DEPARTMENT OF THE ARMY							FC Reg 37-17

HEADQUARTERS, FORT CARSON 

Fort Carson, Colorado  80913-5039

1 October 1997



Financial Administration



TRAVEL CHARGE CARD PROGRAM





1.  PURPOSE.  This regulation provides authority, designates responsibilities and prescribes policies and procedures for issuing and maintaining Government sponsored contractor issued charge card for eligible personnel.



2.  APPLICABILITY.  This regulation applies to all units and activities assigned and/or attached to Fort Carson.



3.  REFERENCES.



	  a.  DoD Financial Management Regulation, Volume 9 (Travel Policy and Procedures), December 1996.



	  b.  DFAS-IN Regulation 37-1, Finance and Accounting Policy Implementation, 18 September 1995, section XIV (paragraphs 39-55 through 39-61 are superseded by reference 3a).



	  c.  HQDA Memorandum, dated 28 February 1997, SUBJECT:  Government Travel Charge Card Program.



	  d.  All HQDA policy/guidance messages from ASA(FM&C) (these are superseded by reference 3a and 3c).



	  e.  American Express Reference Manual for Agency Program Coordinators, 1993.



4.  GENERAL.



	  a.  The program consists of Government sponsored travel charge cards issued to all personnel in their own name.  This card is the primary means within DoD for obtaining up-front funding for mission TDY travel.  Cardholders whose cards are canceled for misuse or delinquency can suffer significant adverse consequences, e.g., their personal credit rating will be affected, their ability to�perform mission TDY travel may be hindered and they may be subject to disciplinary action.  Commanders and supervisors have the authority to exempt command personnel who would otherwise be eligible for the travel charge card (i.e., within the established eligibility criteria, they have the authority to determine who will be issued a travel charge card).



	  b.  Attached as Appendices I & J are HQDA Ltr 37-97-1, 14 Aug 97, subject:  Government Travel Charge Program, and it’s attachment, HQDA memorandum, 9 Apr 97, Office of the Assistant Secretary of the Army (Manpower and Reserve Affairs), subject:  Government Travel Charge--Program Employee Relations Bulletin #86.



5.  POLICY.  



	  a.  Army military and civilian personnel are authorized to use the travel charge card for necessary and reasonable expenses incurred for official travel as authorized and validated by travel orders.  Use of the travel charge card is further limited to those travel expenses for which the cardholder is entitled to reimbursement (e.g., it should not used for expenses incurred under permissive TDY).



	  b.  Participation in the program is not mandatory; however, personnel who have elected not to participate will not be authorized travel advance from DFAS except under emergency/limited situations.  



	  c.  Issuing Advances.  The traveler’s status as a cardholder or a non-cardholder determines whether they can obtain travel advances from DFAS through electronic funds transfer.  Individuals authorized as cardholders shall obtain cash only through ATMs at least 5 days prior to travel.



		  (1)  The term “cardholder” includes those individuals who have a card and those who have elected not to have a travel charge card.



		  (2)  The term “non-cardholder” includes those individuals who have been denied a card by their supervisor or others in their chain of command.  These individuals will obtain advance travel from DFAS by EFT when authorized by their supervisor.



	  d.  Cardholders will receive a personal identification-number (PIN) allowing ATM access. ATM cash withdrawals are limited in $600 per month, provided the cardholder’s account is current.  The carholders’s ability to make ATM withdrawals, however, is still subject to transaction limitations established by each local bank’s ATM withdrawal policy.



	  e.  Prompt Payment of Charges.  The travel card is a charge card, not a  credit card.  The cardholder is not entitled to carry account balances forward.  Cardholders are liable for all unpaid charges to their accounts upon receipt on the Contractor’s billing statement, except where travel charge card has been promptly reported as lost or stolen.  Cardholders who are unable to pay their account balance on time must contact the Contractor about arranging a repayment schedule.  This must be done in writing, either through the Program Coordinator or with a copy provided to the Program Coordinator.



	  f.  Government Travel Card will be included on in/out processing check sheet for military (AR 600-8-101) and civilian personnel.



	  g.  Command involvement.  Commanders and supervisors should not adopt a “hands-off’ approach regarding use of the travel charge card by their personnel.



	  h.  Disciplinary and Adverse Actions.



		  (1)  Military personnel.  (to be completed -- the Office of the Judge Advocate General will provide guidance in this area).



		  (2)  Civilian personnel.  The office of the Assistant Secretary of the Army (Manpower and Reserve Affairs) has published guidance on disciplinary and adverse actions related to use of government travel charge card in the form of an Employee Relations Bulletin (2f).  This bulletin addresses both misuse of the government travel charge card and delinquencies.



6.  RESPONSIBILITIES:



	  a.  Installation Commander.  The installation commander will establish the travel Charge Card Program through the installation program manager.



	  b.  Installation Program Manager.  The installation program manager will be in the Directorate of Resource Management.  The installation program manager will:



		  (1)  Appoint account managers, as needed, through-out the installation to administer the travel charge card program.



		  (2)  Provide guidance and information to the account managers.



		  (3)  Inform the contractor when there is a change of an account manager.



		  (4)  Insure that Civilian and Military out-processing procedures/forms require processing with the appropriate Program Coordinator.



	  c.  Activity Program Coordinator (APC)/Account Manager.  The duties are outlined below:

















		  (1)  General Responsibilities:



		  (a)  Obtain applications, reference/implementation manuals and other materials from the Contractor needed to initially establish the activity’s travel charge card program.



		  (b)  Obtain additional travel charge card applications as needed, distribute them to eligible personnel and mail or fax completed applications to the Contractor, and provide any additional information required by the Contractor.



		  (c)  Not deny program participation to personnel except when their commander/ supervisor has provided adequate information of the personnel’s inability to properly manage their finances.



		  (d)  Provide the ordering issuing officials with the names of those participating in the travel card program, and inform the requesting official for TDY travel orders must identify the traveler as a government travel cardholder or non-cardholder.  This statement will authorize alternative payment methods.



		  (e)  Inform the installation program manager within 3 days when an APC is replaced.



		  (f)  Maintaining complete and accurate files are critical to the success of the travel card program.  The travel card correspondence files consist of background information, travel card company management information reports, memoranda, or other information received from the travel card company.  Correspondence files will be maintained for 12 consecutive months after initial receipt and then destroyed.  Due to the sensitivity of the data contained in these files, such data shall be maintained in a secure area.



		  (2)  Processing Applications:



		  (a)  Will provide application packages to prospective travel cardholders.  At a minimum, the travel card application package should contain the contractor provided Government Travel Card Application, the Government Travel Card General Information and DoD Statement of Understanding for Cardholders (see appendix B & C).  



		  (b)  Process charge card application, completing the agency program coordinator portion before forwarding to the contractor.



		  (c)  The Statement of Understanding (see Appendix B and C) must be signed by the applicant and by their supervisor.  In Addition, the applicant must initial each of the six items (in the middle of the statement) that they are directed to do.  The completed Statement of Understanding must be retained on file.  



		  (d)  Applications will not be mailed/faxed to the Contractor until they receive a properly completed Statement of Understanding from the applicant.



		  (e)  Cardholder’s transferred within Ft Carson will be added to your control account number.  New participants should be offered the charge card and should be informed of the requirements of this regulation.



		  (f)  Reassigned individuals who arrive with a card from their previous assignment will properly complete a Statement of Understanding.  The completed Statement of Understanding must be retained on file.



		  (g)  Cardholders who fail to provide a properly completed Statement of Understanding within a reasonable time, will have their card terminated by the Contractor upon notice from APC.



		  (h)  Emergency applications are defined as applications for employees authorized to have a travel card and who are scheduled to travel within five working days.  Emergency applications will be faxed immediately to the travel card company by the APC.  APCs will verify that the travel card company received the emergency application.  Emergency applications will be processed by the travel card company and travel cards delivered to the APC or the individual, as determined by the APC, within two days of travel card company receipt.



		  (3)  Training.  Obtain DoD training materials and ensure that adequate training is provided to all cardholders within the activity.  Program Coordinators are encouraged to accomplish this training using efficient and cost-effective methods, so long as that approach is consistent with a clear signal of strong command emphasis and support.  Training materials are available on the ASA(FM&C) Home Page (http://www.asafm.army.mil), under the “Travel Card” button.  



		  (4)  Monthly Review and Analysis of Reports.



