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As the employee requesting this Travel card, I have read and understand these terms and conditions.

Name: ________________________________________________________________

Last Four Digits of Social Security Number: __________________________________

Title: ___________________________________________________

Office/Location: __________________________________________

Campus Account Number for Charges: ______________________________ (ex. 123456.78)

Total Card Limit: __________________________________

Email: _____________________________________________________________

NYS EMPLID number (found on paycheck):_________________________________________

Phone: __________________________________________________

Signature: ________________________________________________ Date: _______________


PART II

As the supervisor of, ______________________________ I acknowledge that I am responsible to ensure that he/she abides by the terms and conditions of the travel card program. I will take appropriate action in situations involving misuse of the travel card. I will request the card be cancelled if he/she is terminated or if misuse or fraud is identified. I am also responsible for verify the accuracy of all charges. 

Supervisor’s Name: _____________________________________________________________

Supervisor’s Title:   _____________________________________________________________

Supervisor’s Signature: __________________________________________________________

OFFICE USE

Signature of Visa card pick up____________________________________________________

DATE: ____________________________________________________________________












As the employee requesting this Travel card, I have read and understand these terms and conditions.

(X) Replacement card 

OFFICE USE

Signature of Visa card pick up____________________________________________________

DATE: ____________________________________________________________________
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