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*This regulation supersedes <STATE>GR 37‑05, dated 13 November 1992. 


CHAPTER 1


GENERAL

1‑1.
References.  



a.  De[artment of Defense VISA Travel Card Program.


b.
DFAS-IN Regulation 37-1, Finance and Accounting Policy Implementation.


c.
Joint Federal Travel Regulations (JFTR), Volume 1.


d.
Joint Travel Regulations (JTR), Volume 2

1‑2.
Purpose.  This regulation establishes policy and procedures for operation of the Government Charge Card Program within the <state> Army National Guard.

1‑3.  Scope.  The contents of this regulation are applicable to all federal technicians, Active Guard/Reserve (AGR) and M-Day personnel of the <state> Army National Guard.

1‑4.  Definitions.  


a.  Authorized Agency Representative.  The individual authorized to approve employee account applications and correspondence from the <state> Army National Guard.  Authorized agency representatives for the <state> Army National Guard are:



(1)
USPFO-<STATE> Financial Manager.


(2)
USPFO-<STATE> Agency Program Coordinator (APC)

.

b.  Individual Statement.  A listing of all transactions on a speceified individuals account within any given month. The listing provides the date, transaction description, reference number and amount of transaction. 


c.
Account Listing.   A listing of all employees enrolled in the Government Charge Card Program. 


d.
Delinquency Report-Hierarchy Level. An aging summary of all accounts which have an amount 30 days or more past Due.

e. Transaction Activity.  An alpha listing of 

transactions on all of the individuals accounts within the current reporting period.


f.
New Accounts Report.  A listing of all new acccounts within the last 30 days of the requested date.


g.
Program Manager.  Official charged with responsibility for operation of the Army charge card program within the agency.(USPFO-<STATE> Comptroller)


h.
Agency Program Coordinator.(APC)  Primary point of contact in all matters relating to the Army charge card program. (USPFO-<STATE> Agency Program Coordinator.)


i.  Local Program Coordinator (LPC).  Individual in the chain-of-command who has primary responsibility to ensure that the Government Charge Card program operates properly at user level.  They are the agency's problem solvers.  These individuals will be appointed by the USPFO-<STATE> for the Chief of Staff and will typically (but are not limited to) hold the following duty positions:



(1)  Chief of Staff. (COS)

(2)  Plans Operations and Training               Officer. (POTO)



(3)  Military Personnel Officer (MILPO)



(4)  Directorate of Logistics (DOL)

(5)  OIC Regional Training Site - Maintenance (RTSM-OIC)



(6)  OIC XXth Infantry Division



(7)  OIC Troop Command



(8)  Tng Site Commander

(9)  Recruiting and Retention Manager (RRM)

(10) Army Aviation Support Facility Commander (AASF)



(11) Human Resource Office (HRO)



(12) State Maintenance Officer (SMO)



(13) Director of Aviation



(14) Director of Military Support



(15) Director of Infromation Management



(16) Facilities Management Officer

 

CHAPTER 2

RESPONSIBILITIES 

2-1.
Chief of Staff.  Provides the Command guidance and emphasis to ensure that the policies and procedures of this regulation are adhered to by personnel participating in the Government Charge Card Program.
2-2. USPFO-<STATE> Financial Manager.


a.  Is designated as the Program Manager for the Government Charge Card program within the <state> Army National Guard.



b.  Has overall responsibility for the Army charge card program.


c.
Reviews and approves all changes in policy and/or procedures prior to implementation.



d.
Coordinates with the Office of the Chief of Staff regarding possible actions to be taken in cases of delinquent accounts or situations involving unauthorized use of the charge card.

2-3. 
USPFO-<STATE> Agency Program Coordinator (APC).  


a.  Is designated as the APC for the Government Charge Card program within the <state> Army National Guard.

b. Receives, reviews, and processes applications for charge cards.


c.
Reviews and approves applications for personnel not meeting basic eligibility requirements.


d.
Recommends to the Program Manager approval/disapproval of applications from personnel not meeting the basic eligibility requirements. 



e.
Coordinates with the, Program Manager and LPC regarding actions to be taken involving delinquent accounts or in situations involving unauthorized use of the card.


f.
Coordinates with LPC, card holders and the Government Charge Card Vendor to resolve problems involving individual accounts.


g.
Reviews monthly reports received from the Charge Card Vendor and refers situations involving possible unauthorized card use or delinquency to the appropriate authority.


h.
Provides information and briefings to Staff and employees regarding program policies, procedures, and benefits.


i.
Notifies the Program Manager of impending separations and assists the LPC in the recovery of charge cards from separated personnel and/or personnel  whose accounts have been canceled.

