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	Department of Transportation

TRAVEL INFORMATION & POLICY

	Subject:

 American Express Payment Policy During a Budget Impasse 
  
	Number:

	
	TIP 12-003

	
	Date Issued:

	
	June 15, 2012

	References:
	Expires:

	 Department of General Services - Statewide Travel and Meeting        Management Program (STAMMP)
	 Until Rescinded

	Purpose/Policy
Use of AMEX Card During a Budget Impasse
Card Usage Reminder

Individual Corporate Card Requirements

Questions


	To remind employee cardholders that all American Express (AMEX) Individual Corporate Card accounts for business travel expenses should be at a current payment status no later than the June 2012 statement closing date.
Account balances should be paid in full by the June 2012 payment due date. As a general policy, if the account falls behind to 60 days past due or more, AMEX has the authority to suspend and/or cancel the card.
Once the accounts are current, employees should maintain the account to remain in good standing. This will help to prevent unnecessary account closures and credit restrictions.
In prior year budget impasses, AMEX had agreed not to suspend employee accounts at the normal past due interval as long as the payment status is “current” no later than the June billing statement closing date. However, AMEX reserves the right to suspend service if the impasse becomes protracted.
Per the Department of General Services contract, the AMEX accounts intended use is for actual and necessary business travel expenses reimbursable by the Department. Cardholders are not to make personal purchases on the card.
The AMEX Individual Corporate Card requires all cardholders to either travel a minimum of 5 times per year or incur a minimum of $5,000 of travel expenses per year. Cardholders may contact the Travel Policy Section to cancel the account if the cardholder cannot meet the minimum requirements.
To obtain an AMEX Individual Corporate Card, traveling employees may complete an application here.
If you have questions regarding this information, please contact Asni Tefera at (916) 227-9325. To view the Department’s travel policies, please visit the Caltrans Travel Guide.

For individuals with sensory disabilities, documents may be obtained in alternate formats. To obtain such services, please e-mail Katie_Kennedy@dot.ca.gov. TTY users may also call (800)735-2922.









