
Corporate Travel Card Program



Jefferson Lab has chosen Bank of America’s 
Visa card for our travel card program.



Why VISA?

Acceptability
- Over 14M locations worldwide display 

the “VISA Accepted Here Sign”

Accessibility
- Cash is available at more than 460,000 

ATM machines 24/7

Presenter
Presentation Notes
Accepted at more than 14 million locations worldwide with cashAccess at more than 460,000 ATM’s accepting VISA.



• Cash Advances are available via ATM or at a teller window
– Limit – 2 ATM or 1 teller window withdrawals per week.
– JLab will reimburse the bank 3% “CASH – Finance Charge: 

transaction posted to your travel card account. 

• ATM fees are a reimbursable expense
– Reimburse up $15.00 per week
– Including a transaction receipt with expense report is recommended

– (bank fees assessed more than 3 days before travel starts or the day after travel ends are 
unallowable and constitutes misuse of the card).

How Will This Change the Way I 
Travel?

Presenter
Presentation Notes
Limit of two Cash Advance withdrawals per week.We reimburse up to 2.5% of the amount withdrawn.  



How Will This Change the Way I 
Travel?

• Registration fees can be paid on-line or by phone.
Advances to pay travel card charges can be arranged.

• Guarantee Hotels

• Use the VISA card to pay for all travel related 
expenses, except airfare and car rentals.  

(airfare and car rentals are charged to a Lab Corporate Card – airline 
changes and last minute car rentals should be arranged through CI Travel)

Presenter
Presentation Notes
The VISA Travel Card can be used to pay for all business related travel expenses except airfare, I.e., rental car, registration fees, taxis, hotels, meals, etc.  



How Will This Change the Way I 
Travel?

•  Traveler may request early reimbursement 
of charges to meet payment due dates. (i.e. 
registration fees paid in advance of travel – check with 
your Department Admin person or call travel services.)

• Statements are sent to your statement 
address directly from BOA.  

• You are responsible for remitting payment 
directly to BOA. (Payment in full is due by due date on the 
statement).   

Presenter
Presentation Notes
Travelers may request reimbursement for items charged early to meet statement due dates., I.e. registration fees paid in advance of travel. Statements are sent to your statement address directly from BOA and you are responsible for remitting payment directly to BOA. 



What Aspects of My Travel 
Won’t Change?

• Original receipts are still required for airfare, 
hotel, car rental, registration fees and any other 
single item in excess of $75.00

• Reimbursement is made at per diem rates based on 
the business location where you spend the night, as 
specified in the JLab Policy and Procedures, and 
that meet the DOE contract parameters.



How Long Do I Have to Pay My 
Bill?

• The statement date is the 27th of each 
month – 30 day billing cycle.

• Payment is due to BOA 25 days after the 
close date - about the 21st of the next month.

• Timely submittal of expense reports will 
ensure prompt reimbursement of your 
expenses. (a direct deposit authorization  with bank information 
is needed to ensure prompt reimbursement.  See Travel Card program 
information on the Travel webpage for a direct deposit authorization)



Should I use the Travel Card?
USE THE CARD

• Obtain cash advance up 
to 3 days prior to 
departure date, while on, 
or immediately following 
JLAB business related 
travel.

• To pay for Hotel, taxi, 
meals, etc., while on 
travel conducting JLAB 
business.

DO NOT USE CARD

• Obtain Cash Advance 
for personal use.

• Purchases of other than 
JLAB business travel 
related expenses.  

• Procurement card 
purchases.

• Tuition Assistance 
charges.



What Constitutes MISUSE of the 
Travel Card

• The Lab does not benefit directly or indirectly 

• Employee was reimbursed by the Lab for
allowable expenses and failed to pay the 
financial institution when payment is due.

IF NOT SURE ABOUT USING THE 
CARD CONTACT CAROL @ x7519



Benefits to the Traveler

• Obtain cash advance for immediate need.

• No need to carry large amounts of cash on travel.

• No need to utilize personal credit card (and tie up 
personal line of credit).

• Eliminates repayment of excess cash advances to 
Lab.



Benefits to the Traveler

• A method to pay for emergency situations 
while on travel, i.e., change in travel plans, 
unplanned expenses, etc. 

• In addition to Jefferson Lab’s insurance: 
Door to Door $500,000 life insurance.



Benefits to the Lab

• Method of streamlining cash advances.

• Encourages remittance of expense reports in a 
timely manner.



What Are Unallowable 
Expenses?

Expenses that cannot be  reimbursed with DOE 
funds.  (Travel card may be used to charge these items in 
conjunction with official business travel.) This list is 
not all inclusive:

• Alcohol
• Entertainment
• Lodging in excess of maximum allowed per diem.
• Rental Car Insurance – U.S. Travel Only
• Expenses related to personal days, i.e., rental car, 

gas, hotel, meals, etc.



What Are Unallowable 
Expenses?

•  Additional airfare costs for personal 
reasons.

• Transportation expense tips over 20%. 
• Additional lodging cost to accommodate 

spouse and/or dependents.
• Service Fees assessed by the Bank.

– $29 or 2.5% whichever is greater for every 
transaction over 30 days old.



What Are Unallowable 
Expenses?

•  Memberships in organizations, unless 
specifically approved by our Contracting 
Officer. (See approved list on the Procurement webpage.)

• More than one reasonable (up to 15 min.)
phone call home per day.

• Fees Associated with 
– Rental Car Upgrades
– Non-JLab drivers under 21
– GPS Navigational systems



VISA Corporate Travel & Emergency 
Assistance

(800) 847-2911

VISA offers the following assistance:
• Lost or stolen card reporting
• Emergency card replacement or emergency cash
• Emergency medical and referral assistance
• Emergency legal referral assistance
• Emergency transportation assistance
• Emergency ticket replacement



VISA Corporate Travel & Emergency 
Assistance

(800) 847-2911

• Lost luggage assistance
• Emergency message service
• Emergency translation service
• Prescription assistance and valuable 

document delivery.



Important Information
• Travel Policy located in Section 402 on the Admin Manual Web Page.

• VISA (800) 847-2911
CI Travel (757) 269-7269

24 Hour Service (800) 876-4992,
Agency ID  VPD

• Carol Kinsey-O’Neal x7519
• Gloria Daniel x7437
• Pam Turk x5370



VALIDATE YOUR TRAINING BY EMAIL TO TRAVEL

I have read the travel card policy and procedures and understand the 
complete policy can be found in the Admin Manual section 402-06.

mailto:travels@jlab.org,kinsey@jlab.org?subject=Travel%20Card%20Training%20completed;&body=I%20have%20read%20the%20travel%20card%20policy%20and%20procedures%20and%20understand%20the%20complete%20policy%20can%20be%20found%20in%20the%20Admin%20Manual%20section%20402-06.
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