1 May 2002                                                                                             Illinois ARNG Individual Travel Card SOP


Chapter 2

Program Standards

2-1.  Program Policy


a.  The Illinois ARNG Travel Charge Card Program will be administered entirely on the basis of merit, without regard to age, sex, race, color, religion, national origin, physical or mental handicap.  All eligible individuals IAW paragraph 3-2 of this Standing Operating Procedure are encouraged to apply for a Travel Charge Card.


b.  Eligible individuals who do not apply for the Travel Charge Card or have had privileges cancelled will not be authorized a travel advance.


c.  Travel advance authorization will be limited to individuals awaiting the arrival of a Travel Charge Card, infrequent travelers and exempt persons that are known to be financially irresponsible.  Individuals with a suspended or cancelled Travel Charge Card should not be authorized an advance since the means for payment of travel costs was provided by the issuance of the card.  Additional guidance pertaining to the appropriate use of travel advances is found in the DoDFMR, Volume 9, Chapter 5. 

 
d.  Include the following statement on all travel orders: 



"Under Public Law 105-264, use of the government travel card is mandatory for all lodging expenses, and other authorized TDY expenses incurred by the traveler unless the traveler has been exempted."  However, in accordance with National Guard Bureau policy all vouchers will be paid.


e.   Include the following statement on travel orders for exempt personnel:



“Exempt from travel charge card program for reasons other than debt or delinquency.” 

2-2.  Procedures


a.  Supervisors should determine if a Travel Charge Card is required during the initial personnel orientation process.  The determination should be based on the frequency of travel and the financially responsibility of the person. 


b.  All incoming employees will notify the APC if they possess a Travel Charge Card.


c.  All departing cardholders that are terminating their federal employment status will turn in their Travel Charge Card to their APC as a part of their out processing.  Cardholders transferring to another federal agency will report to the next agency’s APC for transfer of the account to the new hierarchy number.  Transferred accounts will not be cancelled, but deactivated, as discussed in this Standing Operating Procedure.


d.  Supervisors or Personnel Offices should notify the APC of any personnel change eliminating the requirement for a card. 


e.  The Travel and Transportation Reform Act (TTRA) authorizes agencies to collect Travel Charge Card debts incurred by agency personnel.  


f.  When an exemption is granted from the mandatory use of the Travel Charge Card, one or a combination of the following may be authorized for payment of travel expenses:



(1)  Personal funds, including cash or a personal credit card.



(2)  Travel advance.


g.  Failure to use the travel card shall not be a basis for refusing to reimburse the traveler for otherwise appropriate charges.

2-3.   Applications

Travel Charge Card applications will be completed by the applicant.  Supervisor/commander approval (signature) on the application and the signed Cardholder Agreement are required for APC approval and processing.  Properly approved and completed applications will be faxed to the Contractor.


a.  The applicant will:



(1)  Obtain an Individually Billed Card Account Setup form from the APC or supervisor. 



(2)  Complete the application and sign it to indicate that he/she agrees to the terms and conditions of the agreement between an agency/organization-employee and the contractor.  Each applicant is subject to a credit check by the contractor and must indicate on the application form whether or not he/she agrees to a credit check.  Declining  a credit check will automatically initiate the issue of a “restricted card” by the travel charge card contractor.  



(3)  Sign a Statement of Understanding for Travel Cardholders (see Appendix C).  



(4)  The applicant presents the completed application and Statement of Understanding to his/her supervisor for approval and signature.


b.  Applicant's supervisor/commander will: 



(1)  Ensure that the applicant signed the application and the Statement of Understanding.



(2)  Verify the applicant's eligibility for the government Travel Charge Card.



(3)  Brief the applicant on the Travel Charge Card use policies and obtain answers to questions.



(4)  Sign and date the bottom of the application and Statement of Understanding.



(5)  Retain a copy of the Statement of Understanding.



(6)  Forward the signed application and the Cardholder Statement of Understanding to the APC.


c.  Agency Program Coordinator (APC) will:



(1)  Review the applicant's information for completeness.



(2)  Verify the applicant's supervisor has printed his/her name and signed the application.



(3)  Complete the agency account section of the application before forwarding to the Travel Charge Card Contractor.


d.  Credit Checks.   

All Travel Charge Card applicants will be subject to a credit check when approved on the application.  The fact that a credit check was performed will appear on the credit bureau’s record for the applicant and will be evident to subsequent credit grantors who request a credit check.  This process is similar to instances when the applicant applies for credit on his/her own.  From the information obtained as a result of that credit check, the contractor will either issue a “standard” Travel Charge Card or a “restricted” Travel Charge Card.  Under no circumstances will the APC be provided details about the results of the credit checks.   Applicants who refuse the credit check will be issued a “restricted” card.  These cardholders will not be upgraded to a standard card until the credit check is accomplished.  Cardholders should not report the Travel Charge Card when applying for loans.  It is treated as a “Corporate Card” unless the account is 121-days delinquent in which case, the bad debt will be reflected.


e.  Only one Travel Charge Card is issued.  When a person is employed full-time by another DoD agency, the Illinois ARNG member will use that card.  Any problems will be elevated to the ARNG CPM for resolution.
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