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Contact: Pam Fernandez, Contract Administrator, 552 Towle Bldg., 673-2181 and 
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The Travel Card Program is offered by the City of Minneapolis Finance Department to City departments who are willing to comply with program policies and procedures. The travel card program will be managed by the Contract Administrator and the Accounts Payable Coordinator of the Finance department. 

Department head in this travel card procedure is defined as department head authorized to sign contracts.  
I. Selection of Cardholders
General
A total of 40 travel cards are allowed Citywide.  Only permanent City employees are allowed to be cardholders.  Cardholders can be either department travel coordinators or frequent travelers. If a department chooses to use the program, the department head must designate a department travel coordinator.  In general, each department using the program should have one department travel coordinator.  However, large departments may be allowed more at the discretion of the travel card program administrators.  Department travel coordinators will use the cards under the direction of the department head for business travel purposes for department employees only.  The department head may choose to have department travel coordinators book all department business travel (Centralized Department Travel Coordinators) or may choose to have department travel coordinators book department business travel only when requested (Ad-hoc Department Travel Coordinators).

Frequent Travelers
The travel card program administrators will identify frequent travelers.  Department heads must approve these frequent travelers to be cardholders. The Mayor and Council Members may also be assigned frequent traveler cards.  Frequent travelers may only use the cards for their own business travel under the direction of the department head.  

II. Application Process

A standard application form as created by the travel card program administrators must be filled-out and signed.  The completed form must be forwarded to the Contract Administrator.  After review and approval, the Contract Administrator will contact the bank and authorize the issue of the card.  
When the card is received, the cardholder should contact the AP Coordinator for training.  The employee must sign a statement that he/she has received these procedures and the related training.  
III. Usage of Cards

Allowable Expenses

City travel policy and procedure must be followed for all travel purchased on the travel card.  Travel cards may be used for overnight business travel as follows:

Seminar/conference/convention registration

Air travel

Rail travel

Rental car travel

Hotel travel

All overnight food expenses are included in the per diem, so these charges are not eligible. Typically, hotels and rental car agencies require the credit card be presented on arrival.  In those cases, the traveler's personal credit card will be needed unless the traveler has a frequent traveler card.  However, often the hotel will accept a fax copy of both sides of the travel card, if faxed by the cardholder.  Pre-paid hotel can alternatively be made using an authorized check request.  

The Mayor is authorized to use the Travel Card for business food expenses locally due to the authorization of the Mayor’s Contingency Fund.  

The Travel card program administrators will establish allowable Merchant Category Codes (MCC) for the cards.  Changes to the MCC approvals will be subject to review by the Travel card program administrators.
Changes to the credit limit must be in writing from the department head and are subject to the review of the Travel card program administrators.

IV. Statement Review

Cardholders

The credit card company will send statements monthly on the 26th day to cardholders.  They must first be reviewed by the cardholder, who should review the charges as compared to the receipts. Where the receipt does not clearly identify the name of the traveling employee, the employee name must be clearly provided on the statement.  A receipt that documents the details of the purchase must be provided for all card charges.  For purchases made over the telephone, Internet or fax, a receipt or substitute document must be obtained from the vendor that documents these details. The cardholder is responsible for ensuring that all charged items are used as charged. 
The travel cards may not be used for personal travel.  Any necessary credits due to changes in travel plans must be coordinated by the cardholder.  All such credits must be taken as a credit to the card account and not as cash, merchandize voucher or any other type of credit/refund. The cardholder is responsible for disputing items when needed by following the procedures below in the Disputed Billings and Charge-backs section below. A copy of the written notice to US Bank regarding the dispute must be attached to the statement and the dollar amount highlighted on the statement as a disputed item. The cardholder is responsible for reviewing future statements to ensure a charge-back is received.  

The cardholder must then go to the on-line system to readjust the fund allocations as needed, indicate approvals and note any disputed items. In addition, the cardholder must identify the last name of the traveler in the Comments field.  After attaching the receipts/dispute notices to the paper statement, the cardholder should sign the statement as reviewed and approved.  At this point, for frequent travelers, the statement should be provided to the department travel coordinator for review and approval.  The department travel coordinator must then provide all statements to the department head by the 10th day of the month following the cycle (cycles go from the 26th to the 25th).

Department Head

The department head must approve the statements by the end of the month following the cycle. A copy should be made for the Department Travel Coordinator’s file before sending the statements to the AP Coordinator.  The statements must be sent to the AP Coordinator by the 15th day of the month following the cycle.

