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TRAVEL CARD ACCOUNT APPLICATION
PROPOSED CHANGE:
(For the bank to contact you directly, if needed)
Add Guest arranging: 
For Employee only:
CARD LIMIT REQUEST (Select One):
Jan
Feb
Mar
Apr
May
Jun
Jul
Aug
Sep
Oct
Nov
Dec
Total
Number of Trips
Total Expenses
Estimated Annual Travel Budget (Only required if requesting a limit above the minimum)
EMPLOYEE INFO (Please type in the required information):
Participation in Wayne State University's Travel Card Program is a convenience that also carries cardholder responsibilities. As a recipient of a University Travel Card I agree to comply with the following rules regarding usage of the card:
 
 
 
I understand that this card is intended for Wayne State University business expenses only and is not intended for personal use. 
 
I understand that all charges resulting from use of the card are my sole financial responsibility and, pursuant to my collective bargaining agreement or employment agreement, as applicable, any misuse of this card can result in disciplinary action up to and including termination.
 
I understand that payment for all charges on the card are my responsibility and are due in full with each monthly billing.  I further understand that I am responsible for the accrual of any late fees or interest charges which may result from untimely submission of the travel expense report.  
 
I agree to indemnify Wayne State University for any loss resulting from my misuse, unauthorized use, or my failure to pay balances when due. I understand that any unpaid balance that could result in a write off against Wayne State University from JPMorganChase may be recovered by the University through any means available to it under the law, including withholding funds from my paycheck. By signing this consent, I agree to allow the University to withhold funds from my paycheck for any balances that the University pays on my behalf. 
 
I agree to return the card to the University's travel card administrator upon request or upon termination of employment (including retirement).  I agree not to use the card after my termination of employment. 
 
I understand that termination of my card privileges by JPMorganChase or by Wayne State University does not relieve me of my financial responsibility for payment of any charges to my card, including unpaid balances, late fees, or interest charges. 
 
I agree that if my employment terminates before Wayne State University has reimbursed me in full for my authorized travel expenses, Wayne State University may pay JPMorganChase directly the amount of my unreimbursed authorized travel expenses and seek reimbursement from me for any unauthorized travel expenses paid on my behalf. 
 
I understand that I am responsible for ensuring that the travel card and its card number are protected from theft or loss. In the event of loss, theft, or improper use of my card or card number, I agree to immediately notify JPMorganChase and the University's travel card administrator. 
 
I have read and agree to comply with the travel policy and requirements for the travel card usage. Failure to comply with the travel policy and/or requirements for the travel card usage may result in termination of my card privileges by Wayne State University or JPMorganChase. 
 
I consent to the business managers (or University Program Administrators) having access to view my detailed spending information and payment history for the purpose of reporting, program management or other University business-related purposes.
 
 
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
TRAVEL CARD ACCOUNT APPLICATION
Employee:
I agree to the terms noted above, and that the information provided is true and accurate.
APPROVAL OF REQUEST:
Business Manager:
Dean/AVP/VP:
Travel Office:
TRAVEL CARD ACCOUNT APPLICATION
Department Chair/Director:
Any questions, please call (313) 577-6610
OR
Email: travelwayne@wayne.edu
Travel Card Office 5700 Cass Suite 4200, AAB
Forward completed form to:
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