University of Wisconsin - Madison

Purchasing Card Travel Agreement

	CARDHOLDER’S NAME:
	     
	DEPARTMENT:
	     

	SITE MANAGER/REVIEWER NAME:
	     

	SITE MANAGER/REVIEWER ADDRESS:
	     


The UW Madison Purchasing Travel Card is intended for hotel charges within the State maximum allowable rate, air travel and State contract car rental.  All purchases with this card must comply with the State of Wisconsin travel guidelines, the Headquarters City and UW-Sponsored Events Policy and extramural funding agency restrictions.  By requesting a card, you and your Department/Center must meet certain criteria and have agreed to the following:

Ensure travel regulations are followed, appropriate funds are assigned and proper accounting codes charged.  (Foundation money cannot be used in conjunction with the purchasing travel card.)
Maintain audit trail, organizing and retaining documentation to support purchases.

Review bi-weekly transaction reports for account edits and enter reallocations prior to the campus deadline.

Resolve issues with vendors, the bank, Site Manager, or Program Manager.

Maintain files, cooperate with audits, and ensure the card and documentation are kept in a secure location.

TRANSACTIONS NOT ALLOWED - The following items ARE NOT to be purchased using your card:

	· Additional charges for late checkout or uncancelled reservations
· Additional vehicle rental charges incurred for personal reasons
· Alcoholic beverages
· Non UW business related expenses
· Extra costs for additional person(s) in room
	· Flight insurance

· Individual meals
· Items listed on the Cardholder Agreement Form
· Locksmith charges
· Lodging cost at unlicensed facilities
· Meals
· Parking costs at the assigned workplace

· Pay per view movies in hotel/motel room
	· Personal entertainment

· Personal items and services, e.g., toiletries, luggage, clothes, haircuts, shoeshine, laundry
· Spouse or family member’s travel costs
· Telephone calls (personal)
· Traffic citations, parking tickets and other fines
· Vehicle repairs or towing


Non-adherence, misuse, or consistent lack of documentation to support purchases may result in revocation of cardholder privileges for the individual and/or department/division.  The employee will reimburse the University for unauthorized purchases.  If not reimbursed within 30 days, the amount will be deducted from the employee’s next paycheck.

LOST OR STOLEN CARDS - If the card is lost or stolen, the cardholder will notify US Bank Customer Service (800) 344-5696, UW Police (608) 262-2957, and Accounting Services (608) 265-9800.
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AGREEMENT FOR CARDHOLDER





As the holder of this travel card, I agree to fax the “Hotel Reservation Authorization Sheet” to all hotels prior to my stay.  I agree to accept the responsibility for the security and proper use of this card as described above.  Transaction reports and supporting documentation will be forwarded on to the Site Manager/reviewer listed above.





Signature:_________________________________________________________________________Date:_________________________________





AGREEMENT FOR SITE MANAGER





As the Site Manager/reviewer of this travel card, I agree to verify the appropriateness of each transaction and the funding charged.  I will perform the necessary edits within the required timeframe.  I will ensure proper documentation is attached and filed in an accessible manner for the required seven years.  I do not have the authority to use this travel card.





Signature:__________________________________________________________________________Date:________________________________





AGREEMENT FOR DEPARTMENT/DEAN’S OFFICE





As the department chair/division dean, I approve the issuance of a purchasing travel card to this staff member and assume overall responsibility.  Should the cardholder terminate employment with the University, the department will close the account via the Cardholder Account Setup Form, reclaim the purchasing card and properly dispose of it.





Signature:__________________________________________________________________________Date:_________________________________


		(Department Chair’s signature)





Signature:__________________________________________________________________________Date:_________________________________


		(Division Dean’s signature)





Signature:__________________________________________________________________________Date:_________________________________


		(Principle Investigator’s signature, required if purchases are to be paid from grant/contract





To be completed when the card is picked up.


I hereby acknowledge receipt of the purchasing travel card.  (Please sign your card immediately upon receipt.)





Signature:__________________________________________________________________________Date:_________________________________








