termination of the card by U.S Bank.

B. Employees whose charges indicate misuse of the travel card will be notified. The
notification will include the identified misuse and a reminder that the State travel card
is to only be used for expenses incurred for official State business. Any use/charge
not related to official business is a violation of the State of Texas contract with U.S.
Bank and will need to be paid in full immediately. A second reported misuse of the
card will result in the card being closed by the TTUHSC EI Paso Travel Office. Both
the employee and their supervisor will be notified of the closing of the card.

C. Travel cards suspended or closed by U.S. Bank or the TTUHSC EI Paso Travel
Office due to delinquency or misuse will result in the employee no longer being
eligible for travel advances or the use of the corporate BTA credit card.

Cancellation of Travel Cards.

When a cardholder terminates employment with TTUHSC EIl Paso, the department has the
specific obligation to reclaim the travel card, destroy it and notify the program administrator
immediately. U.S. Bank will be notified of the employee’s termination in order that the State
travel card can be promptly cancelled.

Cash Advance Restriction.

Be advised that cash advances on the account are prohibited and the card may not be used
to withdraw cash from an ATM.

Right to Change Policy.

TTUHSC El Paso reserves the right to interpret, change, modify, amend or rescind this policy
in whole, or in part, at any time without prior notice or the consent of employees.
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