		  (a)  Receive and review monthly Contractor reports on card usage.  Advising first line supervisors about apparent cardholder misuse or delinquency, and keeping the activity commander/manager fully informed.  Upon notification that a travel cardholder is delinquent or abusing the travel card, the supervisor will present the appropriate memorandum (see Appendix F thru H) to the travel cardholder within five working days.  This will be followed by a memorandum to the APC that indicates the supervisory action taken.  The supervisor must follow-up with the travel cardholder and the APC to ensure the delinquency is resolved.  Delinquencies are considered resolved by either: Payment in full, and/or explanation and documents by travel cardholder, submitted to the travel card contractor and the APC.



		  (b)  Update/purge Report of Accounts list monthly, determine duty location/status of cardholder, and take appropriate actions as needed.



		  (c)  Review Account Activity Report list and investigate charges in and around duty station.  Any charges occurring in Cripple Creek, the cardholder’s account will be suspended.  Expect the APC to use sound judgment and common sense to conduct reconciliation with TDY and card usage in a reasonable and efficient manner.  Such methods could include reconciling a random sample of travel charges, withdrawals, retail charges, the location of the retail charges, the nature of the merchant involved, etc.



		  (d)  Review the Sixty Day Delinquent Report.  ATM access is denied automatically at 60 days of delinguency by the travel card contractor.  Verify that the travel cardholder was on official travel and the voucher has been filed.  Notify the travel card contractor of any legitimate travel cardholder delinquency.  This is done in writing within 5 work days of receipt of the delinquency report.  When the delinquency has been verified as unresolved, the APC will prepare the 60 day delinquent memorandum (see appendix F) and forward it to the immediate supervisor.  Two delinquencies are justification for the APC to cancel the travel card.



		  (e)  Review the Ninety Days Delinquent Report.  Reconcile the 90 day delinquent report with the 60 day report.  Using the verification procedures outlined above.  Prepare the 90 day delinquent memorandum (see appendix G) and forward it to the appropriate management level.  One 90-day delinquency is adequate reason for cancellation unless the APC or appropriate supervisor justifies in writing why the travel cardholder’s privileges should not be terminated.



		  (f)  Review the One Hundred Twenty Days Delinquent Report.  At the 120 day period cardholders will be canceled by the travel card contractor.  Prepare the 120 day delinquent memorandum (see appendix H) for the appropriate activity commander, office director or equivalent.  Cards canceled at 120 day window require director authorization and signature for reinstatement.  The Contractor reserves the right to deny reinstatement.



		  (g)  Provide contractor timely information when assistance is requested.



		  (5)  Account Transfers within Fort Carson: 



		  (a)  Instruct the departing cardholder to check in with the Program Coordinator at their new organization, and should also ensure that the Contractor is properly advised of the reassignment.  The Program Coordinator at the gaining organization should ensure that the Contractor transfer the cardholder’s account to the new unit-level control account.



		  (b)  The Statement of Understanding must be forwarded to the new assigned unit.  If the Statement of Understanding is not received within 15 days a new one should be completed by the cardholder and filed.



		  (6)  In and Out processing:



		  (a)  Collect and cancel the travel charge cards of cardholders separating from the Army.  The losing APC will keep the travel cardholder on his or her basic control account for 90 days.  Obtain the reporting date, new assignment address, ETS orders, and the new mailing address from the travel cardholder.



		  (b)  Reassignments within your MACOM.  The losing organization will use the Contractor’s Travel/Maintenance Form to officially notify the Contractor of the reassignment, citing the cardholder’s name, SSN, and account number and their new unit-level control account within the MACOM.  Gaining organization will also verify that all new cardholders showing up against their count are in fact assigned to that unit.  The losing APC will obtain the reporting date, new assignment address, PCS orders and the new mailing address for the travel cardholder.



		  (c)  Reassignment between MACOMs.  The Contractor has established PCS control accounts for each MACOM (see appendix A).  These PCS control accounts will be used to temporarily carry the accounts of cardholders who are being reassigned into the MACOM until their individual accounts can be transferred to the appropriate unit-level control account.  The Program Coordinator at the losing MACOM will use the Contractor’s Travel/Maintenance Form to officially notify the Contractor of the reassignment, citing the cardholder’s name, SSN, and account number and the cardholder’s new MACOM (or the new MACOM’s PCS control account number).  The gaining MACOM is responsible for determining the appropriate unit-level control account for the cardholder and for using the Travel/Maintenance Form to officially notify the Contractor to transfer the cardholder’s account to this unit level control account.  (Note:  The US Army Corps of Engineers and the Army National Guard are on different Contractor billing cycle than the MACOMs listed at Appendix A.  The Program Coordinator must cancel the card after 90 days and advise the cardholder to obtain another card upon arrival at their new organization).  The losing APC must obtain the reporting date, new assignment address, PCS orders and the new mailing address for the travel cardholder.



		  (d)  Destroy and cancel charge cards of personnel separating, retiring, changing agencies.  The Contractor will cancel their card and transfer any delinquent account balance to an Army-Wide separation control account, upon receipt of proper notification from the Program Coordinator at the losing organization.  This notification must be in writing on organization letterhead and signed by the Program Coordinator.



		  (e)  Inform cardholder departing for a new permanent duty station of their responsibility to have travel charge card transferred, and it will be canceled after 90 days if  account appears on report of accounts list 90 days after their departure.



	  d.  Activity Program Coordinator (APC) at Unit Level.  The APC will assist the account manager in administering the travel charge card program, and assumes the same responsibilities as the account manager.



	  e.  First-Line supervisor will officially counsel cardholder if their accounts becomes delinquent or if there are clear indications that they have misused their travel charge cards (e.g., unauthorized charges or unauthorized ATM use).



	  f.  Cardholder.  The cardholder will:



		  (1)  Abide by the terms and conditions contained in the cardholder agreement provided by the Contractor (i.e., the ”Agreement Between Agency/Organization Employee and American Express Travel Related Service Company, Inc.”) and the Statement of Understanding maintained on file with the Program Coordinator.



		  (2)  Submit Travel Voucher or Subvoucher (DD Form 1351-2) within 5 workdays upon completion of their official travel.  Cardholder is responsible to submit an interim

travel voucher when TDY exceeds 30 days or more, and fax their claim to the supporting finance office.  Be responsible for obtaining timely reimbursement for expenses.



		  (3)  Not use their Government travel card for personal purposes.



		  (4)  Not withdraw more than the amount allowed on TDY orders.



		  (5)  Be liable for all charges incurred on the travel card, and report lost or stolen cards directly to the contractor.



		  (6)  Report to the Program Coordinator when PCSing or when transferring to a new unit to allow account to be transferred to the proper activity account.

�

(AFZC-RM)



FOR THE COMMANDER:









											DENNIS L. CRIPPS

							Colonel, GS

											Chief of Staff











KAREN K. MOODY

Director of Information Management
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��Appendix A

MACOM PCS Control Accounts



�AMC

3782-750170-11000

3782-716561-21002



CID

3782-750190-11008

3782-716581-21000



EUSA

3782-750200-11005

3782-716591-21009



FORSCOM

3782-750210-11004

3782-716601-21006



INSCOM

3782-750220-11003

3782-716611-21005



MEDCOM

3782-750230-11002

3782-716621-21004



MEPCOM

3782-750240-11001

3782-716631-21003



MDW

3782-750250-11000

3782-716641-21002



MTMC

3782-750260-11009

3782-716651-21001



NAFI (CFSC)

3782-750420-11009

3782-716771-21007

OCAR

3782-750280-11007

3782-716671-21009



TRADOC

3782-750290-11006

3782-716681-21008



USARC

3782-750320-11001

3782-716701-21004



USAREC

3782-750330-11000

3782-716711-21003



USAREUR

3782-750350-11008

3782-716721-21002



USARPAC

3782-750360-11007

3782�716751�21009



USARSO

3782-750380-11005

3782-716731-21001



USASOC

3782-750390-11004

3782-716741-21000



USMA

3782-750410-11000

3782-716761-21008



OA-22 (OSA)

3782-750270-11008

3782-716661-21000

��Appendix B

  Cardholder Statement of Understanding for Military Personnel



	I certify that I have read the DoD Government Travel Charge Card policy and procedures contained on the card Contractor's application.  I understand that I am authorized to use the card only for those necessary and reasonable expenses incurred by me for official travel as authorized and validated by travel orders.  I will abide by these and other instructions issued by the Department of Defense (DoD), the Army's Program Manager and my Activity Program Coordinator (APC) for use of the Government Travel Charge Card issued to me for the explicit purpose of conducting official government travel.



