
TCard Transaction Log Instructions 

The TCard log is to be completed at the close of each billing cycle, currently around the 15th of each 

month. You will receive an email notification when statements are available online. Each charge listed in 

your statement should also be listed on your log. Please refer to the instructions below for assistance in 

completing and submitting your TCard log. If you have any questions, please contact ATU Travel Services 

at 479.356.6209. 

1. Access your monthly statement via the Bank of America website and print off one hard copy.

2. Gather the following documentation to be submitted with your TCard log

a. Receipts for all charges listed on your statement. Receipts must be taped to 8.5 x 11 
inch copy paper for scanning purposes. More than one receipt may be taped to each 
sheet.

b. Departmental purchase orders for each trip represented on your statement

c. Any additional documentation necessary (Non State Employee Form when Student 
Group Travel has occurred. Etc.)

3. Complete your TCard Log using the example below as a guide. Complete top portion as 
requested. List each PO number associated with each charge, as well as detailed transaction 
information for each transaction listed on your statement. Your FOAP information must be 
completed for each line and Account Codes are listed at the bottom of the log for quick 
reference.

4. Email completed Excel log to travel@atu.edu and submit signed copy and all backup 
documentation to Travel Services located at 404 N. El Paso. 
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