
Guidance for Proper Use and Handling Misuse of 

Individual Government Travel Charge Cards

Federal employees whose official duties involve travel may be required to apply for a Government contractor-issued travel charge card;  those who are expected to travel six or more times per year must apply for the card, and those who are expected to travel less frequently may in management’s discretion be required to apply for the card.  The HHS travel charge card program is operated consistent with Government-wide regulations issued by the General Services Administration (GSA), implementing the Travel and Transportation Reform Act (Public Law 105-264) passed by Congress in 1998 and the Office of Management and Budget’s (OMB) Circular A-123 Appendix B “Improving the Management of Government Charge Card Programs” effective February 2006.  Chapter 9 of the 2008 HHS Travel Manual explains the Federal travel charge card program in greater detail.  The 2008 HHS Travel Manual may be accessed at http://www.hhs.gov/oamp/policies.  A few of the major requirements of the travel charge card program are also included in some of the collective bargaining agreements negotiated between the Department and labor unions representing our employees.

Each employee who is issued a travel charge card must sign a cardholder's agreement with the card issuer.  New employee applicants must agree to a credit worthiness check and have a FICO score of 660 or greater to receive an HHS standard travel charge card. New employee applicants that refuse a credit worthiness check or have a FICO score below 660 will be issued an HHS restricted travel charge card.  Full compliance with that agreement is mandatory under GSA regulations and OMB guidance.  Additionally, all new users must sign the "HHS Traveler’s Agreement for Government Contractor-Issued Travel Charge Card Users” and submit it to their administrative office for retention.  Employees should periodically review the agreements they have signed to assure that they fully understand all applicable rules, including Federal Travel Regulation Part 301-51 Paying Travel Expenses and Part 301-54 Collection of Undisputed Amounts owed to the Contractor Issuing the Individually Billed Travel Charge Card at http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=8199&channelId=-14863 .

Each employee who is issued a travel charge card must use it for payment of official business expenses associated with their travel, unless an exemption applies under section 9.2 of the HHS Travel Manual.  The travel charge card may not be used for local travel expenses, with certain narrow exceptions (described in Chapter 4.3 and Section 9.2.10 of the 2008 HHS Travel Manual). The travel charge card may only be used for the cardholder’s authorized, official expenses associated with temporary duty travel, including cash travel advances at an ATM, and for authorized relocation expenses (such as en-route travel and an approved house-hunting trip).    Use of the card to purchase personal or other items not associated with official duty travel is considered misuse of the charge card, even if the bill is paid on time and in full.  If an employee 
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has any doubt about whether an expense is appropriate to charge to the travel charge card, clarification should be sought before using the charge card for payment.  Employees are also responsible for reporting immediately a lost or stolen travel charge card to the Government Card-issuing Contractor (effective 11/30/2008, JP Morgan Chase).

All charges incurred on the travel charge card must be paid timely, whether or not the employee has yet received reimbursement for those travel expenses.  (The GSA regulations provide for the Government to pay a late fee if the employee timely submits a proper travel voucher but the agency fails to reimburse him/her for authorized and approved expenses within thirty days after

voucher submission.)  Employees must follow proper procedures to dispute a charge on their bill, including submission of a completed form to the issuing contractor, rather than simply not paying all or part of that bill.

Under GSA regulations and mandatory under OMB A-123 Appendix B guidance, agencies must follow specified procedures to collect, out of employees' disposable pay any undisputed delinquent amounts owed to the contractor for charges incurred on Government travel charge cards.  HHS implemented the travel charge card debt collection procedures (Salary Offset) in CY 2007.

Recurrent problems with travel charge card misuse and payment delinquencies throughout the Executive Branch Departments and Agencies have led to widespread scrutiny of the program and identified a need to remind employees regularly of their responsibilities through mandatory periodic refresher training, to impose discipline for violations, and to ensure prompt payment of all undisputed charge card debts.  Managers throughout the Department, working with their OPDIV/STAFFDIV Senior Travel Official (HHS 2008 Travel Manual section 1.2.5) and travel advisors/experts, as appropriate, are expected to utilize comprehensive enforcement efforts, including regularly monitoring charges to the cards and employee payment records, to ensure that employees comply with the cardholder agreements, the HHS Traveler’s Agreement for Government Contractor-Issued Travel Charge Card Users, HHS travel policies, and GSA use of Government contractor-issued travel charge cards and OMB guidance on Split Disbursement and Salary Offset.  In cases of abuse and/or misuse, counseling and the full range of disciplinary actions (e.g., reprimands, suspensions, and dismissals) are available to managers as appropriate interventions.  To obtain guidance in this area, please contact the labor and employee relations specialists in your servicing human resources office.  Employees should also be warned that termination of Government contractor-issued travel charge card privileges may result from abuse and/or misuse of their cards.  Under HHS policy (Chapter 3.3 of the 2008 HHS Travel Manual), employees whose card is terminated for abuse and/or misuse will be precluded from obtaining cash advances for official business travel.
*****

The aforementioned documents are only intended to provide general information on HHS travel policy and GSA travel regulations and OMB guidance.  Therefore, recipients of these documents are encouraged to become familiar with the HHS Travel Manual, the GSA Federal Travel Regulation (41 C.F.R. Parts 300-304), OMB Circular A-123 Appendix B, and any governing collective bargaining agreement. 