	The above limitation on card usage also applies to automated teller machine (ATM) withdrawals.  The amount of cash withdrawals may not exceed the amount stated on my travel orders and may not exceed $600 per month.  If my account is not delinquent and my travel orders authorize a larger advance, I can request an increase in the cash withdrawal limit up to $1,000 by calling the card Contractor at 1-800-492-4922 (or 1-800-CASH-NOW).  I will make a written record of the date, time, and person contacted in the event such authorization is given and provide the same to the Program Coordinator upon my return.  I will make every effort to avoid making cash withdrawals to pay for expenses that can properly be charged to the card.



	I understand that I am ordered specifically to:



-Abide by all rules and regulations with respect to the card.                                       _______

-Use the card only for official travel validated by travel orders.                                  _______

-Pay all my charges upon receipt of the monthly travel card billing.                            _______

-Contact my Program Coordinator immediately if, due to disbursing office process  

  delays, I have not received payment by the time the card Contractor's bill is due.     _______

-Notify my APC of any problems with respect to my use of the card.                         _______

- Notify the card Contractor and my APC if my card is lost or stolen.                        _______

                                    (applicant must initial all of the above provisions)



	I further understand that I can be prosecuted under Article 92, UCMJ, for violating the order lawful general order above, the maximum punishment for which is confinement for two years, forfeiture of all pay and allowances, a dishonorable discharge, and reduction to the lowest enlisted grade.  I also acknowledge the right of the card Contractor and/or my Program Coordinator to revoke or suspend my card privileges if I fail to abide by the terms of this agreement or the agreement I have signed with the card Contractor.



_________________________                             ___________________________

  (Applicant’s Signature)                                       (Supervisor’s Authorization)



_________________________                             ___________________________

  (Applicant’s Printed Name)                                (Supervisor’s series/grade/title)�Appendix C

  Cardholder Statement of Understanding for Civilian Personnel



	I certify that I have read the DoD Government Travel Charge Card policy and procedures contained on the card Contractor's application.  I understand that I am authorized to use the card only for those necessary and reasonable expenses incurred by me for official travel as authorized and validated by travel orders.  I will abide by these and other instructions issued by the Department of Defense (DoD), the Army's Program Manager and my Activity Program Coordinator (APC) for use of the Government Travel Charge Card issued to me for the explicit purpose of conducting official government travel.



	The above limitation on card usage also applies to automated teller machine (ATM) withdrawals.  The amount of cash withdrawals may not exceed the amount stated on my travel orders and may not exceed $600 per month.  If my account is not delinquent and my travel orders authorize a larger advance, I can request an increase in the cash withdrawal limit up to $1,000 by calling the card Contractor at 1-800-492-4922 (or 1-800-CASH-NOW).  I will make a written record of the date, time, and person contacted in the event such authorization is given and provide the same to the Program Coordinator upon my return.  I will make every effort to avoid making cash withdrawals to pay for expenses that can not properly be charged to the card.



	I understand that I am ordered specifically to:



- Abide by all rules and regulations with respect to the card.                                      _______

- Use the card only for official travel validated by travel orders.                                 _______

- Pay all my charges upon receipt of the monthly travel card billing.                           _______

- Contact my APC immediately if, due to disbursing office process delays,

   I have not received payment by the time the card Contractor's bill is due.                _______

- Notify my APC of any problems with respect to my use of the card.                        _______

- Notify the card Contractor and my APC if my card is lost or stolen.                        _______

                                    (applicant must initial all of the above provisions)



	I also understand that failure on my part to abide by these rules or my misuse of the card may result in disciplinary action being taken against me.  I also acknowledge the right of the card Contractor and/or my Program Coordinator to revoke or suspend my card privileges if I fail to abide by the terms of this agreement or the agreement I have signed with the card Contractor.



_________________________                             ___________________________

  (Applicant’s Signature)                                       (Supervisor’s Authorization)



_________________________                             ___________________________

  (Applicant’s Printed Name)                                (Supervisor’s series/grade/title)

��Appendix D

�

GOVERNMENT TRAVEL CARD PROGRAM HANDOUT



A.  To assist our travelers, an official Government Travel Card, with ATM privileges, is available for personnel traveling on official government business.  This eliminates or reduces the number of travel advances paid by disbursing offices without imposing a financial burden on our travelers.  This policy applies to all official government travel or permanent change of station (PCS) moves performed by any DoD personnel.



B.  Cardholder Rules



1.  Each cardholder must sign the DoD Government Travel Card Program Statement of Understanding before issuance of the card.  The agreement states (in part) that the Government Travel Card with ATM privileges can be used solely for official travel and that the traveler agrees to submit timely travel claims so that reimbursement is made in time to pay the monthly billing statement.  That payment is due upon receipt of the card bill.  If the cardholder has not received payment due to process delays by the disbursing office, he or she should immediately contact the APC and advise that individual of the payment delay.



2.  Cash withdrawals are limited to the amount of cash needed to cover incidental and miscellaneous expenses, that can not be charged to the card, and as authorized by official travel orders.  ATM cash withdrawals may not exceed $600 in a billing cycle.  Individual card holders may request, through a 1-800 number provided by the card contractor, an increase in the cash withdrawal limit up to $1,000.  The card contractor will honor the cardholder's telephone call provided the account is not delinquent.  The service charge for withdrawing from ATMs is reimbursable through the travel voucher system as long as the cardholder claims the fee on the voucher and the cash is not withdrawn more than 5 days prior to the start of travel or after the last day of travel.  Receipts for these withdrawals are not required when filing your claim.



3.  In the event the cardholder loses, forgets, or misplaces his or her assigned personal identification number (PIN), the cardholder must call 1-800-CASH NOW to report that loss and receive a new number.



4.  Should a card be lost or stolen, the cardholder must call 1-800-492-4922 immediately.  The APC also must be notified of the missing card as soon as possible.



5.  All travel-related expenses (e.g. hotels, meals, transportation, and car rental fuel) should be charged to the card.  The miscellaneous official travel expenses for which the ATM program is designed are for parking fees or tolls, or public transportation and emergency incidentals.

�6.  To obtain ATM locations within the CONUS and OCONUS, the cardholder may call 1-800-CASH NOW.



7.  Personnel serving on long-term TDY must file a supplemental voucher every 30 days.  Travel reimbursement delays should be reported immediately to the APC.



8.  Cardholders who repeatedly are delinquent through their own nonpayment of a legitimate bill from the contractor will be canceled from the Card Program and issued a memorandum affirming the cancellation and denial of the card and ATM privileges.  Misuse of the card also may be grounds for disciplinary action.



9.  Cardholders, at their own discretion, may request their APC to suspend card privileges during periods of non travel.  Reinstatement may be effected when travel is required.



10.  Each activity has a Travel Card APC assigned to answer questions or provide explanations as required.  The Installation Program Manager for Fort Carson is Director of Resource Management:  Debra L. Talley, (719) 526-8514.



Note:  Each activity needs to complete the above rules and see that a copy is provided to all holders of official Government Travel Cards.













��Appendix E

GSA Contractor Travel Card Billing Milestones



MILESTONE				ACTION



DAY 0	Original billing sent to cardholder.



DAY 25	Second billing advises cardholder of delinquency *



DAY 60	Third billing reminds cardholder of delinquency.  A name listing (60 day report) of delinquent cardholders is sent to program coordinators to determine whether there is sufficient justification for the account to remain active for an additional 30 days.  The APC sends the 60-day delinquent notice to the supervisors notifying them of the seriousness of the account and the results of non-payment.  All ATM withdrawals are suspended.



DAY 65	If no action is taken, the account will be suspended **



DAY 90	Government travel card is suspended.  Another by name listing (90 day plus report) of delinquent cardholders is sent to APC to determine if sufficient justification exists to allow the account to remain active for an additional 30 days.  The APC sends the 90-day delinquent notice to the supervisors through the department director, for appropriate action. 



DAY 120	Contractor cancels account ***



After review by the APC, names are forwarded to the supervisors through the commander or director to advise them of action taken.



*             Delinquency is based on the billing date, not the date the actual charge or ATM withdrawal was made.



**            Accounts that are suspended cannot be used to charge expenses or to obtain an ATM cash advance.  Card can be reinstated when account is paid in full. 



***          Canceled accounts cannot be reinstated without a formal request from the cardholder's Commander/Director and may or may not be approved by the contractor.



