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TRAVEL CARD PROGRAM PROCEDURES FOR INDIVIDUAL CARDHOLDERS 
 

1. 

https://leo.doa.louisiana.gov/irj/portal
https://webservices.ulm.edu/forms/get-form/918
http://www.doa.la.gov/osp/Travel/forms/tcardholderagrmt.pdf
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9. Notify the program administrator if fraudulent charges are noticed, as the card may need to be 
cancelled and another card issued. 

 
10. Immediately report a lost or stolen card by calling Bank of America at 1-



http://ulm.edu/controller/
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e. Those signatures will be certification by the signers that all charges represent accurate and valid 
University expenditures.  A copy of the statement is to be retained by the cardholder. 

 
3. Cardholder is to submit statement with supporting documentation to General Accounting Department 

ƛƴ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ƴƻ ƭŀǘŜǊ ǘƘŀƴ ǘŜƴ όмлύ Řŀȅǎ ŀŦǘŜǊ ǊŜŎŜƛǇǘ ƻŦ ǘƘŜ ƳƻƴǘƘƭȅ ǎǘŀǘŜƳŜƴǘΦ 
Statements not received within fifteen (15) days may result in cancellation of card. 
 

a. Here is what you will need to do as soon as your monthly statement arrives: 
i. Upon receipt of the statement, please attach all ORIGINAL receipts or invoices to the 

statement.  Emailed receipts from Hotel websites and SHORTS are acceptable. We 
require that you provide the original cash register receipt. In the event the receipt is 
ƭƻǎǘΣ ŜǘŎΦΣ ŀ ŎƻǇȅ Ƴǳǎǘ ōŜ ŦŀȄŜŘ 5Lw9/¢[¸ ¢h ¢I9 /hb¢wh[[9wΩ{ hCCL/9 ǘƻ ому-342-
5103 from the merchant.  In the event that a business uses credit card machines that 

http://www.ulm.edu/controller/
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department.  Bank of America will be notified in writing of any unresolved disputed item within sixty 
(60) days of the date of the statement on which the questioned item appears. 
 

3. /ŀǊŘƘƻƭŘŜǊ ƛǎ ǘƻ ƛƴŘƛŎŀǘŜ ƻƴ ǎǘŀǘŜƳŜƴǘ ǘƘŀǘ ŀƴ ƛǘŜƳ ƛǎ ƛƴ ŘƛǎǇǳǘŜ ŀƴŘ ŀǘǘŀŎƘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ά{¢!¢9a9b¢ 
hC 5L{t¦¢95 L¢9aέΦ 
 

4. The Program Administrator will forward STATEMENT OF DISPUTED ITEM(s) to Bank of America and 
assist cardholder in resolving disputes to ensure proper credit is given on subsequent statements. 

 
 
LOST OR STOLEN CARDS: 
Cardholder MUST report any lost or stolen cards immediately to the Bank of America by phone and then notify 
the Program Administrator.  The bank will immediately cancel the card and forward a replacement card within 
three (3) to five (5) business days. 
 
  To report lost or stolen cards, cardholder MUST call: 
  Bank of America ς 888-449-2273 
  Program Administrator ς 318-342-5122 (Susan Clow) or 318-342-5104 (Amy Estes) 
 
IMPORTANT TO REMEMBER:   
A. tǳǊŎƘŀǎŜǎ ŦƻǊ ŀ ǎǳƳ ǿƘƛŎƘ ŜȄŎŜŜŘǎ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΩǎ ǎƛƴƎƭŜ ǘǊŀƴǎŀŎǘƛƻƴ ƭƛƳƛǘ ƻŦ ϷрΣллл Ŏŀƴ ƻƴƭȅ ōŜ ŀǇǇǊƻǾŜŘ 
through the Office of State Travel.  Approval must be in writing. 
 
NOTE:  The cardholder must sign off on transactions before credit is released back to the balance and be 
available for use.  Otherwise, the available credit can cycle down to zero.  Billing cycle is the 9th of the 
month to the 8th of the following month. 
 
B. Procurement requirements shall not be artificially divided as a means of appearing to stay within the limits 
stated. 
 
ONLINE TRAINING – REQUIRED TO MAINTAIN A TRAVEL CARD/CBA ACCOUNT: 
Annual training certification for all Travel Card Program participants are available in LEO > My Training, which 
is the same system where you find other mandated-type courses, such as 9ǘƘƛŎǎΣ {ŜȄǳŀƭ IŀǊŀǎǎƳŜƴǘ ƻǊ hwaΩǎ 
Defensive Driving. The courses will remain available at all times for you to reference. 
  
tǊƻƻŦ ƻŦ ŎƻǳǊǎŜ ŎƻƳǇƭŜǘƛƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ¢ǊŀƛƴƛƴƎ ¢ǊŀƴǎŎǊƛǇǘΣ ŀǾŀƛƭŀōƭŜ ƛƴ [9hΣ ŀǎ ǿŜƭƭ ŀǎ ƻƴ 
other training-related reports such as the Qualification Report.  ULM requires that the certificate, available at 
the end of each course, be sent to the program administrator(s) to show proof that the applicable certification 
class was taken and passed with at least a 90% score in order for a cardholder to continue to possess a card or 
to continue to be designated as an approver or program administrator for either program. 
 
Cards/CBA accounts can be suspended for annual certification violations. 
 
Available courses are listed as follows: 
OSP Travel Card Cert for Cardholders 
OSP Travel Card Cert for Approvers 
  


