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Chapter 5

AFCOS Procedures

Bank of America downloads to AFCOS will identify all Government Travel Charge Cardholders and automatically place the additional instruction “C1” and “C5” on all orders for cardholders.  A complete listing of Travel Card additional instructions can be found in Appendix G-1.

5-1.  30+ Days Delinquent

    a.  If a cardholder account is past due (31+ days), AFCOS will no longer enable the AFCOS user to input an order request in the HP environment.  PC based users will be able to upload the order request into the HP system.  At which time, the system will identify the cardholder as delinquent, place a level seven disapproval on the order and send the request back to the originator with the following explanation: “SSN 123-45-6789 is Past Due on Travel Card.”

b.  It is possible that the individual has paid the delinquent bill since the most recent AFCOS Interface.  If confirmation can be made by the APC with the travel card contractor, or if a travel voucher is pending, the APC will lift the AFCOS hold and the order can be input.  

5-2.  Mission Critical


a.  If the travel card contractor has not received payment and no travel voucher is pending, requests for mission critical exceptions will be forwarded through Program Coordinators (Brigade OICs and Directorates) to the Chief of Staff for approval.  

b.  If approved by the Chief of Staff, the AFCOS Administrator will input the RFO and request an emergency order processing through DPI.  Once the order is published, it will include the additional instructions “C6” (Past Due 31-120 days) and/or “C7” (Closed Account) automatically.

c. At the point that a cardholder’s account becomes past due and is approved by the Chief of Staff, AFCOS will automatically place the following additional instruction on the order:  “C6” - You are personally responsible to pay all charges by the statement due date. If you cannot comply with this organization’s travel card policy contact your supervisor/ commander immediately about choosing other available options to expedite repayment.”

5-3.  Account Status Visability


a.  Users of AFCOS in the HP environment will have visibility to messages pertaining to cardholder account status when keying RFOs.  AFCOS users must be reminded of the sensitive nature of this information.  The following are some examples:

SM 123456789: has not acknowledged the Travel Card.

SM 123456789: Account is deactivated on Travel Card.

SM 123456789: Account is Overlimit on Travel Card.

SM 123456789: Account has Plastic Returned on Travel Card.

SM 123456789: Account is Suspended on Travel Card.

SM 123456789: Travel Card is Closed.


b.  Additionally, two policy memorandums will be published with the orders when the cardholders account is past due and when the cardholder has not traveled in the last eight months (see Appendix G-2 and G-3).

5-4. Closed Accounts

If an account becomes closed AFCOS will automatically place the following additional instruction on the order: “C7” – You are NOT authorized a travel advance for this duty.  Contact you supervisor immediately if you are unable to pay for the expenses incurred in this travel out of your personal funds.”
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