University of Massachusetts
AMHERST

TRAVEL SERVICES

PHYSICAL PLANT BUILDING

360 CAMPUS CENTER WAY
AMHERST, MA 01003-9248
413/545-0776 FAX: 413/577-1772

CORPORATE TRAVEL CARD AGREEMENT

| hereby acknowledge receipt of my U.S. Bank VISA Corporate Travel Card, issued in my name and

assigned account #

In consideration of such receipt, | agree to:

I Abide by the travel policies and procedures in the Amherst campus Travel Policy and Procedures Manual
[www.umass.edu/aco/ss/travel/manuall.

I Keep my corporate card account current by paying all items promptly or by causing the University to pay
items charged to my corporate travel card.

I Use my corporate travel card for University business and travel expenses only, including, but not limited
to airfares, meals, hotels, conference registrations, and car rentals; not use the corporate travel card for
personal expenses or to purchase commaodities.

I Sign the Qniversity of MassachusettsO next to my name when renting a vehicle from a rental agency;
decline the liability insurance when traveling within Massachusetts; abide by the UniversityOs terms
pertaining to automobile rentals.

I Eliminate my use of University-issued cash advances [if card is cancelled due to misuse or delinquency |
understand | am not eligible for University cash advances].

I Notify the Travel Services Office of any change in my employment status or work location.

I Return the corporate travel card to the Travel Services Office, Physical Plant Building, University of
Massachusetts, Amherst, MA 01003 immediately upon my termination of employment or upon the
request of the UMass Travel Program Administrator or my Dean, Director, and/or Department Head.

I Grant access to my U.S. Bank VISA account statements to my Certified Travel Preparer and/or Business
Manager.

| have read, understand, and agree to the above terms and conditions and to the U.S. Bank VISA
Cardholder Agreement (included with new corporate cards). | understand that my failure to adhere to these
procedures constitutes misuse of University property and may result in the revocation of the U.S. Bank
VISA corporate travel card and/or University sanctions.

Employee Signature: Date:

Printed Name:

Employee E-mail address:

Travel PreparerOs Name(s):
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