V. Allocation of Travel Card charges
The General Accounting staff will do a download from the on-line system of all charges, no sooner than the 15th day of the month following the cycle.  The spreadsheet will then be sent to the Accounting managers for review of account codes. Each Accounting manager/Designee is expected to return any coding changes within five (5) business days.  If no allocation changes have been made on-line, the default coding will be used.  One week later, the General Accounting staff will create the charge back transaction in the Finance system with a description indicating the travelers involved.
No reductions may be made to the spreadsheet as all charges must be charged back to the departments, regardless.  All charges will be charged-back, regardless of whether they have been disputed. If a credit is later received, it too will be allocated back to the departments and therefore eliminate the earlier charge.
VI. Disputed Billings and Charge-backs

Disputes regarding charges or billings hereunder shall be communicated in writing to U.S. Bank at P.O. Box 6344, Fargo, North Dakota 58125-6344. This written notice may be done in the on-line system by using the dispute feature.  A copy of the written notice must be sent to the department head, the department travel coordinator (for frequent travelers) and the travel card program administrators. 
The written notice must identify the cardholder's name and account number, the dollar amount of the dispute or suspected error, the reference number and a description of the dispute or error. Any communication regarding a dispute or suspected error must be received by U.S. Bank within sixty (60) days of the date of the Statement on which the disputed or incorrect charge first appeared. Disputed billings are categorized as, but not necessarily limited to, failure to receive goods or services charged, fraud, forgery, altered charges and charges incurred by telephone order where the authenticity of the charge is in question.  
U.S. Bank shall, upon the receipt of written correspondence, initiate a provisional charge-back to the appropriate account. U.S. Bank shall use its best efforts to resolve all documented charge-back requests within ninety (90) days of the date of receipt of such request. Charge-back requests can include but are not limited to disputes and corrections relating to non-receipt of merchandise or services, defective merchandise, incorrect transaction amounts, duplicate processing or failure of a provider of merchandise or goods or services to process a credit upon request.
If a personal charge is incurred on the Travel Card, an immediate notice must be provided by the cardholder to the department head and the travel card administrators. Reasonable mistakes will be allowed on a one-time basis along with mandatory retraining and immediate reimbursement to the City for all personal charges.  Two mistakes will result in a cancelled card along with the required reimbursement to the City for all personal charges. 

VII. Roles and Responsibilities

Cardholder

The cardholder is responsible for using the card in accordance with all applicable City policy and procedure.  The cardholder is responsible for securing the card.  The card and the card number must not be provided to anyone other than a legitimate travel vendor with whom business is being conducted.  In limited cases, and only with the prior approval of the Travel Card Administrators, the card number and expiration date may be provided to another City staff person who will be booking travel (examples: Council Member secretaries who book travel for the Council Members, Police officer emergency travel and Police emergency witness protection needs for up to three days).  
In the event of a lost or stolen card, the cardholder must call the bank immediately using the number on the statement.  A follow-up email must be sent to the department head, the department travel coordinator (for frequent travelers) and the travel card program administrators.  
The department travel coordinator must not allow anyone else to use the travel card.  It must be used for department-head approved business travel only. Department travel coordinators may not use the travel card for their own business travel.  If using the Internet to book travel, only secure sites that have encryption on the card information may be used.  The travel cards may not be used for personal travel.
Department Heads

Department heads are responsible for approving cardholders, approving credit limit changes, and approving MCC changes.  They are also responsible for ensuring appropriate use of the cards, approving all statements as being in accordance with City travel card policy and procedure, and ensuring that travel expense reports accurately reflect all authorized business travel for pre-paid expenses and travel card expenses.  
Department heads are also responsible for immediately notifying the Travel card program administrators of any employment status changes that will affect the status of cardholders. 
 Individual department heads may have additional procedures for internal control purposes, for travel cards, above and beyond the City Travel Card Policy and procedure.  If so, these requirements also must be followed in addition to the City’s Travel Card Policy and procedure.
General Accounting

General Accounting is responsible for communicating with the Accounting Managers/designees about the coding, for creating the financial transactions to zero out the credit card balance and charging back all charges to the applicable accounting codes.

Manager of Accounting/Designee

The Manager of Accounting/designee for each department is responsible for identifying any charges on the charge-back spreadsheet where the coding needs to be revised.

Travel Card Program Administrators

Travel card program administrators provide system overview - credit limit, allowable merchandise determinations, details of expense reallocation to department funding strings, card application review, bank payments, and spot audits to make sure that the Travel card use adheres to the City’s Policies and procedures.  Travel card program administrators are also responsible for notifying the bank of new cardholders and changes in status of existing cardholders.
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