1 May 2002                                                                                             Illinois ARNG Individual Travel Card SOP


Chapter 3

Travel Charge Card Program

3-1.  Travel Charge Card


a.  On 2 April 1998, the General Services Administration (GSA) awarded a contract for a travel and transportation payment and expense control system.  The current contractor is Bank of America.


b.  In accordance with the Master Contract, government travel cards may be issued as either the regular card (a gold card picturing the U.S. Capitol dome with an airplane and the words: “For Official Government Travel Only”), the quasi-generic card (a plain gray card with the “Visa” logo), and a generic (covert) card.  The regular and quasi-generic card designs also are identifiable via the government numerical identifier “4486 1200.” This prefix identifies the account as eligible for government travel rates, including city pair rates, and tax exemption when provided by state law.  Generic card requests require APC approval.  A quasi-generic travel card may be issued upon written request of the APC to the contractor when security is an issue.


c.  The Travel Charge Card cardholder is responsible for payment in full of the amount stated on the monthly billing statement.  Cardholders are strongly encouraged to use the "Split Disbursement” payment process for travel reimbursement (see paragraph 030503, DoDFMR, Volume 9, Chapter 3).  Individual travel cardholders receive the billing statement directly from the contractor to the address provided on the card application.  It is the cardholder's responsibility to notify the APC and the contractor of contact information changes such as a new address. Travel Charge Cards are issued as follows.



(1)  Standard Travel Card.  Issued to cardholders with a history of financial responsibility, as recommended by the contractor, or as directed by the commander/supervisor. The total charge limit on these cards is $5,000.00 per billing cycle. The ATM limit is $500.00 per billing cycle. The retail limit (purchases for other than lodging, airfare, car rental and meals) is $250.00 per billing cycle.



(2)  Restricted Travel Card. Issued to cardholders when recommended by the contractor, requested by the applicant, as the result of the declination of a credit check or directed by the commander/supervisor. Restricted travel cards are the same in appearance as standard cards but require APC management.  The total charge limit on this card is $2,000.00 per billing cycle. This credit limit reflects a $250.00 ATM limit, a $100.00 retail limit, with the remaining dollars available to charge meals, lodging, rental cars and/or miscellaneous expenses.  APCs are authorized to raise these limits to the same as for standard cards based on travel requirements.



(3)  Travel Charge Card limits can change as a result of contract negotiations.  Changes to the limits will be provided by the ARNG CPM.
3-2.  Eligibility


a.  All full-time military and civilian personnel who are likely to perform temporary duty travel are eligible to apply for the Travel Charge Card.  


b.  The submission of an application does not imply automatic acceptance by the Travel Charge Card Contractor.


c.  Commanders and supervisors have the authority to exclude selected individuals, not groups or classes of individuals, from participating in the Travel Charge Card Program in cases where use of the card is inappropriate to the traveler.  An example is a person who travels infrequently.  Infrequent travelers are persons that travel less than two times a year or as determined by local policy.  In cases where an operation or mission could be compromised by use of the Travel Charge Card, a travel advance or personal card should be used.


d.  Personnel not eligible for a card or denied issuance of a Travel Charge Card for reasons other than abuse or delinquency will be afforded a travel advance via electronic funds transfer (EFT).


e.  Non-DoD personnel are not authorized the Travel Charge Card.  These persons include contractors, volunteers and state personnel even though they may be supporting an ARNG or DoD mission.   

3-3.  Exemptions

Commanders can exempt a person or specific situation.  Classifications of expenses and persons, such as all non-NCOs or rental cars, etc. cannot be exempted by commanders.  These overall exemptions require DoD approval.  The following are the Government-Wide and DoD-Wide Exemptions: 


a.  The General Services Administration (GSA) exempted the following classes of personnel from mandatory use of the Travel Charge Card:



(1)  Employees who have an application pending for the Travel Charge Card.



(2)  Individuals traveling on invitational travel orders.



