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Travel Card Quick Reference Guide 
 
 

1. How TO USE the Travel Card 
a. Chrome River Pre-Approval required before purchases can be 

made 
i. Allowable travel expenses 

1. Airfare 
2. Baggage fee 
3. Rental vehicle 
4. Gas 
5. Registration fee 
6. Hotel 
7. Parking 
8. Taxi/Uber/Shuttle 
9. Tolls 

b. Transactions allocated, on a semi-monthly basis, in Chrome 
River (1st and 15th of the month) 

c. Receipts should be uploaded or scanned to Chrome River 
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NOTE:  Poor management of the card may result in revocation of 
cardholder privileges. 
 
Fraudulent or intentional misuse of the card will result in revocation 
of the card and may result in restitution, criminal charges, and/or up 
to and including termination of employment. 


