1 May 2002                                                                                             Illinois ARNG Individual Travel Card SOP


Chapter 1

Introduction

1-1.   Purpose

a.   This Standing Operating Procedure implements provisions of the DoD Government Individual Travel Charge Card Program policy by providing authority, designating responsibilities and prescribing policies and procedures.  The program allows travelers to use a contractor-issued Travel Charge Card to charge authorized per diem and travel-related expenses such as lodging, rental cars and meals during official travel.  Use of the card is limited to official federal employee travel expenses.  Personnel may purchase commercial transportation only when unable to obtain transportation due to mission requirements that do not allow the use of the transportation office.  The program allows government travelers to obtain cash from automated teller machines (ATM) to pay for authorized expenses that cannot be charged on the card.

b.  This Standing Operating Procedure prescribes policies and procedures governing the Illinois Army National Guard (ARNG) Travel Charge Card Program.  It provides standard guidelines in which the Government Travel Charge Card is to be used.  It also provides guidance on the responsibilities of the cardholder, supervisor and Agency Program Coordinator (APC).

1-2.   References.  Required and related publications are listed in Appendix A. 

1-3.   Authority.  This Standing Operating Procedure is issued pursuant to General Services Administration SmartPay Program Master Contract (GS-23F-98004), DoD Tailored Task Order, Travel Card Program (Number MDA210-98-F003 1), Joint Travel Regulations, DoD7110.3-M, section 522a, VOL. 9, Chapter 3, DoD Financial Management Regulation, and Public Law 105-264.

1-4.   Explanation of Abbreviations and Terms.  Abbreviations and special terms used in this Standing Operating Procedure are explained in the glossary.

1-5.   Responsibilities

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

     b.  The USPFO Comptroller Division will assist 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 employees performing daily program maintenance.


c.  The State Agency Program Coordinator (APC) (Level 4) will:  



(1)  Manage and administer the Travel Charge Card Program for the Illinois Army National Guard.   



(2)  Process Travel Charge Card applications after receiving supervisory approval in accordance with (IAW) this Standing Operating Procedure.  Review new account information reports provided by the Travel Charge Card Contractor to insure applications have been processed.  



(3)  Become proficient in the use of the Travel Charge Card Contractor’s management tools, such as the Electronic Account Government Ledger System (EAGLS).  Maintain an optimal level of proficiency by attending formal training and updates required in the use of EAGLS or other formal management tools.


     (4)  Request, receive and review information reports provided by the Travel Charge Card Contractor’s on-line program.  Reports include delinquency status, transaction history, hierarchy information, new account verification, charge off, cancellation, account renewal and pre-suspension.



(5)  Perform Travel Charge Card management oversight functions for subordinate hierarchy (hierarchy level  5 and below) APCs appointed within the state/territory/activity. 


  
 (6)  Conduct training for cardholders as necessary. 



(7)  Provide assistance to cardholders as necessary with activation and de-activation processes.

 

(8)  Identify and coordinate special mission requirements with the Travel Charge Card Contractor, DA, and the ARNG CPM.

 

(9)  Assist with the collection process of undisputed amounts owed to the Travel Charge Card Contractor.  Provide current mailing address and telephone numbers of the delinquent cardholder when not in conflict with labor agreements or the Privacy Act.
 

(10)  Analyze and review individual Travel Charge Card and ATM activity to identify potential abuse and/or unauthorized use.  Provide written review results of potential cases to the appropriate level of command/supervision.

 

(11)  Analyze, document, brief and/or report trends in Travel Charge Card abuse, delinquent payments and other areas.

 

(12)  Coordinate transactions to increase or decrease available retail, ATM, and overall Travel Charge Card limits.



(13)  Advise supervisors and senior management on Travel Charge Card issues, limits, restricted status, reinstatement and delinquencies.

 

(14)  Cancel or transfer Travel Charge Cards for personnel retiring or transferring in accordance with this Standing Operating Procedure.  Establish card deactivation dates based on per diem requirements in conjunction with the PCS move requirements of transferring personnel.

