
Cardholder & TRs 
receive email 

notification of each 
Express Card charge(s)

Upon receipt of the 
email notification, the 
cardholder’s supervisor  

should alert Judy 
(EVCAA) or Rebekah 

(VC‐EDI) immediately if 
s/he does not approve 

of the Express Card 
charge

Using EC attachment 
tool, cardholder/TR 

provides detailed 
business purpose 

description & uploads 
supporting 

documentation
within 5 business days

Cardholder/TR should 
also upload other 

documentation related 
to the purchase (such 

as packing slips 
indicating receipt of 

item, date, by whom)

Supervisors & support 
staff for cardholders have 

been set up as 
Transaction Reviewers 

(TRs) and receive 
notification of each 

Express Card charge.

BUSINESS PURPOSE
Event/program supplies 
or refreshments: Include 
supplies details and/or 
program title & date and 
upload program flyer
Subscription: Include 
title, term (dates)
Conference: Conf/Org 
name, date(s), location & 
registrant name
Membership dues: Org 
name, term (dates), 
member name

Required documentation 

is a receipt or invoice –
NOT estimate/quote

Express Card
Transaction Process

If an Express Card charge 
appears to be fraudulent, 

cardholders should 
contact US Bank right 

away at (800) 815‐1405 
(and alert Judy/Rebekah). 

Express Cards will be 
cancelled and new cards 

issued ASAP.

In the event of an audit 
request, please respond 

with the requested 
documentation
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