��Appendix F

Sample 60-Day Delinquency Memorandum



MEMORANDUM FOR (NAME OF IMMEDIATE SUPERVISOR/DEPUTY)



SUBJECT: Delinquent Government Travel Card Payment Notification - 60 Days



�1.  I have been informed by the GSA Government Travel Card contractor that cardholder

                                        is over 60 days delinquent in payment of his/her account.  The total amount due is $                                 .



(Provide the specific information regarding the delinquent charges.)



2.  The Government Travel Card contract requires that all outstanding charges be paid upon receipt of the monthly billing statement.  Travel card privileges for this cardholder will be suspended per our contractual agreement as of                          , unless immediate action is taken to resolve this debt.  The cardholder should be notified of this action and counseled concerning the use of the Government Travel Card. Cardholders on long term temporary duty are subject to the same policy and are required to submit partial vouchers for payment every 30 days and maintain their travel card account payments.



3.  Noncompliance, or failure to adhere to the guidelines for the Government Travel Card, can result in disciplinary action in accordance with applicable statutory and regulatory provisions.



4.  The delinquent balance may be resolved by one of the following actions:

(a)  payment in full, (b) a reasonable explanation documented and submitted to the Program Coordinator and the contractor, or (c) an agreed upon repayment schedule with the GSA contractor.  Billing questions may be directed to the card contractor on 1-800-492-4922.  Program management questions may be directed to the undersigned on extension                              .



5.  Please have the cardholder sign to acknowledge receipt of this delinquent notification and return it to me with your written response outlining the actions taken within ______ days.



			(Signature)

			Agency Program Coordinator



��Appendix G

Sample 90-Day Delinquency Memorandum 



MEMORANDUM FOR IMMEDIATE SUPERVISOR

THROUGH:  DIRECTORATE, DEPUTY/DIRECTOR



SUBJECT: Delinquent Government Travel Card Payment Notification - 90 Days



1.  The 90-day delinquent notification list from the Government Travel Card contractor has been received and cardholder                                                      is now 90 days delinquent in the payment of his or her account.  Total amount due is $                  .  The attached 60 day notification memorandum informed you that payment on the card-holder's Government Travel Card account was delinquent.



(Provide specific information regarding the delinquent charges.)



2.  The Government Travel Card contract requires all outstanding charges be paid upon receipt of the monthly billing statement.  If no action is taken toward this debt, the Program Coordinator or the contractor can cancel the account.  Meanwhile charge card privileges have been suspended as of                              .  These privileges may be restored upon complete liquidation of the debt.  The cardholder must be notified and counseled.  Cardholders on long-term travel are also subject to the same policy and are required to submit partial vouchers for payment every 30 days and maintain their charge card account payments.



3.  Noncompliance, or failure to adhere to the guidelines for the Government Travel Card, can result in disciplinary action in accordance with applicable statutory and regulatory provisions.



4.  The delinquent balance may be resolved by: (1) payment in full, (2) a reasonable expla�nation documented and submitted to the undersigned and the contractor, or (3) an agreed upon repayment schedule with the GSA contractor.  Billing questions may be directed to the card contractor on 1-800-492-4922.  Program management questions maybe directed to the undersigned on extension                      .



5.  Please have the cardholder sign to acknowledge receipt of this delinquent notification and return it with your written response outlining the actions taken 

within            days.



						(Signature)

			Agency Program Coordinator



�Appendix H

Sample 120-Day Delinquency Memorandum 



MEMORANDUM FOR DIRECTOR, DEPUTY/DIRECTORATE LEVEL

THROUGH: GARRISON COMMANDER/DIRECTOR



SUBJECT Cancellation of Government Travel Card - 120 Days Delinquent Payment

Notification



1.  The 60 and 90 day delinquent notification memoranda, dated              and __________ respectively, notified the immediate supervisor and the Department Director (or equivalent manager) of the past due account for cardholder                                             .  It has now been brought to my attention that this cardholder has a delinquent Government Travel Card balance of $                        which is over 120 days past due. He or she has made no payment toward this debt.  Therefore, the account is being canceled immediately and collection action taken by the card contractor.



             (Provide specific information regarding the delinquent account and any other information known about the individual's response to the previous notices of delinquency.)



2.  Reinstatement of the cardholder's account will only be authorized with Commander/ Director approval after the entire debt is paid.  The card contractor reserves the right to deny reinstatement.  Cardholders who do not properly liquidate their Government Travel Card debts or use the card for personal purposes may also be subject to disciplinary action in accordance with applicable statutory and regulatory provisions.



4.  Please contact the undersigned on extension              should further questions arise.  Please have the cardholder sign to acknowledge receipt of this notification and return it with your written response outlining the actions taken within                     days.









						(Signature)

						Agency Program Coordinator

�Appendix I

															      		          HQDA Ltr 37-97-1





SAFM-FOI  (9 July 1997)                                                                                     14 August 1997



Expires 14 August 1999

                                             



SUBJECT:  Government Travel Charge Card Program









SEE DISTRIBUTION









1.  Purpose.  This letter provides Army implementing instructions for the Government Travel Charge Card Program, currently executed under contract by American Express Travel Related Services Company, Inc. (the contractor).  It augments Department of Defense (DOD) guidance on the Government Travel Charge Card Program published in Volume 9 (Travel Policy and Procedures) of the DOD Financial Management Regulation.  These instructions follow the sequence of guidance in Volume 9 and will be updated as needed.



2.  Proponent and exception authority.  The proponent of this letter is the Assistant Secretary of the Army (Financial Management and Comptroller) (ASA(FM&C)).  The ASA(FM&C) has the authority to approve exceptions to this letter that are consistent with controlling law and regulation.  The ASA(FM&C) has delegated this approval authority to the Deputy Assistant Secretary of the Army (Financial Operations) without further delegation.



3.  References.



	a.  DOD Financial Management Regulation, Volume 9 (Travel Policy and Procedures), December 1996.



	b.  Defense Finance and Accounting Service (DFAS)-Indianapolis Center Regulation 37-1, Finance and Accounting Policy Implementation, 18 September 1995, section XIV (paras 39-55 through 39-61 are superseded by reference 3a). 



	c.  All Headquarters, Department of the Army (HQDA), policy/guidance messages from ASA(FM&C) on the Government Travel Charge Card Program (these are superseded by reference 3a and this HQDA letter).



	d.  American Express Reference Manual for Program Coordinators, 1993 (distributed to program coordinators at major Army command (MACOM) and activity levels).



	e.  HQDA memorandum, 9 April 1997, Office of the Assistant Secretary of the Army (Manpower and Reserve Affairs), subject: Government Travel Charge Card--Employee Relations Bulletin # 86 (distributed to MACOM and operating Civilian Personnel Directors and independent reporting activities and enclosed here as appendix A).



4.  Explanation of abbreviations.



	a.  ASA(FM&C)----	Assistant Secretary of the Army (Financial Management and 								Comptroller)



	b.  ATM-------------	automated teller machine



	c.  CBA-------------	centrally billed account



	d.  DFAS-----------	Defense Finance and Accounting Service



	e.  DOD-------------	Department of Defense



	f.  EFT-------------	electronic funds transfer 



	g.  HQDA----------	Headquarters, Department of the Army



	h.  MACOM-------	major Army command



	i.  PCS-------------	permanent change of station



	j.  SSN-------------	social security number



	k.  TDY-------------	temporary duty



	l.  UCMJ------------	Uniform Code of Military Justice



5.  Responsibilities.



	a.  The ASA(FM&C) establishes Army policy and procedures for the Government Travel Charge Card Program.  The Army program manager is the Director for Financial Reporting and Internal Review, Office of the Deputy Assistant Secretary of the Army (Financial Operations).  The Army program manager will--



		(1)  Issue Army operating instructions and exercise management oversight over the program.



		(2)  Represent HQDA with MACOMs in all program management matters, to include policies and procedures, program management problems and issues, and problems with the contractor.



		(3)  Represent the Army in all program management matters involving the Office of the Under Secretary of Defense (Comptroller), to include program policy, procedures, and operations.



		(4)  Represent the Army in all program management matters involving the contractor, to include establishing the Army's hierarchy of control accounts, obtaining and analyzing Army-level data on card usage, and identifying program problems and corrective actions.



	b.  While the actual terms of the contract govern, the contractor will normally be obligated to--



		(1)  Establish control accounts for activities and cardholder accounts for individuals.