2-4.
Local Program Coordinator.  


a.  Will act as the approval authority for the Chain of Command for initial applications and renewal applications.



b.
Ensure that personnel under their charge are familiar with provisions of this regulation regarding the use of the Government Charge Card. 


c.
Have primary responsibility to counsel subordinates regarding unauthorized use or delinquency of their account.


d.
Have primary responsibility to recover charge cards from personnel that leave employment/service.

CHAPTER  3

POLICIES 

3‑1.
Eligibility Requirements.  All permanent, full‑time federal employees who travel 2 or more times a year are eligible to receive an Government Charge Card, with the approval of their immediate supervisor and their LPC. Eligible personnel who decline to participate in the program are subject to the travel advance limitations of DFAS Manual  37-1. Chapter 39 Section V Para. 39-27 j. 

3‑2.
Advance Per Diem Limitations.


a.  Limitations on advance travel and per diem because of eligibility for participation in the Government Charge Card program are limited to advance of meals and incidental expense (M&IE) and other miscellaneous expenses not normally paid by the charge card, such as taxis and parking fees as specified in DFAS Manual 37-1.  These limitations apply to all personnel meeting the basic eligibility whether or not they have elected to participate in the program.  Personnel that have lost the privilege of participation continue to have advance per diem limitations.  Lower-graded personnel who have been approved for possession of a charge card are also subject to the limitations.


b.
Limitations on advance payments are effective on the day an employee becomes eligible to receive a charge card.  In unusual situations, the financial manager may waive the limitations on advance per diem.  This will normally only occur when an individual must travel immediately after becoming eligible for a card and there has been insufficient time following application to receive the card.

3‑3.
Unauthorized Use Of The Card.


a.  The Government Charge Card may be used for ordinary and necessary expenses incurred in conjunction with Official REIMBURSABLE Travel Only.    Such travel is covered by travel orders.  The type expenses for which the card can be used are those which would be reimbursed on the employee's travel voucher.


b.
   The Agency Program Coordinator (APC) will review all Government Charge Card purchases for the month and refer any suspected abuse to the appropriate LPC.  The LPC may direct the immediate suspension or cancellation of an individual's account if the card is used for other than official travel expenses. 


c.
Should an individual have a second unauthorized usage of the Government Charge Card, the APC will forward a second notification to the LPC and a copy of that notification will be forwarded to the Chief of Staff.  All Subsequent violations will be referred directly to the Chief of Staff for resolution.  


d.  Third violations may result in suspension or cancellation of the individuals charge card.

3‑4.
Delinquency.  


a.  All participants will be billed once a month.  This bill is due in FULL upon receipt.  


b.
It is the card holder's responsibility to ensure payment of the Charge Card charges by the due date specified on the monthly statement    The entire balance is due each month.


c.
Non‑receipt of travel claim reimbursement is NOT a valid reason for failure to pay the account in full when due. 


d.
The government is NOT liable for unpaid bills or for lost or stolen employee charge cards.


e.
The Charge Card Vendor may suspend card use when an account has a balance which is more than 61 days past due.


f.
The Charge Card Vendor may cancel an account without agency approval when there is a balance more than 126 days past due.  With agency approval, accounts may be canceled prior to becoming a 126 day account.


g.
Reinstatement of an account after it has been canceled for delinquency is the option of the Charge Card Vendor.


h.
Upon receipt of the monthly delinquency report (identifies personnel from 30 days to 210 days delinquent), the APC will inform the LPC of the delinquent employee.  The LPC will counsel with the individual to ensure that the account is cleared immediately.  


i.
A second notice of delinquency (includes previous unauthorized usage) will be sent to LPC with a copy furnished the COS.  Accounts which remain delinquent after the above action will be directly referred to the Chief of Staff by the APC for final resolution.

