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Citibank VISA Travel Cards





1.  Purpose.  This circular establishes VBA policy on the use of the Government issued Citibank VISA Travel Card.



2.  Policy:  Citibank travel cards are issued to employees for use when on authorized government travel.  All employees who are expected to travel will be offered a travel card.  Employees can obtain a Citibank travel card application from the Office of Resource Management, Travel Policy Division (241G) or from your travel coordinator.  The travel card will be used solely for expenses incurred on official authorized government travel such as:



Transportation (plane, train, bus or car)

Lodging

Meals

Ground Transportation (bus, taxi, shuttle, subway)

Airport Parking

Rental Cars (compact or economy unless other is authorized)

Telephone Calls (business as needed/one brief personal call home daily)



Your Citibank Government VISA Travel Credit Card is for your official authorized government travel only.  As the cardholder, you are responsible for all charges.  For instance, do not use your card to reserve/confirm lodging for another traveler.  If unused lodging is not cancelled timely, you will not be reimbursed.



Cash advances are permissible but should not be requested unless necessary.  Travelers can receive cash advances using their Citibank VISA card (ATM).  Cash advances taken should not exceed 80% of the total per diem you are authorized.  The advance will be charged to your government travel card and Citibank charges .95 cents for each transaction.  Some financial institutions may also charge a cash advance fee (both fees are reimbursable) and should be claimed on the travel voucher.  Cash withdrawals are limited to $400.00 per week.
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Travelers are responsible for filing a travel voucher within 5 days after completion of travel and being enrolled in Electronic Funds Transfer.  You will be reimbursed directly through your bank account for your travel claim within 3-5 business days after it is received at the Austin Financial Services Center.  Each month you will receive a statement directly from Citibank.  The traveler is responsible to pay Citibank promptly and in full.  If payment is not received within 60 days, your card is suspended until payment is received.  After 90 days Citibank will turn the account over to a collection agency.  After 120 days the delinquency can go on your personal credit report as bad debt and you will be assessed a late fee of 2.5% monthly, until the debt is paid in full.  In addition, Citibank will cancel your account.  



Reinstatement is at the discretion of Citibank and will be based on traveler’s past performance and credit record.  If your card is cancelled and your job requires you to travel, it will be your responsibility to fund that travel.  Transportation can be accommodated with the corporate card but Citibank may restrict cash advances based on historical data.



Misuse of the travel card (personal purchases, late payments, etc.) is grounds for disciplinary action. 



If your travel card is lost or stolen, please report it immediately to 

1-800-790-7206.



3.  Questions.  Can be directed to VBA Travel Policy Division, VAVBAWAS/CO241G. 
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					Under Secretary for Benefits
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