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Chapter 3

Government Travel Charge Card Program

3-1.  PURPOSE:  This chapter provides implementing instructions for the Bank of America/Visa Government Travel Charge Card Program.  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 and NGR(AR) 37-112 Government Travel Charge Card (Draft). 

3-2.  SCOPE:  These procedures apply to all organizations and/or activities within the Illinois Army National Guard.  Eligibility for the program includes all U.S. Government personnel (civilian and military).  

3-3.  RESPONSIBILITIES:

a.  The Chief of Staff functions as the Government Travel Charge Card Program Director and appoints program coordinators for the activities within the IL ARNG.  


b.  The USPFO Comptroller Division is responsible for assisting the Chief of Staff in performing the duties of the Program Director.

                        (1)  Financial Manager serves as the Program Director alternate.  The Financial Manager is responsible for the supervision of employers performing daily program maintenance.


          
(2) The Grants and Agreements Specialist is responsible for the day to day operations of the Government Charge Card program.  The Grants and Agreements Specialist manages and administers the Individual Travel Charge Card Program for the Army National 

Guard Components and activities within the state, territory or activity.   The Grants and Agreements Specialist will also:

                                    a.  Process charge card applications after receiving supervisory approval in accordance with (IAW) this regulation.  Review new account information reports provided by the charge card contractor to insure applications are processed. 


                                
b.  Perform all travel card management oversight functions for subordinate hierarchy APCs appointed within the state/territory/activity.  The subordinate hierarchy APCs are generally referred to as hierarchy level 5 to the state/activity hierarchy level 4 APC.

                                    c. Conduct training for cardholders and state/activity level 5 APCs as necessary.  Training for level 5 APCs will include the use of the electronic media and Internet program management tools.

3-1

                                   d. Identify and coordinate special mission requirements with the card contractor, DA, the ARNG CPM and the level 5 APC responsible for the state/activity operation.

                                   e.  Assist with the collection of undisputed amounts owed to the charge card contractor.  Provide current mailing address and phone numbers of the delinquent cardholder to the card contractor.
                                    f.  Analyze, document and brief and/or report trends in charge card abuse, delinquent payments and other areas.

                        
g.  Coordinate transactions to increase or decrease available retail, ATM, and overall charge card limits.

                                    h. Advise supervisors and senior management on charge card issues, limits, restricted status, and reinstatement.


                  i.  Assist cardholders with payment information and dispute/suspension procedures. 

                            
j.  Adjust restricted status charge amounts, and advise on travel card limitations.

                                    k.  Distribute monthly pre-suspension and delinquency memorandums to cardholders and supervisory personnel.

                        
l.   Research and provide analyses of delinquency trends to the appropriate level of management.  

                         
m. Advise the Adjutant General, USPFO, Chief of Staff and Financial Manager of the status of compliance with the monthly Department of the Army Delinquency goal.

                                    n.  Distribute and interpret program guidance received from the ARNG CPM to the appropriate level of management responsible for establishing and maintaining 

                                    o.  Advise supervisors/managers on program exemptions.


c.  The Human Resource Office (HRO) is responsible for advising all new federal technicians and military employees, of the Army Charge Card Program eligibility requirements and the impact of accepting or declining a charge card. 


d.  The Judge Advocate Office is responsible for returning to Bank of America/Visa any individual charge card bills received by the Government, stating the Governments non-liability for payment.
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            e. Brigade and Directorate Program Coordinators are responsible for supervising the cardholders in their command/directorate.   They are also responsible for performing account maintenance, approving applications, and for appointing one or more assistant coordinators.  They will also:

                        (1) Review monthly 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.

(2) Provide applications, Statements of Understanding, reference/implementation manuals, and other materials from Bank of America/Visa needed to initially establish the cardholder’s travel charge card account.

(3) Ensures that adequate training is provided to all cardholders within the activity.



(4)  Request cancellations on travel charge cards of cardholders that leave the IL ARNG through discharge, reassignment, retirement, or death. 



(5)  Initiate action to transfer the accounts of cardholders that are reassigned to other organizations, either within the IL ARNG or to other agencies.



(6)  Inform the program manager 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 Bank of America/Visa.  Cardholders shall adhere to procedures set forth in the DoD Financial Management Regulation, Volume 9, Chapter 3, and applicable DoD Component guidance.

3-4.  ELIGIBILITY: 


a.  All DoD personnel, unless otherwise exempted, shall be required to use the government-sponsored, contractor-issued travel charge card for all expenses arising from official government travel, unless otherwise exempted.  

            b.  Military or DoD civilian personnel that are considered to be infrequent travelers (those who travel two or less times per year),  are not required to be a government charge cardholder.