(3)  New appointees.


b.  In addition to these government-wide GSA exemptions, the following classes of personnel are exempt from mandatory use of the card DoD-wide:



(1)  Members of the Reserve Officer Training Corps and military personnel undergoing initial entry or initial skill training prior to reporting to their first permanent duty station.



(2)  Military and DoD civilian personnel who are denied Travel Charge Cards or whose Travel Charge Cards have been cancelled or suspended for financial irresponsibility or for other specific reasons.



(3)  Hospital patients.



(4)  Prisoners.



(5)  Such military or DoD civilian personnel as approved by the Head of a DoD Component during a period of war, a national emergency declared by the President or the Congress, or mobilization, deployment, or contingency operations.

(6)  Such military or DoD civilian personnel traveling to or in a foreign country where the political, financial, or communications infrastructure does not support the use of a Travel Charge Card.



(7)  Such military or DoD civilian personnel whose use of the Travel Charge Card, due to operational, security, or other requirements of a mission, would pose a threat to national security, endanger the life or physical safety of themselves or others, or would compromise a law enforcement activity.



(8)  Direct and indirect hire foreign nationals.



(9)  Known financially irresponsible personnel.


 
(10)  Infrequent travelers as determined by local policy.

 

(11)  Individuals employed or appointed on a temporary or intermittent basis upon a determination by the individual’s supervisor.


b.  Classes of Expenses Exempted

The GSA exempted the following classes of expenses from the mandatory use of the Travel Charge Card:



(1)  Those incurred at a vendor that does not accept the government-sponsored, contractor-issued Travel Charge Card.



(2)  Laundry/dry cleaning.



(3)  Parking.



(4)  Local transportation system fares.



(5)  Taxi fares and tips.



(6)  Meal charges when the use of the card is impractical (e.g., group meals or when the card is not accepted at a dining establishment).



(7)  Telephone calls (when a government calling card is available for use in accordance with agency policy).



(8)  Relocation allowances prescribed in chapter 302 of the Federal Travel Regulation, except en route travel and house hunting trip expenses. The card will not be used for any cost associated with the movement of household goods.

c.  In addition to the GSA government-wide exemptions, the following classes of expenses are exempt from the mandatory use of the Travel Charge Card throughout the DoD:



(1)  All expenses covered by the “meals and incidentals” portion of the per diem allowance.



(2)  All local and long distance telephone calls.

3-4.  Automated Teller Machine

a.  The automated teller machine (ATM) service is a privilege, not a requirement.  Cardholders and/or APCs may choose not to activate the ATM option.  In these instances, the APC will indicate this action on the application.  ATM cash withdrawals are only authorized for amounts to cover the meal and incidental expenses portion of per diem authorized on the traveler's orders.  The ATM withdrawal limit for a standard card is $500.00 per billing cycle and $250 per billing cycle for a restricted card. 

b.  Temporary increases.  Within the Army, cardholders who have a valid need (e.s. 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 APC 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.


c.  If the ATM service is provided, the contractor will issue a personal identification number (PIN) and a copy of the ATM agreement.  Since the card along with the PIN can be used to access cash, the cardholder must protect the card and the PIN.  The PIN will never be placed on the card.


d.  For each ATM withdrawal, the contractor will charge 3% of the total value of funds withdrawn or $2.00, whichever is greater.  This is a reimbursable fee and will appear on the monthly billing statement.  The traveler will list the ATM fee as a reimbursable expense on the travel reimbursement voucher (DD 1351-2).  


e.  To be reimbursed the ATM fee, the traveler is required to make the ATM withdrawal no earlier than three workdays prior to the start of travel and no later than the last day of travel.


f.  Some independent ATM networks assess a surcharge for the use of their ATM.  The surcharge is an additional ATM fee over and above the contractor's set ATM fee and is reimbursable.  The traveler will list the surcharge fee on the travel voucher as a reimbursable expense.  


g.  Since the ATM feature is available to all eligible cardholders, travel orders will state “Individual is a government charge card holder, advance is not authorized."


h.  The maximum amount of ATM withdrawals is limited to amounts necessary to cover the meals and incidental portion of the per diem plus approved miscellaneous expenses, such as taxis, local public transportation, tolls, parking fees and gas.


i.  Reimbursement of ATM fees is not authorized for personal cash cards or credit cards.  The law and requirements on ATM fee reimbursements applies only to the government Travel Charge Card, not personal cards.