		(2)  Provide initial reference materials to new program coordinators.



		(3)  Provide training (within their capability) to cardholders and program coordinators.



		(4)  Provide monthly billing statements to cardholders.



		(5)  Provide standard monthly reports to all program coordinators and provide monthly management-level reports to the Army program manager and MACOM program managers.



		(6)  Cancel the accounts of cardholders who separate from the Army, with proper notification from the losing organization's program coordinator.



		(7)  Transfer the accounts of cardholders who are reassigned to another MACOM, with proper notification from the losing MACOM's program coordinator.



		(8)  Transfer the accounts of cardholders who are reassigned within a MACOM, with proper notification from the gaining or losing organization's program coordinator.



		(9)  Suspend or cancel the accounts of cardholders who misuse their cards or who fail to resolve delinquent account balances, with proper notification from the program coordinator (if at the unit's request) or after proper notification to the program coordinator through a suspension or cancellation report (if at the contractor's initiative).



	c.  The MACOM commanders will--



		(1)  Actively support the travel charge card program.



		(2)  Provide guidance to subordinate commands, installations, and activities, as needed.      



		(3)  Designate a MACOM program manager to oversee the operation of the Government Travel Charge Card Program within the command.  The MACOM program manager will be the deputy chief of staff for resource management or a comparable management-level official (no lower than colonel or GS-15). 



		(4)  Have the authority to exempt command personnel who would otherwise be eligible for the travel charge card (that is, within the established eligibility criteria, they have the authority to determine who will be issued a travel charge card).  MACOM commanders may delegate this authority to subordinate commanders and supervisors.



	d.  The MACOM program managers will--



		(1)  Initially establish the MACOM travel charge card program, to include-- 



			(a)  Designating the activities that will operate their own travel charge card programs with assigned control account numbers.  Each designated activity will appoint a program coordinator.



			(b)  Determining the total number of control account numbers required.



			(c)  Providing the following to the contractor: the number of activity control account numbers needed; the name, business address, and commercial telephone number of each activity's program coordinator; and the total number of applications needed.



		(2)  Establish appropriate MACOM procedures, as needed.



		(3)  Actively manage the travel charge card program, to include monitoring the MACOM's performance with monthly reports provided by the contractor, keeping the MACOM commander informed, and directing subordinate activities to take appropriate corrective action.



	e.  Activity program coordinators will--

		(1)  Obtain applications, reference/implementation manuals, and other materials from the contractor needed to initially establish the activity's travel charge card program.



		(2)  Obtain DOD or Army training materials and ensure that adequate training is provided to all cardholders within the activity.



		(3)  Obtain additional travel charge card applications as needed, distribute them to eligible personnel, mail or fax completed applications to the contractor, and provide any additional information required by the contractor.



		(4)  Cancel the travel charge cards of cardholders who leave the Army through discharge, reassignment, retirement, or death and initiate action to transfer any delinquent account balances to the Army-level "Separated" account. 



		(5)  Initiate action to transfer the accounts of cardholders who are reassigned to other organizations, either within the MACOM or to other MACOMs.



		(6)  Review monthly contractor reports on card usage and the status of cardholder accounts and take appropriate action, to include:  reconciling reports on card usage (on a random or selective basis) with travel orders, advising first-line supervisors about apparent cardholder misuse or delinquency, maintaining appropriate documentation on instances of misuse or delinquency and keeping the activity commander or manager fully informed.



		(7)  Inform the contractor of changes in program coordinators, as needed, to include address, telephone numbers, and other pertinent data.



	f.  Supervisors will take appropriate action if cardholders' accounts become delinquent or if there are clear indications that they have misused their travel charge cards (for example, unauthorized charges or unauthorized automated teller machine (ATM) use).



	g.  Cardholders will abide by the terms and conditions contained in the cardholder agreement with the contractor (that is, the "Agreement Between Agency/Organization Employee and American Express Travel Related Services Company, Inc.") and the Statement of Understanding maintained on file by the program coordinator. 



6.  Travel advances.  See paragraph 020302 of Volume 9.  Travel orders must identify the traveler as a Government travel cardholder or non-cardholder.  This cardholder status determines whether the traveler will get a travel advance through automated teller machines (ATMs) or through electronic funds transfer (EFT).  Supervisors may authorize emergency cash advances in limited situations where no other process is available to accomplish the mission.



	a.  The term "cardholder" includes those individuals who have a valid travel charge card and those who are authorized to have a travel charge card but have elected not to.  Cardholders will obtain their travel advances only through ATMs.



	b.  The term "non-cardholder" includes those individuals who have been denied a travel charge card and those whose travel charge cards have been suspended or canceled because of misuse or delinquency.  Non-cardholders may obtain advances for official travel only through EFT when authorized by their supervisor.



	c.  Individuals who decline to have a travel charge card for religious reasons can request a waiver to paragraph 6a above and be considered as a non-cardholder.  Requests should submitted in writing through the local program coordinator for approval by the MACOM program manager.    



7.  Policy.  See paragraph 0301 of Volume 9.



	a.  Proper use of the travel charge card.  Army military and civilian personnel are authorized to use the travel charge card only for necessary and reasonable expenses incurred for official travel as authorized and validated by travel orders.  Use of the travel charge card is further limited to those travel expenses for which the cardholder is entitled to reimbursement (for example, it should not be used for expenses incurred under permissive temporary duty (TDY)).



	b.  Prompt payment of charges.  The travel card is a charge card, not a credit card -- the  cardholder is not entitled to carry account balances forward.  Cardholders are liable for all unpaid charges to their accounts and must pay their account balances within 30 days of the closing date on the contractor's billing statement.  Cardholders are not liable for charges that are in dispute (while the contractor is investigating these charges) or for charges where the travel charge card has been promptly reported as lost or stolen.  Cardholders who are unable to pay their account balance on time should contact the contractor about arranging a repayment schedule and should advise their program coordinator.



	c.  Command involvement.  The Army is not liable for charges incurred on a cardholder's travel charge card.  This does not mean, however, that commanders and supervisors should adopt a "hands-off" approach regarding use of the travel charge card by their personnel.  This card is the primary means within DOD for obtaining up-front funding for mission TDY travel.  For this reason, it is an asset that must be protected.  Cardholders whose cards are canceled for misuse or delinquency can suffer significant adverse consequences (for example, their personal credit rating will be affected, their ability to perform mission TDY travel may be hindered, and they may be subject to disciplinary action).



	d.  Special travel circumstances.  The travel charge card program is designed primarily for use on normal "business" travel.  Travelers and their units can minimize delays in the reimbursement of travel expenses by submitting complete and accurate travel claims in a timely manner (to include transmission by facsimile).  Due to the nature of the Army's mission, however, TDY travel may involve special circumstances that can adversely impact on the traveler, such as minimal advance notice, long duration, or duty in areas where ATM availability or retail merchant acceptance is minimal or non-existent.  Units can avoid or minimize these adverse impacts through prior planning and coordination with their supporting DFAS Defense Accounting Office, DFAS Operating Location, or Army finance and accounting office.  For example:



		(1) Units that frequently have short-notice TDY travel can make prior arrangements with their supporting finance and accounting activity to expedite the payment of travel advances by EFT directly to the individual's pay account.



		(2) Units that frequently have TDY travel of long duration can work with their supporting accounting office to develop a "TDY packet" of instructions, blank forms, and examples of completed vouchers.  This will assist travelers in filing the interim vouchers required every 30 days by Volume 9 (paragraph 020303A) and in obtaining timely reimbursement for expenses.



	e.  Permanent change of station.  While DOD policy permits the use of the travel charge card for permanent change of station (PCS) moves, it is discouraged within the Army.  Use of the travel charge card is not necessary on PCS moves, as the traveler generally has ample time to plan for and obtain an adequate travel advance.  More importantly, the risk of cardholder delinquency is greater, given the substantial amount of travel expenses involved and the difficulty of filing interim travel claims (and getting reimbursement) while in a travel status for an extended period of time (for example, PCS with leave en route). 



8.  Eligibility.  See paragraph 030304 of Volume 9.



	a.  The Army does not require that the travel charge card be issued to all military and civilian employees.  Instead, within the eligibility constraints cited in paragraph 030304 of Volume 9, MACOM commanders have the authority to determine who will be issued a travel charge card, and may delegate this authority to subordinate commanders and managers.



	b.  The travel charge card is limited to permanently assigned military and civilian personnel.  Temporary employees are not eligible for the travel charge card.



	c.  The contractor's application requires a valid social security number (SSN).  Local National employees and others without a valid SSN are not eligible. 



