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General Information

Overview of the Program

The university implemented the GoCard Program, similar to a ProCard, to prepay expenses
related to official university travel. The use of this card does not supersede any existing pre-
approval requirements for travel or travel-related expenses.

Travel must be approved in advance of making non-  cancellable travel arrangements via
the Travel Authorization in FTS.  For non-university employees, travel related expenses must
be approved in advance of making non-cancellable travel arrangements via the Request for
Approval of Travel form.

About the Ca rd

Authorization

GoCards will be issued only to staff responsible for arranging and coordinating travel for their
department. Approval for issuance of a department GoCard must come from the department’s
Approving Official, as outlined in the Delegation of Authority for the Approval of Financial
Expenditures Guidelines. GoCards will not be issued to individuals for solely their use. However,
with the appropriate preapproval of travel, a Cardholder may make arrangements when they
themselves are the traveler.

It is incumbent upon both the GoCard holder and the traveler for which arrangements are made
to be familiar with the university’s travel guidelines and policies as outlined in the SJSU Travel
Guide.

Cards are issued in the name of the individual (Cardholder) whose transactions are authorized
and approved by their Approving Official. The Cardholder is the only person authorized to make
purchases with the GoCard. Approving Officials are designated as outlined in the Delegation of
Authority for the Approval of Financial Expenditures Guidelines. Cardholder must also sign a
Cardholder Participation Agreement prior to receiving a card.

Cards will be renewed automatically unless the individual Cardholder’s privileges have been
terminated.

Credit Card Controls

Dollar Limits

Each Cardholder has a limit of $10,000 per monthly billing cycle. Should a purchase be
attempted that would put the Cardholder over this established limit, it will be denied when the
merchant processes the charge.

Unlike the ProCard, there is not a daily or per transaction limit for the GoCard.
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https://www.sjsu.edu/fabs/docs/receipt_of_goods.pdf






https://www.sjsu.edu/fabs/connect/training-and-tutorials.php



https://app2.docusign.com/authentication
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Forms

Certification of Receipt of Goods
KWWSV 2Z2ZZ VMVX HGX IDEV GRFV UHFHLSWBRIBJRRGYV SGI

Finance System s Access Request
KWWS 7ZZZ VMVX HGX LW VHFEXULW\ IRUPV SKS

GoCard Application
KWWSV z2zZZ VMVX HGX IDEV VHUYLFHVY WUDYHO JRFDUG SKS

GoCard Participati on Agreement- Completed by new Cardholder at the time the GoCard is
picked-up.

Request for Approval of Travel
KWWSV ZZZ VMVX HGX IDEV GRFV WUDYHOBDSSURYDO SGI

References

Delegation of Authority for the Approval of Financial Expenditures Guidelines KWW SV
Z272Z VMVX HGX IDEV KRZ ZH FDQ KHOS SROLFLHV JXLGHV GDDIH SK:

Finance Training and Tutorials
KWWSV ZzZ2zZzZ VMVX HGX IDEV FRQQHFW WUDLQLQJ DQG WXWRULDO

SJSU Travel Guide
KWWSYV Z22Z VMVX HGX IDEV GRFVY WUDYHOBJXLGH SGI
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