Berkeley Lab Travel Charge Card Application

Employee Applicant Information

	
	
	

	First Name
	Last Name

	
	
	

	Social Security Number
	Birth Date

	

	Business Address – Street

	
	
	

	City
	State
	Zip Code

	

	Home Address – Street

	
	
	
	

	City
	
	State
	Zip Code

	
	
	

	Home Phone
	
	Business Phone

	
	
	

	Mother’s Maiden Name
	
	Employee Number


Campus/Lab Information

	

	Name of U. C. Site Requesting Issuance of Card

	
	
	

	Address of U. C. Site – Street

	City


Employee Understanding/Signature

In using this card, Employee Applicant understands that it is to be used for solely for Laboratory business charges, as allowed by Contract 31 and Laboratory policy. The cards are to be used for expenses associated with official travel such as hotels, car rentals, meals, miscellaneous expenses and registration fees. Personal charges, unrelated to Laboratory business purposes, are not to be charged to the corporate card. Corporate travel cards are issued directly to the cardholder and not the Laboratory.  Employee Applicant understands that he/she totally responsible and liable for all expenses charged to this card. Employee Applicant understands and acknowledges that payment is due to US Bank upon receipt of the statement. Employee Applicant understands that delinquencies and/or misuse may result in the cancellation of the traveler's card and/or other corrective action up to and including termination of employment. Any interest and/or late fees incurred for delinquent payments are the responsibility of the employee.

Employee Applicant requests that he/she be issued a US Bank Visa Corporate Card. US Bank may obtain credit information concerning Employee Applicant for the sole purpose of renewal and/or replacement of the US Bank Visa Corporate Card. In consideration of this issuance and the use of the US Bank Visa Corporate Card, the Employee Applicant agrees to be bound by the US Bank Visa Corporate Cardholder Agreement accompanying the card, as amended by US Bank from time to time, for all charges incurred by the use of the card or related account. Creditor is US Bank National Association N.D.

	
	
	

	Employee Applicant Signature
	
	Date

	
	
	
	
	

	Approving Manager (Print Name)
	Approving Manager Signature
	Date


Your US Bank Visa Card will be mailed to you within 7-10 days following the receipt of your application.

Fax the completed and signed application to Travel Services @ 510/486-6888.

Charge Card Application
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