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To:  
MSU Travelers and Accounting Technicians

From: 
Accounts Payable – Controller’s Office

Date:  
7/12/04

Re: 
Use of Purchasing Card Required for Air Travel



1. State travel policy now requires travelers to use the PARIS card for individual employee (not team or large group) airfare purchases. This applies to ticket purchases made through a travel agent, purchased directly from an airline, or purchased from an online travel source.  The Controller’s Office has been exploring whether or not the state grants any exceptions to this policy, and so far has found none.   Please note, though, that this is for individual travel only, and does not apply to team or group travel, for which we often issue a check.  

2. We are not required to issue a PARIS card to every traveler, because many departments only maintain a few cards and put all travel on one of their office cards.  This may prove problematic, however, because Delta Airlines requires that the name on the ticket correspond with the name on the credit card used for purchase.  If an employee regularly travels on Delta, or if other airlines institute this policy, an individual PARIS card may be necessary.    The traveler should inquire whether they will be required to present the card at the time of travel check-in, prior to finalizing travel arrangements.

3. At this time, we do not intend to issue PARIS cards to students, and if travel on Delta is necessary, we will continue to pay for the tickets through the normal MSU process or reimburse/advance the student the funds.  These purchases, while not in compliance with State policy, are in the best interest of the University and the State, and as such we will expend the funds and file a report of the transactions with the State.

4. If your department wishes to issue a PARIS card to someone for air travel only, the Controller’s Office can place a restriction on the card which will prevent its use for any other purpose.

5. Departments that do not have PARIS cards because the Controller’s Office has revoked their privileges may be reinstated with the air- travel- only restriction if necessary, upon approval.

The State has cited the following reasons for the change: the need to create management information and air travel history to solicit a competitive bid and contract for air travel; cost avoidance by eliminating the need for travel advances and the payment of unnecessary fees; provision of a method of payment that allows for online ticket purchases; relieving the traveler of having to tie up personal funds and credit for state business. 

Additional information can be found at: http://www.discoveringmontana.com/doa/doatravel/air_travel_website/
Please call Accounts Payable at 994-5739 with any questions. 
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