NRP/EB CORPORATE CARD AUTHORIZATION FORM

Please Note:

· The Corporate Card is only used to purchase airline tickets for new employees who have not received a card and visiting scientists.

· Do not use the Corporate Card to purchase a ticket until you have a signed Travel Authorization.

· This form must be submitted with signed Travel Authorization and copy of the Airfare Receipt to the Administrative Officer within 24 hours of purchasing the ticket.

· Corporate Card may only be used for airline tickets, travel agency fees and voucher fees.

· No lodging or deposits may be charged to Corporate Card.

· Only refundable tickets can be purchased with the Corporate Card.


1. [bookmark: Text1][bookmark: _GoBack]Name of Traveler: 	     	


2. Beginning Date of Travel: 	     		     


3. End Date of Travel: 	     		     


4. Amount of Airline Ticket: 	$     	


5. TMC Fee: 	$     	


6. TAV Fee: 	$     	


7. Travel Voucher #: 	     	


8. Account Number to be Charged: 	     	


9. Departure City: 	     		     


10. Destination City: 	     	


11. USGS Employee Authorizing Trip: 	     	


12. Date Charged to Card: 	     	