9.  Unit travel cards.  See paragraph 030306B of Volume 9.  Unit cards are a type of centrally billed account (CBA) and, as such, the Government, not the individual traveler, is liable for the account balance.  Unit cards allow commanders to provide transportation, lodging, and meals for groups of travelers and for travelers who have been denied an individual travel charge card.  Each unit card may include up to 99 supplemental accounts, which may be assigned to individuals in plastic card form (these cards will be embossed with the individuals' names, not the unit name).  Unit cards may include features such as ATM withdrawal and "ATM-In-Your-Pocket" travelers checks.  However, units are responsible for paying the account balance, which is subject to prompt payment interest penalties, and must reconcile the contractor's monthly billing statement before forwarding it to their servicing finance office for payment.  Within the Army, MACOM program managers are hereby authorized to approve the establishment of unit cards.  To establish unit cards, MACOMs should contact the contractor's CBA manager (see para 20a(3)).   



10.  Misuse.  See paragraph 030308 of Volume 9.  The DOD requirement for program coordinators to reconcile the contractor's monthly reports on card usage with the organization's travel orders/travel log is not intended as a requirement for a 100 percent monthly reconciliation of all cardholder charges.  Program coordinators are expected to use sound judgment and common sense to conduct this reconciliation in a reasonable and efficient manner.  Methods could include reconciling a random sample of travel charges or reconciling travel charges selected on the basis of some indicator (for example, a large amount of ATM withdrawals or retail charges, the location of the retail charges, the nature of the merchant involved).  The intent is for the program coordinator to use the information provided in the contractor’s monthly reports to ensure that apparent cases of card misuse are identified, reviewed, and resolved.      



11.  Training.  See paragraph 030309 of Volume 9.  The DOD goal is for all cardholders to receive annual training on the basic rules on the program and their responsibilities and obligations.  How this training is conducted or provided is left to MACOM discretion.  The  MACOM program managers and program coordinators are  encouraged to accomplish this training using any efficient and cost-effective methods, so long as that approach is consistent with a clear signal of strong command emphasis and support.  Training materials have been distributed to MACOMs and are available on the ASA(FM&C) Home Page (http://www.asafm.army.mil), under the "Travel Card" button.  The contractor is also available to conduct on-site training if a sufficient number of personnel are involved.  To arrange this training, MACOMs should contact the contractor's Government Account Manager for the Army (see para 20a(2)).



12.  ATM cash withdrawals.  See paragraph 030403 of Volume 9.



	a.  Withdrawal limits.  Cash withdrawals from ATMs are limited to $600 per month, provided the cardholder's account is current.  Program managers at MACOMs are hereby authorized to establish a lower ATM cash withdrawal limit, so long as this lower limit is MACOM-wide in its application and is no lower than $250 per month.  To establish more restrictive monthly ATM limits, MACOMs should contact the contractor's Government Account Manager for the Army (see para 20a(2)).  The cardholder's ability to make ATM withdrawals, however, is still subject to transaction limitations established by each local bank's ATM withdrawal policy.



	b.  Temporary increases.  Within the Army, cardholders who have a valid need (for example, for extended travel or travel outside the continental United States) can request that this limit be temporarily increased for a specific TDY trip.  Procedures for requesting temporary increases are as follows:



		(1)  Cardholders can request that their ATM withdrawal limit be temporarily increased up to $4,000 per month by contacting the contractor's Phoenix Operations Center (see para 20a(1)).  The contractor can implement this change within 48 hours after notification and will authorize the new amount if the cardholder's account is current.  Based on the information provided about the TDY location and duration, the contractor will terminate the temporary increase in the ATM withdrawal limit upon completion of the cardholder's travel.



		(2)  The MACOM program managers are hereby authorized to establish more restrictive provisions, so long as they are MACOM-wide in their application.  For example, MACOMs can require that their cardholders go through the MACOM program manager, the MACOM program coordinator or the local program coordinator to request a temporary increase in the ATM withdrawal limit.  The MACOM program managers can also require such restrictions for requested increases above a stated threshold amount (for example, any temporary increases greater than $2,000).  To establish more restrictive measures, MACOMs should contact the contractor's Government Account Manager for the Army (see para 20a(2)).    



		(3)  Requests for temporary increases above $4,000 per month must be approved by HQ DFAS.  These requests must be endorsed by the MACOM program manager and submitted through the Army program manager.  No action will be taken on such requests that do not have the endorsement of the MACOM program manager.  No action will be taken by the contractor on such requests that do not have the required approvals by both the Army program manager and HQ DFAS.



	c.  Permanent increases.  There is no provision under DOD policy for permanent increases to the ATM withdrawal limit.  All requests to increase this limit are considered temporary and must be tied to specific travel completion dates.

  

13.  Delinquencies.  See paragraph 030407 and 030505 of Volume 9.  The DOD policy in Volume 9 requires that program coordinators provide appropriate written notification to the cardholder's supervisor/chain of command within 5 working days after receipt of the contractor's delinquency report.  Program coordinators should use the form letters provided in appendix A of Volume 9 or an equivalent method to meet this requirement. 



14.  Program hierarchy.  See paragraph 030501B of Volume 9.



	a.  Requirement.  Working with the contractor, MACOMs will establish a structure of control accounts that reflects the MACOM's organization structure.  This does not mean that every individual unit must have its own separate control account but, rather, that the structure of control accounts must be compatible with the MACOM's organization structure.  For example, a single control account can be established for an entire division or, if the commander prefers, for each brigade or battalion within that division. 



	b.  Monthly reports.  Based on the established structure of control accounts, the contractor will provide standard monthly reports on cardholders directly to the activity-level program coordinator, with summary level monthly reports going to higher headquarters within the control account structure.  This approach ensures that timely information on card usage is targeted to the organization level that is most familiar with the cardholder's actual travel and that can best provide command emphasis and oversight on proper use of the travel charge card and timely payment of account balances.



	c.  Determining the program hierarchy.  There are some basic tradeoffs to consider in determining the program hierarchy.  As control accounts are established further and further down the organization structure, the information in the contractor’s monthly reports is provided closer and closer to the commanders/managers who best know the cardholders and their actual travel and who can best take immediate corrective action.  In addition, the workload associated with administering the program is distributed over a broader base and the potential for overload on a few program coordinators is avoided.  On the other hand, expanding the number of control accounts will increase the number of program coordinators and can increase the number of account transfers required when cardholders move between subordinate units.  Commanders and managers must weigh these factors and select the proper balance for their organization.



15.  Processing applications.  See paragraph 030502A of Volume 9.  The Statement of Understanding provided in Volume 9 was developed for the express purpose of giving commanders and managers more options in dealing with cardholders who misuse their cards or who become delinquent in their accounts.  When properly completed and signed, the Statement of Understanding makes it a matter of record that the applicant/cardholder understands that he or she has been ordered or directed to do specific things, to include using the card only for official travel and paying all charges upon receipt of the contractor's billing statement.  Within the Army, program coordinators will use the sample formats for the Cardholder Statement of Understanding for Military Personnel enclosed at appendix B or the Cardholder Statement of Understanding for Civilian Personnel at appendix C (Army versions of the DOD Statement of Understanding in Volume 9).



	a.  General procedure.  To properly complete the Statement of Understanding, the program coordinator must enter the appropriate amount for the limitation on cash withdrawals (if MACOMs establish more restrictive provisions for temporary increases in cash withdrawals, this portion should also be revised).  The Statement of Understanding must be signed by the applicant and by the applicant's supervisor.  On statements for military personnel, the name of the applicant's superior commissioned officer must be entered where indicated.  Finally, the applicant must initial each of the six items (in the middle of the statement) that he or she is being specifically ordered or directed to do.  The completed Statement of Understanding must be retained on file by the program coordinator.  



	b.  New applications.  Program coordinators will not forward applications on to the contractor until they receive a properly completed Statement of Understanding from the applicant.



	c.  Existing cardholders.  Volume 9 and this HQDA letter do not require that a Statement of Understanding be completed by existing cardholders.  The MACOM program managers, however, are hereby  authorized to require their existing cardholders to complete statements within 60 days and to initiate action with the contractor to terminate the cards of those that fail to comply.



	d.  Departing personnel.  Reassigned personnel must out-process with their program coordinator.  If a cardholder has a completed Statement of Understanding on file, the losing program coordinator may provide this to the cardholder to be hand carried to their next assignment.  There may be different policies between MACOMs, however, because of the tailoring of travel charge card programs.  For this reason, the program coordinator at the gaining unit is hereby authorized to require an incoming cardholder to complete a new Statement of Understanding within 60 days and to initiate action with the contractor to terminate the cards of those that fail to comply.    