3-5.  ATM Foreign Exchange


a.  The amount dispensed for foreign currency transactions will be converted into U.S. Dollars before assessing transaction fees.  The conversion rate used will be an interbank rate, tourist rate or, where required, an official rate, which is in existence within twenty-four hours of the time the transaction is processed by the travel card contractor or by the travel card contractor authorized agents.


b.  The Travel Card Contractor will not charge a fee for converting foreign currency to U.S. Dollars.  Once the transaction value is translated into the U.S. Dollar amount, the standard ATM cash withdrawal fee will be applied against the total amount.

3-6.  Authorized Charge Card Usage


a.  The Travel Charge Card will be used only for authorized official temporary duty travel and authorized official temporary duty travel-related expenses away from the official duty station for lodging, meals, and allowable incidental expenses.  Charges incurred in conjunction with a PCS move are limited to per diem related expenses.


b.  No other person or group will use the Travel Charge Card except for the individual to whom it was issued.


c.  Registration fees charged on the Travel Charge Card in advance of the course may cause the card to be delinquent prior to or during the TDY period.

3-7.  Unauthorized Charge Card Usage

The card will not be used for:


a.  Personal purposes.


b.  Permanent Change of Station (PCS)  related expenses, other than per diem.


c.  Airfare purchases, unless in an emergency situation when the servicing travel office cannot be contacted.


d.  Group travel expenses.


e.  Movement of unit equipment.


f.  Purchase of tires, oil changes, etc. when in a “POV” authorized status.


g.  Purchases when not in an official travel status.

3-8.  Travel Advances

 Travel orders must identify the traveler as a Government cardholder or non-cardholder (See Appendix G).  This cardholder status determines whether the traveler will get a travel advance through automated teller machines (ATMs) or through electronic funds transfer (EFT).  The USPFO 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.  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 travel.   Non-cardholders are authorized to obtain travel advances through EFT, in accordance with the references of this LOI.

3-9.  Payment and Reconciliation
The Government will only reimburse the traveler for authorized and allowable expenses.   Charges greater than the amount reimbursed on the travel reimbursement voucher will be paid to the Travel Charge Card Contractor from the traveler's personal funds.  The Government accepts no liability for charges made using the Travel Charge Card. 

a.  Cardholders are required to provide the Travel Charge Card Contractor a current and valid address for billing purposes.  The Travel Charge Card Contractor will send the monthly billing statement to the address provided by the cardholder on the application.

b.  Cardholders will make payments to the Travel Charge Card Contractor in accordance with the terms and conditions of the cardholder's agreement.  The agreement stipulates that payment is due by the due date indicated on the monthly statement of account.

c.  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, even if the cardholder has let someone else use the card or relinquished physical possession of the Travel Charge Card.  The cardholder must retrieve the card from that person to avoid further liability.  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
d.  The following fees apply to improper payment of charges:

          (1)  Returned personal checks fee - $29.00.

          (2)  Accounts 120 days delinquent will be billed $29.00 per billing cycle.

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

e.  Payment of expedited card fee:

(1) Individuals traveling within 15 days may request expedited card delivery with

 authorizing official approval.  