3-3

3-5.  POLICY:  


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 Bank of America/Visa's billing statement.  Cardholders are not liable for charges that are in dispute (while Bank of America/Visa 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 Bank of America/Visa about arranging a repayment schedule and should advise their program coordinator.  The following are acceptable payment methods by the cardholder:

                        (1)  Split disbursement (payment option on 1351-2 which allows cardholder to designate an amount of their travel reimbursement to be paid directly from the Defense Finance and Accounting Service to Bank of America)



(2)  Checks mailed to:
Bank of America, PO Box 650782, Dallas, TX 75265-0782   



(3)  Wire Payments (i.e. Western Union)



(4)  Speedpay (checking/savings account automatic withdrawal)



(5)  Banking-Center payments (Bank of America locations)



(6)  Banking via personal computer at www.bankofamerica.com
The following fees apply to improper payment of charges:



(1)  Returned personal checks fee - $20.00.



(2)  Accounts 120 days delinquent will be billed $20.00 per billing cycle.



(3)  Delinquent accounts released to collection agencies will be charge 25% of the  

                         debt owed. 
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            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.  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 the USPFO office.  

3-6.  TRAINING:  The DOD and IL ARNG goal is for all cardholders to receive training annually, on the basic rules of the program and their responsibilities and obligations.  How this training is conducted or provided is left to Program Coordinator discretion.  The 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 all program coordinators and are available on the ASA(FM&C) Home Page (http://www.asafm.army.mil), under the "Travel Charge Card" button.  USPFO is also available to conduct on-site training if a sufficient number of personnel are involved.  To arrange this training, Program Coordinators should contact the USPFO.   

3-7.  PROCESSING APPLICATIONS:


a.  The prospective cardholder obtains the Individually Billed Account Application form and Cardholder Agreement from the program coordinator or one of the following web sites: www.gcsuthd.bankofamerica.com or  www.uspfo.il.ngb.army.mil.


b.  The cardholder completes the application and signs it to indicate that he/she agrees to the terms and conditions of the Cardholder Agreement that apply.  Each new travel card applicant is subject to a credit check by Bank of America and must indicate on the application form whether or not he/she agrees to a credit check.  The cardholder then returns the completed application package to the program coordinator.


c.  The Brigade/Directorate program coordinator will sign the “Supervisor’s Approval Signature” block on the second page of the application and the Statement of Understanding then forward the signed application to the USPFO.
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d.  The USPFO completes the agency account section and indicates their approval.   A signed copy of the application must be forwarded to Bank of America immediately either by facsimile or priority mail.                           

            e.  The application is processed by Bank of America.  If the applicant agreed in writing to a credit check, Bank of America performs a credit check and recommends to the APC the type of card that should be issued. The APC then directs Bank of America to issue either a standard or restricted travel card.  If the applicant did not agree to a credit check, Bank of America will issue a restricted card.  Cards will not remain activated without a completed, signed application on file.


f.  The charge card is issued and mailed to the cardholder with the Cardholder Introduction Guide.  Cardholder training information is distributed shortly thereafter.

3-8.  CARD ISSUANCE AND ACTIVATION:  Each cardholder will receive the items included in the Card-Issuance Mailer and Program Guide for Account and Cardholders.  A cardholder authorized to have ATM access will also receive an official cardholder Personal Identification Number (PIN). This detailed information will provide the cardholders whose cards are DoD standard travel cards all that they need to successfully activate and utilize their new Bank of America Government Visa Travel Card.

a.  The cardholder receives the Card Issuance Mailer that includes the plastic travel card with envelope, Cardholder Introduction Guide, and Visa Services and Benefits brochure.

b. The cardholder will then receive an activation code and will call the toll-free number on the activation label on the front of the card, and enters the information requested to verify receipt.  Cardholders may also activate cards online via EAGLS or contact their APC for proper activation.  The card is then activated and ready for use.


c.  The cardholder receives the Program Guide for Account and Cardholders, which contains detailed training material, including EAGLS information.

3-9.  STANDARD TRAVEL CARD:  These cards are issued to individuals as recommended by the card contractor, or as directed by the APC.  In no case, however, may a standard travel card be issued to an individual who refuses a credit check.  The standard credit limit is $5000 per billing cycle.  This credit limit includes a $500 ATM limit and a $100 retail limit, with a remaining balance of $4,400 for travel expenses.
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3-10.  RESTRICTED TRAVEL CARD:   These cards are issued to cardholders when recommended by the card contractor (and the APC concurs), requested by the applicant, or directed by the commander or supervisor.  A restricted card is the only individual card that is issued to individuals who refuse credit checks.  Restricted travel cards are the same in appearance as the standard cards; however, they are inactive at issuance.  The total credit limit on a restricted card is $1,250 per billing cycle.  This credit limit includes a $200 ATM limit and a $50 retail limit, with the remaining $1,000 available to charge meals, lodging, rental cars and miscellaneous expenses.  APCs are authorized to raise these limits based on travel requirements.  At the request of the cardholder, the APC may activate the restricted card for a specific travel event.  