16.  Account transfers.  See paragraph 030503 of Volume 9.  The program coordinator at the losing organization should instruct the departing cardholder to in-process with the program coordinator at their new organizations and should ensure that the contractor is properly advised of the reassignment.  The program coordinator at the gaining organization should ensure that the contractor has transferred the cardholder's account to the new unit-level control account.  In general, organizations should ensure that all newly assigned personnel are screened to determine whether they have a travel charge card, and gaining program coordinators should verify that new cardholders showing up against their control account are in fact assigned to that unit.



	a.  Reassignments within a MACOM.  The losing organization will use the contractor's Travel/Maintenance Form to officially notify the contractor of the reassignment, citing the cardholder's name, SSN, and account number and his or her new unit-level control account within the MACOM.



	b.  Reassignments between MACOMs.



		(1)  The preferred method for handling these reassignments is to transfer the cardholder's account directly from the unit-level control account in the losing MACOM to the unit-level control account in the gaining MACOM. To do this, the contractor needs to know the gaining unit-level control account.  The losing program coordinator should contact the gaining MACOM (see enclosed app D, MACOM program coordinators) to obtain the proper unit-level control account, include it on the Travel/Maintenance Form and forward this form and a copy of the cardholder's PCS orders to the contractor.  In addition, the losing program coordinator will transmit a facsimile copy of the cardholder's PCS orders (annotated with his or her individual account number) to the gaining MACOM.  



		(2)  In some cases, the losing program coordinator may not be able to readily identify the departing cardholder's control account in the gaining MACOM.  To facilitate the transfer of cardholder accounts between MACOMs, the contractor has established PCS control accounts for each MACOM  (see enclosed app E).  These PCS control accounts will be used to temporarily carry the accounts of incoming cardholders until they can be transferred to the appropriate unit-level control account.  The program coordinator at the losing MACOM will complete the contractor's Travel/Maintenance Form (including the cardholder's SSN and new MACOM/PCS control account) and forward this form and a copy of the cardholder's PCS orders to the contractor.  In addition, the losing program coordinator will transmit a facsimile copy of the cardholder's PCS orders (annotated with the cardholder's individual account number) to the gaining MACOM.  The gaining MACOM is then responsible for determining the appropriate unit-level control account for the cardholder and for using the Travel/Maintenance Form to officially notify the contractor to transfer the cardholder's account.  (Note: The U.S. Army Corps of Engineers and the Army National Guard are on a different contractor billing cycle than the MACOMs listed at enclosed appendix E.  For reassignments involving these two organizations, the losing program coordinator must cancel the card and advise the cardholder to obtain another card upon arrival at his or her new organization.)



	c.  Separation.  For any cardholders who leave the Army through reassignment, discharge, retirement, or death, the losing program coordinator should provide proper notification to the contractor to cancel the card and transfer any delinquent account balances to the Army-level "Separated" account.  This notification must be in writing on organization letterhead and signed by the program coordinator and the cardholder's supervisor or their commander.



17.  In- and out-processing.



	a.  Civilian personnel.  Local in- and out-processing procedures and forms for civilian personnel should be revised to require processing with the appropriate program coordinator.



	b.  Military personnel.  Action has been taken to revise the Army regulation that governs the in- and out-processing of military personnel (AR 600-8-101) to require processing with the appropriate program coordinator.  In the interim, commands and activities are encouraged to informally implement this requirement, in order to ensure the effective transfer of cardholder accounts. 



18.  Disciplinary and adverse actions.



	a.  Civilian personnel.  The Office of the Assistant Secretary of the Army (Manpower and Reserve Affairs) has published guidance on disciplinary and adverse actions related to use of the Government travel charge card in the form of an Employee Relations Bulletin (reference 3e).  This bulletin addresses both misuse of the Government travel charge card and delinquencies.  Supervisors are advised to consult their servicing civilian personnel office before initiating disciplinary or adverse action related to use of the travel charge card.



	b.  Military personnel.  Commanders will take appropriate action against soldiers who fail to comply with relevant provisions of Volume 9 (reference 3a) and these instructions, or lawful orders based thereon.  Such action may include, but is not limited to, the following:  (1) counseling, (2) admonition, (3) memorandum of reprimand, (4) bar to reenlistment, (5) administrative separation from the Army, (6) nonjudicial punishment under article 15 of the Uniform Code of Military Justice (UCMJ), and (7) court-martial.  Commanders and supervisors are advised to consult their servicing Judge Advocate General office before initiating disciplinary or adverse action related to use of the travel charge card.



19. Refunds for MACOMs.  The current travel charge card contract provides for refunds associated with official travel to be returned to the Government.  The Government receives 0.65 percent of the charge volume, to include retail charges on individual travel charge cards, charges to centrally billed accounts and improvements in pay practices (ATM cash withdrawals on individual travel charge cards are not included).  The MACOMs will receive refunds from the DFAS-Indianapolis Center.  The contractor pays these refunds three times per year, in accordance with the contract, as follows:  on or about 15 March, 15 June, and 15 September.   Policy of the DOD states the refund is to be returned to the appropriation originally funding the travel.



20.  Contact information.



	a.  Contractor.



		(1)  The contractor's Phoenix Operations Center should be contacted for all matters involving day-to-day operation of the program.  The address is as follows:  AMERICAN EXPRESS, GOVERNMENT ACCOUNT UNIT, PO BOX 53609, PHOENIX AZ 85072-3609.

			(a)  Program coordinators and MACOM program managers may call the contractor for information on such matters as available services, cardholder cancellations and suspensions, name changes, and account transfers.  The toll-free number is 1-800-492-4990.  The fax number is (602) 492-1295.



			(b)  Cardholders may call the contractor for information on such matters as account status, the nearest ATM, PIN changes and lost cards.  The 24-hour a day toll-free number is 1-800-492-4922 (the international collect number is 1-602-492-4922).  Cardholders may also check on the nearest ATM by calling 1-800-CASH-NOW.



		(2) The contractor's Government Account Manager for the Army should be contacted for setting up new accounts, setting up on-line access, tailoring the program to meet command needs and arranging for contractor on-site training.  The address is as follows:  AMERICAN EXPRESS TRAVEL RELATED SERVICES COMPANY INC, 1655 N FORT MYER DRIVE SUITE 900, ARLINGTON VA 22209.  Program coordinators or MACOM program managers can call the Government Account Manager for the Army at (703) 312-8374.  The fax number is (703) 522-0618.



		(3) The contractor's manager for CBAs should be contacted to set up a unit card.  The address is as follows:  AMERICAN EXPRESS TRAVEL RELATED SERVICES COMPANY INC, 1655 N FORT MYER DRIVE, SUITE 900, ARLINGTON VA 22209.  Program coordinators or MACOM program managers may call the CBA manager for the Army at (703) 312-8367.  The fax number is (703) 522-0618.



	b.  Army program manager.



		(1)  The Army program manager should be contacted for all matters involving DOD and Army policy and relationships/problems involving DFAS or the contractor.  The address is as follows:  ATTN SAFM-FOI, OFFICE OF THE DEPUTY ASSISTANT SECRETARY  OF THE ARMY (FINANCIAL OPERATIONS), 109 ARMY PENTAGON, WASHINGTON DC 20310-0109.



		(2)  Program coordinators and MACOM program managers can call the Army program  manager  at (703) 697-2233/1812 or DSN 227-2233/1812 (the fax number is (703) 693-1028 or DSN 223-1028).







                   /signed/

	Togo D. West, Jr.

	Secretary of the Army
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Government Travel Charge Card--Employee Relations Bulletin #86



DEPARTMENT OF THE ARMY

OFFICE OF THE ASSISTANT SECRETARY

MANPOWER AND RESERVE AFFAIRS

200 STOVALL STREET

ALEXANDRIA, VIRGINIA 22332-0300



April 9, 1997





MEMORANDUM FOR  MACOM CIVILIAN PERSONNEL DIRECTORS

CIVILIAN PERSONNEL ADVISORY CENTER DIRECTORS AND INDEPENDENT REPORTING ACTIVITY CIVILIAN PERSONNEL OFFICERS



SUBJECT:	Government Travel Charge Card -- Employee Relations Bulletin #86





We continue to receive queries regarding proper charges and disciplinary procedures to apply to employees who misuse the government travel charge card or are delinquent in paying the card bill.  The attached Employee Relations Bulletin provides guidance for applying appropriate and effective disciplinary and corrective measures in such cases.



