Contacts

State Travel
Management Program (STMP)
303.866.3970

www.colorado.gov/dpa
Division of Central Services—Travel Program

Lenora Kingston, Program Manager
303.866.3986—Ilenora.kingston@state.co.us

US Bank

Customer Service
800.344.5696

Customer Service Outside the US
701.461.2010 (collect)
Access® Online Help Desk
877.452.8083 Option 2

US Bank Online Training
https://wbt.access.usbank.com

Reporting Lost or Stolen Cards
Call 800.344.5696

Billing Disputes need to be communicated
in writing to:

U.S. Bank
P.O. Box 6344
Fargo, North Dakota 58125-6344

Communications should include the name and
account number, the dollar amount and descrip-
tion of the suspected error. Any communication
regarding a suspected error must be received
by US Bank within 60 days of the Cardholder
Statement date in which the suspected error first
appeared. To facilitate billing disputes, STMP has
provided the US Bank Dispute Form on the state
travel website.

Mandatory Travel Agreements

Travel Payment System: The use of the travel payment
system is required by way of Executive Order D 005 03. The
payment system provides three types of accounts:

« Individual travel cards offer individual liability and a
wide array of insurance and traveler benefits;

« Central travel cards, aka event cards, carry corporate
liability, offer a wide array of insurance and travel
benefits, and are primarily intended to support travel-
related purchases for meetings, occasional travelers,
and guests of the State;

« Central travel system accounts enable the charging of
airfares through third-party suppliers such as travel
agencies to centralized bills having corporate liability.

Airfare Agreements: The State of Colorado has 250+
mandatory airfare city-pair prices agreements with various
awarded airlines as detailed on the state travel website.
These agreements offer two types of fares, a “Y” fare or
unrestricted fare, and capacity-controlled fares. All fares are
fully refundable, fully changeable without penalties or fees.

Auto Rental Agreements: The State has mandatory
national price agreements with various automobile rental
agencies. The state travel website provides details on
these agreements.

Travel Agency Services: The State has awarded mandatory
travel agency service agreements that allow all State agen-
cies to select travel agencies for use by their air travelers.
The selections are available on the state travel website.
Travelers may purchase an airfare from an internet provider
if internet airfare purchase policies are followed as estab-
lished by their respective Travel Compliance Designee.

Permissive Travel Agreements

Lodging Accommodations—In-State: Travelers may, at
their option, make use of permissive agreements with over
200 lodging providers in all areas of the State. These agree-
ments offer travelers rates at or below the federal lodging
per diem. The State Lodging Directory provides extensive
information about each property and is available on the
state travel website.

Lodging Agreements—National and Worldwide: Travel-
ers may, at their option, make use of the National & World-
wide permissive agreements for lodging. The state travel
website provides details on these agreements.

Website access for all travel-related agreements:
www.colorado.gov/dpa
Division of Central Services—Travel Program

State of Colorado
Department of Personnel & Administration

Division of Central Services—State Travel Management Program

633 17th Street, Suite 1580, Denver, Colorado 80202
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Use of the State Issued
Travel Card

Use of the US Bank VISA travel card is
mandatory. Executive Order D 005 03 states: “..
the State of Colorado will utilize the new state travel
credit card to facilitate transactions regarding neces-
sary and approved state employee travel. This card
provides state travelers with a means of charging
their official travel expenses while receiving a wide

array of added benefits at no cost.”

Cash Advances are typically not offered. If a
traveler requires a cash advance to conduct busi-
ness for the State of Colorado, an exception may be
approved by their Travel Compliance Designee.

Credit Limits are typically set at $3,500. The
Travel Compliance Designee may facilitate an
adjustment if a traveler requires a different
credit limit.

Official State Business Use is the only type
of charge permitted on the cards. These purchases
should be limited to travel related expenses like
rental cars, hotels, meals and ground transporta-
tion. Travelers are allowed to make internet airfare
purchases on the individual travel card if all state
and agency policies are followed.

Benefits

Convenience is offered to state travelers through
a universally recognized and accepted VISA
travel card.

Insurance provided by the US Bank travel card
provides primary collision damage waiver (CDW)
coverage on rental cars to the full value of the

vehicle. The card will not provide CDW coverage
on vans with capacity for more than 8 passengers,
cargo vans or trucks. With the US Bank travel card,
any traveler renting an 8+ passenger van, truck, or
cargo van must buy collision damage waiver insur-
ance provided by the rental car firm. The US Bank
travel card also provides up to $500,000 in accidental
death and dismemberment insurance on common
carriers—airlines, trains, limousines and shuttles.
Travelers will also have lost baggage coverage up
to $1,250 for items lost by common carriers.

Lost Card Protection is afforded to card-
holders and to the State. You will not be liable for
unauthorized charges that occur after you notify
US Bank, by phone and in writing, of the loss, theft
or possible unauthorized use of the travel card.
See Reporting Lost or Stolen Cards.

No Annual Fee is associated with the US Bank
travel card.

Credit Activity and Bureau Notification
will not be reported in connection with the US Bank
travel card unless the payment on the balance is
more than 180 days late.

Access® Online US Bank AccessOnline is an
exclusive web-based electronic management tool
that provides state travel cardholders with quick ac-
cess to their complete account information enabling
individuals to view their account activity and billing
statements online.

TelePay is a convenient FREE service that
allows account holders to pay US Bank statement
from any touch-tone phone. Cardholders can decide
the amount, time and day they want to pay. Once
the cardholder has implemented TelePay, making
payments is easy.

Simply call 800.344.5696, specify the payment
amount and it will be applied. The next day the
funds will be transferred from a designated check-
ing or savings account. If the call is received before
6:00 pm CST, the payment will be posted that
same day.

Responsibilities

Payment Terms provide that the cardholder
will not incur a late fee if payment is made within
59 days. At 60 days, one percent interest is applied
to balances and the account is suspended until
payment is received. If payment if not received by
90 days, the account is closed. The credit bureau is
notified of all balances older than 180 days.

Cardholder Agreements must be signed
prior to issuance; all cardholders are now required
to sign a cardholder agreement. The agreement
clarifies the responsibilities of cardholders in areas
such as restrictions on use of the card to official
travel, US Bank billing terms, and access to rules via
internetlinks regarding applicable Procurement Code
provisions, Fiscal Rules and Central Services
Travel Rules.

Lost or Stolen Cards must be reported
immediately by phone as required by the contract
800.344.5696.

Taxes differ by type of card and liability.
Individual travel card charges are NOT tax exempt;
event cards ARE tax exempt because the
charges on event cards are a state liability. The
individual cards have contingent liability. The
State is liable for any official state travel not
reimbursed to the traveler, but the State is not
liable for any personal or fraudulent charges.
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