






2. Use the card for qualifying travel expenses only.

3. Ensure that the card is not used by another individual or agency.

4. Comply with all Division purchasing and expenditure policies and procedures, as well as,
SAM 1500, other relevant state regulations, N RS, Department of Administration Policies &
Procedures, and Governor's Finance Office, Division of Internal Audits Internal Controls.

5. Report any disputes or discrepancies to the TCA or TCPOC and work with the vendor,
TCA/TCPOC, and financial institution to resolve any issues.

6. Immediately report any unauthorized use of the card to the TCA, the Cardholder's
Supervisor and the Department's TCPOC.

7. Report any lost or stolen cards to their supervisor or TCA immediately, who will notify the
Department's TCPOC and the Bank of America financial institution within 24 hours of the loss.

8. Return their card to their designated supervisor, TCA, or the TCPOC upon termination of
employment or upon request by appropriate authority.

This policy is not a substitute for relevant law or regulation nor does it establish 
additional rights beyond those provided in law and regulation. This policy is intended 
to be used in conjuncUon with federal regulations, State law, (NRS & NA C and SAM). 
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