Instances of inappropriate travel card use fall primarily into two categories: a. misuse of the card for purposes not related to official travel and  b. delinquent payments.  We will address each of these categories separately.



Please make this guidance available to your employee relations specialists, personnel generalists, and labor counselors.  It is suggested that this information be shared with supervisors and managers at all levels, the Employee Assistance Program (EAP) Office, and travel card program coordinators.  Adherence to this guidance will support a more effective Government Travel Charge Card Program through the application of appropriate sanctions to those who abuse the privilege.









									/signed/

Attachment							Elizabeth B. Throckmorton

Chief, Policy and Program

   Development Division 

�EMBED Unknown���



INTRODUCTION:  This bulletin provides guidance for administering discipline or corrective actions in cases of government travel charge card misuse.  It covers:  establishing the basis for taking a disciplinary action; framing the charges; selecting the appropriate penalty; and following the procedural requirements.



	Reference the Office of the Assistant Secretary of the Army for Financial Management and Comptroller (ASA(FM&C)) memorandum, dated December 19, 1996, subject:  American Express Government Travel Charge Card.  In the memorandum, ASA(FM&C) points out the travel charge card is essential to the accomplishment of Army’s mission-related TDY travel.  The card program gives Army travelers the freedom and flexibility to perform government travel by using the card for hotels, meals, and miscellaneous expenses without having to obtain a travel advance from the finance office.  The travel charge card is the primary means of up-front funding for these travel expenses.  It is a vital asset that must be protected.  This is a travel card, not a credit card!



CATEGORY 1 - Misuse of the Government Travel Charge Card		



BASIS FOR TAKING THE DISCIPLINARY ACTION:  To discipline employees for the misuse of the travel charge card, it is essential to remember that the card is provided only for official travel and travel-related expenses away from the official duty station.  The card and the account are not to be used for personal purposes.  Employees are notified of this restriction when they sign up for the card.  To use the card for other than official business is, therefore, a violation of specific written instructions.  Any use other than official use may subject a person to disciplinary action.



FRAMING OF THE CHARGES:  For there to be a disciplinary action, the agency must be able to establish a nexus between the misconduct and the efficiency of the service, i.e., there must be a direct relationship between the articulated grounds for the adverse personnel action and either the employee’s ability to accomplish his or her duties satisfactorily or some other legitimate governmental interest promoting the efficiency of the service.  The following are examples of ways to establish or support nexus in cases of misuse of the card.



	a.  The American Express Company entered into an agreement beneficial to Army.  The card’s use simplifies TDY travel and saves Army money by reducing travel cost.  Proper use of the travel charge card reduces the cost of providing advance travel funds.  



	b.  Though the card is government-sponsored, it is issued to the employee.  This means that the employee is personally responsible for charges made on the card.   



	c.  In proving that disciplinary action is appropriate for the efficiency of the service, the agency should argue that the appropriate use of the government travel charge card is essential for the efficient administration of official government business.  To establish this, the agency should explain why the government has chosen to use the credit card.   



	The type charges that may be brought against employees who misuse the card will be dictated largely by the circumstances in each case and what can be specifically proven.  The policy guidelines and procedures of Change 5, Army Regulation 690-700, Chapter 751, can serve to help make this determination.  The travel card misuse may fall into one of the following categories of charges:  (1) failure to follow written instructions; (2) conduct unbecoming a Federal employee; and (3) misuse of a government travel charge card.  Charge (1) is the preferred charge especially if written documentation is available in the form of the agreement the employee signed that specifies that the card is for official use only.



	The choice of a single charge or multiple charges will depend on the circumstances of each case.  The Civilian Personnel Advisory Center (CPAC) will assist management in framing the appropriate charges and specifications.  The proposal and decision letters must be coordinated with the local labor counselor.   



SELECTING THE APPROPRIATE PENALTY:  There is a wide range of corrective actions and penalties available in cases where misuse of the travel charge card has occurred.  The ultimate decision concerning the appropriate type of disciplinary action that may be imposed depends upon the circumstances of each individual case.  Army activities have reported successfully employing measures that include:  (1)  dismissals; (2) suspensions; 

(3) formal counseling; (4) alternative discipline; (5) referrals to the EAP Office for counseling; and (6) formal reprimands.



	There are also some recent Merit Systems Protection Board (MSPB) cases concerning misuse of the government travel card.  The following two cases  demonstrate the rationale given by MSPB for sustaining or modifying the charges.



	a. In Kye v Defense Logistics Agency (DLA), 64 M.S.P.R. 570 (1994), the appellant petitioned for review of the initial (November 12, 1993) decision that sustained her removal for the following charges:  failure to safeguard government credit card and personal identification number; failure to follow specific instructions for reporting loss, theft, or compromise of the government credit card; misuse of government credit card (improper charges); and providing false information in an agency investigation.  The MSPB reversed the initial decision, and the penalty was mitigated to a 45-day suspension.  The Board considered the charges serious but took into account the failure to sustain all of the charges; the appellant’s excellent, unblemished record; and taking full responsibility to repay improper charges (over $2,000 in cash withdrawals).  The suspension of 45 days, rather than removal, was considered the maximum reasonable penalty for the sustained charges against the appellant, which included all of the above charges with the exception of the charge of “providing false information in an agency investigation.”  The appellant in this case encumbered a GS-12 Supervisory General Supply Specialist position.



	b. In Baracker v Department of the Interior, 70 M.S.P.R. 594 (1996), the appellant, a Senior Executive Service employee, was suspended for 15 days for misuse of the government credit card.  In this decision, the Board held that the agency was not required to prove intent in order to sustain a charge against the employee of misuse of the government credit card.  The Board sustained the 15-day suspension.  The Board found that the employee did not dispute the administrative judge’s findings that the employee used the government travel card to take trips for his personal convenience and not for official government business, and that those instances constituted misuse of the government travel card.  The employee argued that the agency may discipline him only if he intentionally misused the card, and since he did not have this intent, the Board should disapprove the adverse action the agency took against him.  The Board rejected his argument holding, first, that the agency need not prove intent and, second, that the agency, in this case, had proven intent.  It had provided him with rules for the card’s use and the employee had signed a document approximately six weeks before the first instance of misuse indicating that he had received, read, and understood the agency’s memorandum regarding official card use.  



	The general guidelines and practices regarding the procedural due process requirements, e.g., notice of proposed action, opportunity to reply, consideration of the Douglas Factors, etc., that are necessary for applying discipline in other situations are applicable for these cases.  



	Supervisors should consider the following in applying disciplinary action in cases of government travel card misuse:  The discipline must be severe enough to effect the desired corrective action, and should be in balance with the severity of the offense.  In cases of this type, you will often find underlying personal problems such as alcohol and/or financial problems that contribute to the misconduct.  Supervisors are encouraged to refer the employee to the Employee Assistance Program (EAP) Office for financial management or other counseling, as appropriate, when there is evidence that the employee is experiencing financial difficulty or other personal problems.  Counseling and referrals, however, do not preclude the initiation of disciplinary actions.



CATEGORY 2 - Delinquent Payments



	An agency may discipline an employee for failure to pay the debt incurred with a government travel card.  In addition, the agency may take administrative actions which are separate from disciplinary and adverse actions.  Delinquency may accompany or may be indicative of personal problems employees may be experiencing.  Counseling of these employees by the 

supervisor or referring these employees to the EAP Office may reveal various reasons for such delinquencies, ranging from not having received travel reimbursement to financial hardship due to personal problems.



	Finally, employees should be advised that they may face adverse consequences for delinquent accounts.  The American Express Company is taking actions such as the following in cases of travel card delinquencies:  cancellation of the cards; negative reporting to national credit bureaus; and possible garnishment of wages.



PREVENTING MISUSE - The most effective way to prevent government travel card abuse is to ensure that employees clearly understand what constitutes proper and improper use of the travel card privilege.  Training on how to use the cards through local written guidance, briefings at the time the card is issued, publishing items in local newsletters, and using other published material are all effective as vehicles for providing guidance on appropriate card use.  Periodic reminders will help in refreshing what is contained in the card agreement about the “official-use-only” policy.
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