Use of Business Travel Account (BTA)

The BTA is a university credit card (American Express).  It is used to book airline tickets for:

· Guest lecturers, visiting scholars, and other visiting dignitaries where the university has agreed to pay for the airline ticket in accordance with State Travel Regulations.

· Individuals under a professional service contract where the contract specifically states that the fees are to be paid by LSUS in accordance with State Travel Regulations.

· Candidates for employment at the university where the College/Division has agreed to pay for the airline ticket in accordance with State Travel Regulations.

· Employees of LSUS, only when they meet the requirements for TRAVEL ADVANCE as outlined in PM 13 and listed below:

a. Employees whose salary is less than $30,000/year. 
b. Employees who applied for the corporate credit card program but were rejected (proof of rejection must be available in campus travel file). 

c. Employees who accompany and/or are responsible for students on group or client travel. 

d. New employees who have not had time to apply for and receive the card. 

e. Employees traveling for extended periods (defined as over 30 days). 

f. Employees traveling to remote destinations in foreign countries, such as jungles of Peru or Bolivia. 

g. Advance ticket purchases (over 30 days). 

h. Registration for seminars, conferences, and conventions.
i. Incidental costs not covered by the corporate card, i.e., taxi fares and tolls; limited to $25/day

j. First night hotel lodging when required to be paid in advance by the hotel property.
To use the BTA for NON-LSUS employees, the department/college/division will:

1. Call the state travel agent, make all air travel arrangements, and inform the travel agent that you intend to use the BTA to pay for the cost of the ticket.

2. Prepare a memo to the Vice Chancellor for Business Affairs requesting the use of the BTA.  The memo should include the basic information such as the traveler name, purpose of the travel, department account number to charge for the cost of the ticket.

3. Attach a copy of the itinerary to the memo to the Vice Chancellor for Business Affairs

To use the BTA for LSUS employees, if he/she meets the requirements for a travel advance as outlined above, the department/college/division will:

1. Call the state travel agent, make all air travel arrangements, and inform the travel agent that you intend to use the BTA to pay for the cost of the ticket.

2. Prepare a REQUEST FOR OFFICIAL TRAVEL / TRAVEL ADVANCE Form.  Indicate that a travel advance is requested and print “BTA” in the space provided for “Check to be issued to”.

3. Attach a copy of the itinerary to the travel advance form and forward to the Vice Chancellor for Business Affairs

Once all the supporting documentation is received in the Vice Chancellor’s office, the travel agent will be contacted and given the credit card number.  Accounting Services will charge your account after the BTA statement is received from American Express.

Please keep in mind that all airline tickets must be purchased from the authorized state travel agency.  All exceptions must have PRIOR approval from the State Travel Office.  Also, the ONLY time that you are required to use an American Express card is when you purchase a STATE CONTRACT airline ticket.  This means that if you decide to purchase a non-state contract ticket (from the state contracted agency), you do NOT have to use an American Express card.