(2)  A $20 reimburseable fee will be billed to the individual’s card.  This fee should be 

claimed on the individual’s Travel Voucher (DD 1351-2).    


f.  All payments will be made in United States currency.  Methods of payment are EFT transfer/split disbursement, money order, or personal check drawn on a United States bank.  Payment made at a Bank of America location may take up to 2 weeks to process against the Travel Charge Card account.


g.  Individuals are responsible for maintaining their account in a current status.  The cancellation of a card, voluntarily or because of delinquency or abuse by an individual, does not justify cash advances for future TDY.


h.  A cardholder or APC can initiate billing inquiries and disputes.  Address questions pertaining to erroneous charges to the Travel Charge Card Contractor.  In the case of a dispute, the disputed charge is suspended and not due to the Travel Charge Card Contractor until the disputed charge has been resolved.  The cardholder is required to complete a dispute form (located on the back of the monthly statement) and forward it to the bank.  However, if after investigation by the Travel Charge Card Contractor, the dispute is not resolved in the cardholder's favor, the cardholder must make immediate payment to the Travel Charge Card Contractor.


i.  After the due date of the individual Travel Charge Card statement, the Travel Charge Card Contractor updates the cardholder’s payment and delinquency data.  This update occurs on the 11th of each month and is available to APCs on or about 2 workdays later via EAGLS.  The 11th of the month is referred to as the “Cycle Date.”

3-10.  Split Disbursement


a. Travelers should elect split disbursement when submitting a claim for reimbursement.  The traveler must have a valid EFT option loaded in the Integrated Automated Travel System (IATS) in order to select split disbursement.  The split disbursement option allows the traveler to repay the Travel Charge Card Contractor 100% of the reimbursed funds or a specific dollar amount.  Funds are sent via EFT, directly to the Travel Charge Card Contractor, when the disbursement is processed by DFAS.  This option is highly successful and recommended for all cardholders.   Travelers should retain a copy of all charges made with the Travel Charge Card and designate the total dollars charged as the amount of the split disbursement on the DD Form 1351-2.


b.  Travelers that are exempt from Travel Charge Card use must exercise caution when completing a claim for reimbursement.  Reimbursement claims erroneously designated as split disbursements will not be recognized by the Travel Charge Card Contractor and will be returned to DFAS.  Delays can be expected for reimbursements misdirected to the Travel Charge Card Contractor. 

3-11.  Interim Reimbursement Vouchers

Travelers performing extended TDY (over 45 days) will submit monthly Interim Reimbursement Vouchers and should select the split disbursement option.  This procedure not only repays the monthly charges; it assists these travelers in avoiding a 60-day “Suspended” account.  During these extended TDY periods, most vendors, especially lodging establishments and car rental agencies, will have the total anticipated billing amount secured or blocked from other uses during the entire TDY period.  This ensures the vendor of receiving payment before the total charge amount of the card can be spent at other vendors.  Interim vouchers should be submitted to the same finance office that will be processing the final settlement voucher.  Normally this will be the USPFO for IL.

3-12.  City Pair Program


a.  Commanders will determine those members who are considered outside reasonable commuting distance from their Inactive Duty Training (IDT) location and that are authorized to use GSA Contract City Pair Program fares.  The City Pair Program provides reduced airfares for ARNG members who normally fly to IDT training.


b.  Designated members of the ARNG who are authorized to use GSA Contract City Pair Program fares must be issued a Travel Charge Card for use in authorized, official travel for which no Government reimbursement is provided.


c.  Travel to or from the location of IDT, when a Government-approved travel card is used, may be considered "official travel on a non-reimbursable basis."


d.  The member's commander will issue a written authorization, including the dates and location of the IDT for which travel is being arranged, and state that the Travel Charge Card is authorized for "official travel, - non-reimbursable."  A copy of the written authorization will be sent to the USPFO Transportation Division for verification of IDT City Pair airfare requests.  Travelers will contact the USPFO Transportation Division or Commercial Transportation Office (CTO) to arrange the ticket purchase.


e.  The contracted CTO will be used, if available, and all travel must be performed in accordance with the rules contained in the Joint Federal Travel Regulations, Volume 1.


f.  Personnel qualifying for this program will be trained on Travel Charge Card use and bill payment procedures.  Cardholders are responsible for full and timely payment of their airfare expenses by the due date indicated on the monthly billing statement.  The cost of airfare is the only authorized charge to the Travel Charge Card during IDT.
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