1 May 2002                                                                                             Illinois ARNG Individual Travel Card SOP


Chapter 10

Training
10-1.   APCs


a.  APCs will ensure subordinate APCs have completed initial training on policies and procedures.  


b. APCs will ensure supervisors and managers receive training on the completion of applications, card use and abuse, cardholder responsibilities and delinquency issues.

10-2.  Supervisors  

Supervisors will provide cardholder training and procedure/policy briefings to their personnel to ensure program compliance.

10-3.  Cardholders

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.  Several training options are:

a.  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.  

b.  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. 


c.  The GSA SmartPay on-line training course is now available.  This course provides information on traveling for the government in general, and reviews how to use the travel card.  This course can be completed in approximately 20 minutes.   The web site address is fss.gsa.gov/gsa-smartpay/traveltraining.
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