CARDHOLDER SETUP

‘Travel-Individually Billed Account

Step 1: APPLICANT INFORMATION (7o be completed by applicant)
Applicant Name: fmax. 24 char.)

Social Security Number: Datc of Birth: __/  /

Dept./Office/Agency Name:

Home Address: o _____ (max.65 char.)
Citv: {max. 20 char )

State Zipr - Country: __ _ Home Phene Number . - -
Business Phone Number: -~ - Business Fax Number: _ _ _-_ - (optional)
Business E-mail Address: foptional) (max 60 char)

Employee Understanding/Signatuare:

Applicant requests that hesshe be issued a U.S. Bank Travel Card, which may be standard or testricted  The Applicant agrees to accept whichever type of
account is established and be bound by the Agreement Berween Individually Billed Cardholder and U.8. Bank. Creditor is U.S. Bank National Association ND.
Applicant understands that this card is to be used for official travel and travel related expenses. Applicant understands that the U.S. Bank billing statement is
due and payable in fuli upon receipt. Applicant understands that he/she is liable to U.S. Bank for full payment of all Charges authorized by applicant,
independent of any agreement or program for reimbursement that may exist between applicant and agency/organization. Information on delinguent accounts
may be furnished to consumer reporting agencies or others who may properly receive that information and youconsent to the foregoing.

Applicant acknowledges that alt information previded herein is e and correct. Additionally, (initial either A. or B. below):

A, 1 authorize U.S. Bank to obtain credit information in connection with this application.
B. [ do not authorize U.S. Bank to obtain credit information and therefore, [ will not be eligible for a standard account.
Applicant Signature/Date

Step 2: SEND FORM TO YOUR AGENCY/ORGANIZATION PROGRAM COORDINATOR (A/OPC} FOR
COMPLETION

Step 3: AGENCY/ORGANIZATION INFORMATION (7o be completed by A/OPC)

Bank 8201 AgentNumber _ Company Number _ Division _ Departrment
Reporting Levels (TBR)
Level1 44862 Level2 Leveld Level4
Level 5 Level6 Level7
Master Accounting Code:
{oprional) fmax. 75 char.)
Step 4: AUTHORIZED A/OPC SIGNATLRE Step 5: SUBMIT COMPLETED FORM
A U.S. Bank Travel Card will be tssued within 3 days following the receipt of the
Signature completed application
Print Name Fax form to: 612-973-3791 or 800-974-0777
Phone Or mail form to: U.S. Bank Government Services

200 South Sixth St. EP-MN-L26C
Fax Minneapolis, MN 55402
Questions? W Call Customer Service at 888-994-6722

Shank

Date Submitted

Form: CHSET- TRV (11/06) 1ofl




HHS Traveler's Agreement
for Government Contractor-Issued Travel Charge Card Users

| {print name], , have received, read, and understand the
information regarding appropriate use of the Government contractor-issued travel credit card. In addition
to this Agreement, the specific documents that | have received include: a memarandum to All Employees
on “Proper Use of the Governmant Contractor-issued Travel Charge Card” and the Individual Cardholder
Agreement from the card issuer,

| further understand that:

1. My travet charge card may be used ONLY for my own authorized official business expenses
associated with temporary duty travel, including cash travel advances at an ATM, and allowable
relocation expenses (such as en-route travel and an authorized house-hunting trip) -- use of the
card for any other purpose is misuse;

2. | am responsible for securing my travel charge card to prevent its unauthorized use by others,
as | am the sole person authorized to use this card,

3. Using the card for personal purchases or other non-iravel expenses or ATM withdrawals other
than for official travel for which such use is authorized, s misuse;

4, Using the travel charge card for local travel expenses is misuse unless a specific exception
(listed in section 8-00-10 of the 2005 HHS Travel Manual) applies;

5. Official reprimands, suspension from duty without pay, and removal from the Federal service
are some actions that may be taken for misuse or abuse of the Government-issued travel
charge card,

6. 1 must pay my travel charge card bill on time every month | receive a bill, although | may
dispute any charge | believe is inaccurate by following the specified procedures in my
Cardholder Agreement with the card issuer;

7. An applicable Federal statute grants HHS the authority to collect undisputed delinquent
amounts owed to a contract travel charge card issuer through involuntary salary offset under
Public Law 105-264 and 5 U.5.C. 5701(d);

8. The trave! charge card contractor who issued my card may suspend or cancel the card and
may ultimately report my delinquency to credit bursau(s). This may have unfavorable effects
on my personal credit rating and reports; and

9. My failure to adhere o the terms of this Agreement and the Incividual Cardholder Agreement
between the travel charge card issuer and myself may be considered misconduct subject to
disciplinary and/or adverse actions, up to and including removal from Federal service.

In accepting and using my Government-issued travel charge card, | agree to and accept the terms above
governing my use of this card.

Employee’s Signature/Date Supervisor’s Initials/Date

This document is only intended fo provide general informalion on HHS travel pollcy and GSA travel regulations. Itis neither
comprehensive nor intended to replace reviewing with those provisions. Recipients of this document are encouraged to become
familiar with the MMS Travel Manual, GSA regulations pertaining to travel, and any applicable collective bargaining agreement.
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