3‑5.
Automatic Teller Machines (ATM).  All participants in the Government Charge Card program will be issued an ATM number directly from the Charge Card Vendor.  This PIN number will allow the traveler to draw money from an ATM.  The amount of the draw is limited by the Charge Card Vendor and the bank providing the ATM service.


a.  Government Charge Card participants will only draw sufficient amounts to cover those necessary expenses of travel that can not normally be covered with the Government Charge Card.  Hotels, Motels, Rental Cars are examples of expenses covered by the card.  


b.  This agency will reimburse the fee charged by the Charge card Vendor for use of the ATM only for an amount that would cover those expenses not covered by the card itself.  A good rule of thumb would be the Meals and Incidental Expense (M&IE) rate for the TDY area.
3‑6.
Information Security.  Access to records and reports containing Government Charge Card and personal information will be on a need-to-know basis.  Information will be safeguarded when not in use and disposed of in an appropriate manner when no longer needed.

CHAPTER  4

PROCEDURES
4‑1.
Application.  


a.
Personnel  meeting the basic eligibility requirements may obtain an application by loging on USPFO Web Page (wwwr/uspfo).  The completed application will be forwarded through their supervisor and  LPC to the APC.  Those employees not meeting basic eligibility requirements who desire a charge card because of job-related travel requirements may obtain an application from the APC.  The application will be attached to a Memorandum of Recommendation from the employee's supervisor and LPC and sent to the APC.  Annex A will be completed as well and will be forwarded with the application.  The APC will review all requests of this type.  If approved, the application is submitted to the Charge Card Vendor.  If questions remain after that review, the APC will contact the LPC for clarification.


b.
Previously Canceled Accounts.  Employees who previously had a charge card and their account was canceled because of delinquency or unauthorized use may request their account be reestablished.  The request must be in writing and forwarded through command channels to Chief of Staff and  must detail the circumstances surrounding the previous cancellation and the reasons why the individual needs to have their account reestablished.  Personnel who have had their account canceled and have an existing past due balance will not be considered for a new card under any circumstances.

4‑2.
Account Renewal.  The Charge Card Vendor will provide a listing of accounts which are due to expire.  The APC will forward that list to the LPC for consideration.  LPCs, with the aid of their supervisors, will determine if it is in the best interest of the Agency to renew the card.  The LPC will notify the APC, in writing, of those cards that require cancellation.  The APC will renew the remaining cards automatically. 

4‑3.
Account Cancellation.  Accounts may be canceled by either the Charge Card Vendor or this agency.  The Charge Card Vendor will cancel an account at the direction of this agency regardless of the accounts status.  The Charge Card Vendor may cancel an account without agency approval when there is any amount which is 120-days delinquent.  Accounts which do not have a 120-day delinquent balance may be canceled with agency approval.  Normally, accounts will only be canceled for reasons of separation, delinquency, or unauthorized use.  However, the APC and/or the LPC may cancel an account for other good and sufficient reasons.

4‑4.
Billing Discrepancies.  


a.  If an error appears on an employee's monthly statement, the employee must contact the Charge Card Vendor and attempt to resolve the discrepancy.  This includes non receipt of a bill.  A toll free number is included on the monthly statement for this purpose.  If agreement cannot be reached, the employee may contact the APC for assistance in resolving the discrepancy. It is highly recommended that the individuals inform their supervisor and LPC of the problem at the same time.  The employee must make all pertinent information regarding the transaction in question available to the APC to allow review the situation and permit appropriate action.


b.
Employees may not withhold payment pending resolution of a billing discrepancy.  The monthly statement may be reduced by the disputed amount until resolution is reached, but the balance must be paid by the due date (the undisputed portion of the bill).

4‑5.
Lost Or Stolen Cards.  When a card is lost or stolen, at any time of day or night, the loss must be immediately reported to the Charge Card Vendor at toll-free telephone number 1+(800) 472-1424.  A replacement card will be issued.  The employee must also notify the APC and LPC.

4‑6.
Return Of Card Upon Separation.  Upon separation from service, LPC's must ensure that charge card holders turn in their cards and forward them to  the APC.  The APC will notify the Charge Card Vendor of the separation and direct cancellation of the account.
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