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	Date:
	

	

	From:
	

	

	Subject:
	Proper Use of the Government Contractor-Issued Travel Charge Card

	

	To:
	All Employees

	


This memorandum is to remind all HHS employees that each employee who is authorized to have a Government contractor-issued travel charge card is personally responsible for ensuring that the card is used properly.  This means that the travel card must only be used for the employee-cardholder’s authorized, official Government business expenses associated with temporary duty travel and authorized relocation expenses (e.g., associated with en-route travel and house-hunting). The card may be used for local travel expenses only when authorized in advance for certain limited purposes explained in section 9.2.10 of the 2008 HHS Travel Manual.  Use of the card in any other circumstances could result in disciplinary and/or adverse action up to and including dismissal from Federal service.  Employees may also be subject to discipline for failure to appropriately secure the card, resulting in unauthorized charges by any other person, if the employee failed to act in a reasonable and prudent manner.

GSA regulations require all employees who have been issued a Government contractor-issued travel charge card to use it for all official temporary duty travel expenses (see list of current GSA-approved exemptions below).  Therefore, employees who have a Government contractor-issued travel charge card are not permitted to use personal charge cards or personal funds for official travel expenses, unless the expenses fall under one of the exemptions.

Failure to timely pay bills incurred while on official travel is also misuse of the travel charge card, even if the employee has yet to receive reimbursement from the agency for the charges incurred.  If an employee’s account becomes past due, the travel charge card contractor-bank may suspend or cancel the card and may ultimately report the delinquent account to national credit bureau(s).  This may have an unfavorable effect on the employee’s personal credit.

Employees are reminded that disciplinary and/or adverse action, from an official reprimand, to a suspension from duty without pay, up to and including dismissal from the Federal service, may be taken against any employee for misuse of his/her Government travel charge card.  Any improper use is strictly prohibited.   All employees must diligently adhere to all established rules and policies concerning use of their Government travel charge cards.
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If you have any questions about the proper use of the Government travel charge card, you should contact your immediate supervisor or designated OPDIV/STAFFDIV travel advisor(s).  For more information on this subject, you may visit the GSA web page at http://www.gsa.gov/. 

IMPORTANT EMPLOYEE INFORMATION

tc \l2 "
Below is key information that employees should keep in mind when using tc \l2 "the Government contractor-issued travel card.
tc \l2 "USING THE GOVERNMENT ISSUED TRAVEL CARD
Proper Use:
· Use ONLY by the employee and for the employee to whom it is issued.  Employees are held responsible for acting reasonably and prudently to secure the card to prevent its use by others.

· Use only for authorized official Government business expenses associated with temporary duty travel, including cash travel advances at an ATM, and authorized relocation expenses (e.g., en-route travel and an house-hunting trip), subject to exemptions below.

· Must be used for ALL travel expenses associated with temporary duty travel, unless an exemption below applies.

Misuse:

· Use of the travel charge card for local travel expenses is misuse, except when authorized in very limited circumstances addressed in section 9.2.10 of the 2008 HHS Travel Manual.

· No personal credit card or personal funds may be used for official business travel unless the employee is exempt from having a Government travel charge card or a particular use of it comes within an established exemption.

· Using the card for any personal purchase, other non-travel related expenses, and/or ATM withdrawals unrelated to official travel is prohibited.

· Failure to timely pay travel charge card bills constitutes misuse of the card, even in the absence of receipt of reimbursement for travel expenses after submitting a proper travel voucher for processing.

· A deliberate payment made to the travel charge card contractor-bank that is returned for non-payment due to insufficient funds, is also considered a misuse of the card.
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Examples of Possible Consequences for Misuse

· Official reprimands, suspension from duty without pay, and dismissal from the Federal service are actions that may be taken for misuse of the Government-issued travel charge card.

· The issuing travel charge card contractor-bank may suspend or cancel the card and may ultimately report the cardholder’s delinquency to credit bureau(s). This may have unfavorable effects on personal credit reports.

· Cash travel advances will not be authorized for employees who refuse to apply for and/or use the travel charge card for official travel and are not covered by an exemption.

GSA EXEMPTIONS FROM MANDATORY USE OF THE GOVERNMENT CONTRACTOR-ISSUED TRAVEL CHARGE CARD

1. Employees who are expected to travel less than six times per year, unless they already have or are told to obtain a travel charge card irrespective of anticipated frequency of travel
2. Expenses incurred at a vendor that does not accept the Government-issued travel charge card
3. Laundry/dry cleaning
4. Parking
5. Local transportation system
6. Taxi
7. Tips
8. Meals, when use of the card is impractical, e.g., group meals and fast food
9. Phone calls, when a Government telephone line or Government calling card is available for use in accordance with agency policy
10. Expenses incurred by an employee who has an application pending for the travel charge card
11. Expenses incurred by individuals traveling on invitational travel
12. Expenses incurred by new appointees
13. Relocation allowances, except en-route travel and an house-hunting trip
14. Exemptions from mandatory travel charge card use granted in accordance with HHS travel policy by an authorized official for any payment, person, type or class of payments, or type or class of agency personnel, when the exemption is determined to be necessary in the interest of the agency – those granted within HHS are:
a. Members of the National Advisory Councils and Advisory Committees
b. Temporary employees with appointments of less than 120 days
c. Intermittent employees and temporary consultants and experts
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d. Special Government Employees who serve as second-level review officials of grant applications
e. Expenses costing less than $10
f. Relocation allowances for en-route travel and any authorized house-hunting trip

*****

These documents are only intended to provide general information on HHS travel policy and GSA travel regulations.  They are not comprehensive, nor are they intended to be a replacement for reviewing applicable rules and policies.  Recipients of these documents are encouraged to become familiar with the HHS Travel Manual, GSA regulations pertaining to travel (41 C.F.R. Parts 300-304), OMB Circular A-123 Appendix B, and any governing collective bargaining agreements.










�








