James Madison University – Team Travel via the WellsOne Commercial Card 
Team contact submits initial list of all team members including students, faculty, staff, trainers, etc. to the appropriate Program Administrator [PA].  Initial list must be submitted at least one month prior to season start date to allow time for cards to be ordered.  Once cards have arrived, PA will coordinate distribution process with the team contact.  Once cards have been distributed, they will not be returned to University Business Office until season has concluded.  Each cardholder must sign for their card, either from UBO or the team coach or faculty/staff sponsor designated by UBO to distribute cards. Cards will be reloaded for each event by the PA as appropriate; however, cards are not physically required to be returned to the PA for this purpose.
Team cards are loaded via the following process:
1. Team contact completes JMU Team Travel WellsOne Funding Request form with list of travelers and funding amounts for each attached.  If all travelers on team are traveling and should receive same amount, this may be indicated on form and no list is required.
2. Team’s designated Wells CCER Approver emails the completed request to the University Business Office [UBO-Travel@jmu.edu] .
3. UBO PA initiates funding in Wells CCER per approved funding request and the cards are funded
4. All faculty/staff team members receiving funding must submit a completed Travel Reimbursement Voucher [TERV] upon completion of the trip, indicating on the first line, the amount of the transaction that were actually charged to the WellsOne card for that particular trip.
DEPARTMENTS SHOULD ALLOW TWO DAYS FOR UBO STAFF TO FUND TEAM APPROVER* REQUEST FOR FUNDING APPROVAL [STEP 3].  TIMING FOR OTHER ROUTING IS DEPENDENT UPON INTERNAL ROUTING WITHIN YOUR DEPARTMENT/DIVISION AND YOU WILL NEED TO PLAN ACCORDINGLY – A MINIMUM OF ONE WEEK IS RECOMMENDED.
If, at any point cards are required for additional team members or cards need to be cancelled for existing team members, please contact your PA as soon as possible.  The PA will also handle name changes, resetting passwords, disabling users that will not be with the team for a specific period of time but are not to be permanently deleted, etc.

The Wells Fargo contact number for lost/stolen cards is 1-800-932-0036; however, the cardholder should also notify the JMU PA as soon as possible should this occur.  Outside the United States, the number for reporting lost/stolen card cards is 1-415-243-1935.



CARDHOLDER RESPONSIBILITIES:
· ACTIVATE CARD
· SECURE CARD AND KEEP THE CARD IN JMU PROVIDED PROTECTIVE SLEEVE WHEN NOT IN USE
· ACCESS CCER VIA INTERNET TO OBTAIN BALANCE INFORMATION 
· REPORT ANY LOST OR STOLEN CARD IMMEDIATELY TO JMU PA 
· IF FACULTY/STAFF, OBTAIN REQUIRED RECEIPTS FOR ALL NON-PER DIEM RELATED EXPENSES
· SUBMIT TERV UPON COMPLETION OF TRIP INDICATING AMOUNT OF EXPENSES PAID FOR WITH CARD WITH NON-PER DIEM RECEIPTS ATTACHED
RECONCILER RESPONSIBILITIES:
· RECONCILE TRANSACTIONS IN CCER WITHIN THREE DAY PERIOD ALLOWED – VERIFY DEPTID AND ACCOUNT CODES ASSOCIATED WITH TRANSACTIONS ARE CORRECT
· PREPARE TERV [TRAVEL EXPENSE REIMBURSEMENT VOUCHER] FOR ANY FACULTY/STAFF EXPENSES OTHER THAN PER DIEMS TO DETERMINE IF ANY OVER/UNDER PAYMENT TO BE PROCESSED THROUGH ACCOUNTS PAYABLE
APPROVER RESPONSIBILITIES:
· APPROVE TRANSACTIONS IN CCER WITHIN TWO DAY PERIOD ALLOWED - VERIFY DEPTID AND ACCOUNT CODES ASSOCIATED WITH TRANSACTIONS ARE CORRECT
· APPROVE TERV [TRAVEL EXPENSE REIMBURSEMENT VOUCHER] FOR ANY FACULTY/STAFF EXPENSES OTHER THAN PER DIEMS TO DETERMINE IF ANY OVER/UNDER PAYMENT TO BE PROCESSED THROUGH ACCOUNTS PAYABLE
PROGRAM ADMINISTRATOR RESPONSIBILITIES:
· APPROVE APPROPRIATE FUNDING REQUESTS FOR CARDHOLDERS RECEIVED FROM TEAM APPROVERS
· INITIATE ANY REQUIRED CARD MAINTENANCE ACTIVITY AS APPROPRIATE
· LIASION BETWEEN JMU AND WELLS FARGO
· REQUEST FUNDS FROM COMMONWEALTH OF VIRGINIA TO PAY WELLS FARGO INVOICE
· FINAL REVIEW OF DISTRIBUTION OF ALL TRANSACTION CHARGES
· POSTING OF CHARGES TO DEPTIDS/ACCOUNT CODES FOR THE MONTH’S BILLING CYCLE