3-11.  ACCOUNT TRANSFERS:

a.  Within the ILARNG.  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 Bank of America/Visa is properly advised of the reassignment.  The program coordinator at the gaining organization should ensure that Bank of America/Visa 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.

b.  Outside the IL ARNG.  The preferred method for handling these reassignments is to transfer the cardholder's account directly from the unit-level control account in the IL ARNG to the unit-level control account in the gaining MACOM. To do this, Bank of America/Visa needs to know the gaining unit-level control account.  The Grants and Agreements Specialist should contact the gaining MACOM to obtain the proper unit-level control account number and then forward a Cardholder Account Transfer form to Bank of America.



c.  Separation.  For any cardholders who leave the Army through reassignment, discharge, retirement, or death, the losing program coordinator should provide proper notification to NationsBank/Visa to cancel the card. 

3-12.  TRAVEL ADVANCES:  Travel orders must identify the traveler as a Government 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.
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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.  Those individuals who have been denied a travel charge card or that has had their cards suspended or cancelled because of misuse or delinquency are also considered cardholders.  Cardholders are not authorized to obtain advances through EFT.


b.  The term "non-cardholder" includes those individuals who have not been offered a travel charge card or their travel circumstances are expected to preclude the use of a travel charge card.  Use of a charge card is not feasible for PCS/TCS travel.   Non-cardholders are authorized to obtain advances through EFT, in accordance with the references of this LOI.

3-13.  ATM CASH WITHDRAWALS:  Using ATMs for cash advances instead of travelers checks is a more efficient method for cardholders to obtain cash during travel to pay for “out of pocket” travel related expenses.  Once initiated, the cardholders will be able to access money easily at thousands of ATM locations throughout the world that display the Visa symbol.  The Bank of America charge for using the ATM is 1.9 percent, which appears on cardholders billing statements and is a reimbursable expense.  Using a Bank of America ATM, versus other banking institutions, will result in cost savings to the DoD traveler’s agency.  ATM advances shall not be obtained earlier than 3 working days before scheduled official travel.

a.  Withdrawal limits.  Cash withdrawals from ATMs are limited to $500 per month, provided the cardholder's account is current.  The program managers at the USPFO are authorized to establish a lower ATM cash withdrawal limit.  To establish more restrictive monthly ATM limits, the program coordinators should contact the program manager at the USPFO. 

            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.  Cardholders can request that their ATM withdrawal limit be temporarily increased up to $5,000 per month by contacting the program manager at the USPFO.  Bank of America/Visa 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, Bank of America/Visa will terminate the temporary increase in the ATM withdrawal limit upon completion of the cardholder's travel.

3-14.  INQUIRIES AND DISPUTES:  Bank of America will make every effort to assist in reducing billing discrepancies.  A cardholder may choose to dispute transactions on his/her monthly statement.  Typically, disputes arise due to the following reasons:  questionable charges, duplicate billings and or unauthorized charges.

a.  Government Card holder's may report billing inquiries and disputes 24 hours per day, 7 days a week by calling Bank of America Customer Service at 1-800-472-1424 (domestic toll free) or 1-757-441-4124 (international collect call). 
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b.  Lost or stolen cards must be reported by the cardholder to Bank of America immediately at 1-800-472-1424, and their respective program coordinator.  The Government Cardholder is not liable for any payment of charges or purchases billed to any Card that is reported lost or stolen.

3-15.  MISUSE:  The DOD and IL ARNG requirement for the program coordinator to reconcile Bank of America/Visa's monthly reports and use the information provided in the monthly reports is to ensure that apparent cases of card misuse are identified, reviewed, and resolved.  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/restaurant charges, and the nature of the merchant involved).  An account that has been misused is subject to disciplinary and adverse actions covered in paragraph 17 below. 

3-16.  DELINQUENCIES:  The DOD policy in Volume 9 requires that program coordinators provide appropriate written notification to the cardholder's supervisor/chain of command after receipt of Bank of America/Visa'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. Delinquent accounts are:

           a.  Suspended 61 days after the billing date,  can’t be used at an ATM or merchant, and will be reinstated systematically upon payment of 60-day delinquent amount.

            b.  Cancelled 126 days after the billing date, reported to the national credit bureau, assessed a late fee of $20 per month, and may not be reinstated by Bank of America.
3-17.  DISCIPLINAIRY AND ADVERSE ACTIONS:  Employee charge card and accounts may only be used in connection with Official U.S. Government business.  An individuals account may be canceled if the card is misused.  For Federal Technicians, other disciplinary action may be taken in accordance with Technician Personnel Regulation 752 or other applicable regulations.  Military personnel may be subject to disciplinary action under the Uniform Code of Military Justice/DMAIL Regulation 27‑1.

3-18.  CONTACT INFORMATION:

Customer Service:
1-800-472-1424

Outside the United States, call collect:
1-757-441-4124

Card activation

Bank of America Web site:

Government Card Services Unit
1-800-311-7810

www.bankofamerica.com
www.gcsuthd.bankofamerica.com

Address:
Bank of America
P.O. Box 650782 
Dallas, TX 75265-0782
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