 

(15)  Assist cardholders with payment information and dispute/suspension procedures. 

 

(16)  Adjust restricted status charge amounts and advise on travel card limitations.



(17)  Distribute monthly pre-suspension and delinquency memorandums to cardholders and supervisory personnel.

 

(18)  Research and provide analysis of delinquency trends to the appropriate level of management.  



(19)  Advise the Financial Manager of the status of compliance with the monthly DA delinquency goal.



(20)  Distribute and interpret program guidance received from the ARNG CPM to the appropriate level of management responsible for establishing and maintaining policy and control over the program.



(21)  Advise supervisors/managers on program exemptions. 

d. The Human Resource Office (HRO) will:

(1) Advise 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. 

e. The Judge Advocate Office will:

(1) Return to Bank of America/Visa any individual charge card bills received by the Government, stating the Governments non-liability for payment.


f.  The Brigade of Directorate Program Coordinators will will:



(1)  Ensure the cardholder receives training and directions on the proper use of the Travel Charge Card.



(2)  Ensure each cardholder completes and understands the Cardholder Statement of Understanding a (see Appendix C) and the ARNG Cardholder Handout prior to completion of a Travel Charge Card application. 



(3)  Advise the APC on the issue of a “Restricted” or “Non-Restricted” card.



(4)  Request suspension of card privileges or a reduction in spending limits when card misuse is identified.



(5)  Initiate the appropriate adverse/disciplinary actions IAW the UCMJ, State Revised Statutes or Technician Regulations as applicable.



(6)  Identify and coordinate special mission requirements with the level 4 APC for approval and additional coordination as required.



(7)  Identify and inform the APC in writing of personnel who are determined to be exempt from the program due to the potential of card abuse, such as financial irresponsibility, or infrequent travel.  The memorandum should state the person qualifies for a travel advance.



(8)  Ensure the card is cancelled for retiring and separating cardholders.  



(9)  Ensure cardholders that are transferring to another APC have the card deactivated 5 to 10 days after the transfer date.  Ensure the gaining APC is aware of the cardholder being transferred to the gaining agency.  Contact the ARNG CPM or refer to the ASA (FM&C) and EAGLS websites for level 3 CPM and external APC information.



(10)  Brief each cardholder on the delinquency procedures.  This briefing will include information that the card contractor will suspend (deactivate) charge privileges if payment is over 60 days delinquent.   That the card contractor will cancel the card when payment is delinquent over 120 days.  The card contractor may initiate proceedings through the civilian judicial system against a cardholder for an account 120 days or more delinquent and notify credit bureaus of the delinquency.


g.  The cardholder will:



(1)  Receive a briefing on and complete the Cardholder Statement of Understanding (Appendix C) and read the ARNG Cardholder Handout.



(2)  Notify their APC of a change of address, phone number, office change, intent of long-term travel or duty location.  Long-term travel is thirty days or longer.



(3)  Be responsible for payment in full by the due date indicated on the monthly billing statement.  



(4)  Understand that a cancelled Travel Charge Card will not be reissued by the Contractor and a travel advance will not be authorized as outlined in the Volume 9, Chapter 3, DoDFMR.  Suspended cards (60-plus days delinquent) will be automatically deactivated by the card contractor and a travel advance will not be authorized. 



(5)  Promptly report a lost or stolen card to the Contractor and APC.  Report non-receipt of a card to the APC if not received within  two weeks of the application submission.



(6)  Use the card only for authorized TDY related and reimbursable expenses, such as rental car and lodging.  Airfares are not authorized to be charged unless the cardholder is properly authorized as a City Pair Program participant.



(7)  Use the split-disbursement method of payment when possible.  Retain copies of charge receipts during the TDY period to accurately compute the amount for split-disbursement to the card contractor.



(8)  Submit interim travel settlement vouchers every 30 days when performing TDY in excess of  45 days.  Vouchers should indicate split-disbursement.  
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