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TTUHSC employees who are expected to travel for official TTUHSC business must
apply for a state-issued travel card. Employees must understand HSC OP 79.11, Use of
State Travel Credit Card, understand and sign the Travel Card Use Agreement Form,
obtain supervisory approval, and submit the form to the TTUHSC Travel Office.
TTUHSC Travel Card policies are based on the Texas Administrative Code, Title 34,
Part 1, Chapter 20, Subchapter F, Rule 20.308.

e The travel card can only be used for TTUHSC business-related travel and is not
for personal use. Misuse of the card may result in disciplinary action up to and
including termination.

e The employee is responsible for paying all charges resulting from the use of the
travel card. TTUHSC is not responsible for charges for nonpayment by the
employee.

e Citibank will suspend or cancel the travel card if balances are not paid in a timely
manner.

e TTUHSC Travel Office will close the travel card for misuse and will notify both the
employee and their supervisor.

e |If the travel card is suspended or canceled for misuse or nonpayment, the
employee is not eligible for travel advances or use of the corporate BTA card.

¢ |If the employee terminates employment with TTUHSC, the department has the
obligation to reclaim the travel card, destroy the card, and notify the TTUHSC
Travel Office.

e TTUHSC reserves the right to interpret, change, modify, amend, or rescind the
Travel Card policy in whole, or in part, at any time without prior notice or the
consent of the employee.

If you have additional questions or need more information, please contact the Travel
Office at travel@ttuhsc.edu or go to TTUHSC Travel Home.
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https://www.ttuhsc.edu/administration/documents/ops/op79/op7911.pdf
https://www.ttuhsc.edu/administration/documents/ops/op79/op7911.pdf
http://www.fiscal.ttuhsc.edu/paymentservices/travel/collateral/Citibank%20Travel%20Card%20Use%20Agreement%20Form.pdf
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=308
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=20&rl=308
mailto:travel@ttuhsc.edu
http://www.fiscal.ttuhsc.edu/paymentservices/travel/

