Southern Arkansas University

Sponsored Travel Card Regulations

Sponsored travel cards are designed for individuals who travel with large groups of students or athletic teams. Any exceptions must be approved by the Vice President for Finance. 

Once the account is setup, the individual will be required to sign the Sponsored Travel Card Agreement Form. This will ensure that the individual is aware of their responsibilities as cardholder. Failure to follow the regulations will result in the card being suspended or revoked. 

A travel card reconciliation form and itemized receipts are required to be submitted to the Office of Financial Services no later than 5 working days after the return date of the trip.  Credit card statements are sent to the Office of Financial Services and will be reviewed and reconciled with the reconciliation form and receipts. The account number listed on the individual’s travel permit will be charged at that time. Transactions will also be reviewed for appropriateness of purchase. If necessary, payroll deduction will be used to reimburse the University for inappropriate charges or for the portion of the statement that is not supported with required reconciliation forms and/or itemized receipts. 
The sponsored travel card is to be used exclusively for travel related expenses. Personal expenditures are not appropriate and should never be allowed. Employees who use any of the state travel cards for personal expenditures expose themselves to having their cards suspended or cancelled and possible disciplinary actions. Several business categories are blocked from use by state employees. Should an employee attempt to use any of the state travel cards in these establishments a declined report is generated which identifies the employee, card number, date, time, amount and establishment. Use of any of the state travel cards in these establishments provides grounds for revocation of the card and disciplinary action. 

