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IMPORTANT ANNOUNCEMENT ABOUT CORPORATE TRAVEL CARD
March 11, 2004

To: Vice Chancellors, Deans, Department Heads
Re: Corporate Travel Card Program

The State of Louisiana has contracted with Bank of America to issue Visa travel cards for State employees. The contract with American Express to provide corporate travel cards will expire April 30, 2004. The Visa travel card will replace the American Express Corporate Card previously issued to employees. 

Just as with the American Express Corporate Card, the Visa travel card will be the employee’s personal liability. The Visa travel card must be used to purchase contract air fares from Navigant International, the second largest travel agency in the nation. The Visa travel card may be used to pay conference registration fees, hotels, and meals- any travel related expenses. Retail purchases on the Visa travel card will be limited to $250 per month. The retail limit is provided in case there are incidental purchases that must be made while traveling. The Visa travel card is not intended to be a replacement for an employee’s personal credit card.

Current American Express cardholders in good standing will be automatically issued a Visa travel card. Bank of America defines “good standing” as accounts with charges outstanding for no more than 60 days. Any American Express cardholder not in good standing will have to complete a credit application and be approved for credit with Bank of America. Please advise employees to continue to use their American Express cards until the new Bank of America Visa travel cards are issued. 

The new Visa travel cards will be delivered to the employee’s home address and should arrive in approximately four to five weeks. Once an employee receives their card, they will have two weeks to cancel their old American Express card and activate their new Visa card. 

 Program administration for the American Express travel card is currently managed by Auxiliary Enterprises. From this point forward, all new Visa travel card applications and administrative issues will be managed through the Office of Procurement. If there are any questions we can answer, please call me at 568-4554 or Rob Parker at 568-4814. We anticipate a smooth transition from American Express to Bank of America.

Danielle R. Burlison

Procurement Card Manager
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