







[bookmark: _GoBack]TO:           	James Madison University Employees

FROM:       	John F. Knight, Assistant Vice President for Finance (
 
)

DATE:       	August 1, 2011 

SUBJECT:  	Bank of America VISA Travel Card Program with ATM Feature

As we begin the new school year, we want to inform new employees and remind returning employees of the Bank of America's VISA Travel Card Program.  The program provides staff members with the opportunity to travel on University business without using personal dollars.  The University provides funds for travel expenses by offering employees a Bank of America VISA Travel Card.  

The University issues travel charge cards to any faculty or staff member who travels on behalf of the University.  Charge cards have no annual fee, and the University incurs no financial liability through use of the cards.  Cardholders may now request an annual exception allowing them to take advantage of a feature to access cash using their travel card to cover expenses when the card isn’t accepted.  The available cash on the travel card is limited to 20% of the cardholder’s limit.  Travel charge card vendors send all bills to the individual cardholder.  The cardholder is responsible for the travel charge card charges.  The traveler must process a travel voucher within thirty (30) working days after completion of the trip.  Timely processing allows for receipt of reimbursements in time to pay travel charge card bills within the period prescribed by the charge card vendor. 

To request information on how to apply for the Travel Charge Card, please call Jennifer Dellinger @ 8-7396 or Tanya Shifflett @ 8-7395.  They will assist you with this process.

The Bank of America VISA Travel Card Program is operated through the procedures provided by the State Department of Accounts.

Employees who decline the use of a travel charge card may not receive a Wells One Declining Balance Card to cover travel expenses, and the University Business Office does not grant travel advances.

