Guidelines for Addressing Employee Misuse
of the Government Contractor-Issued Travel Charge Card
Heads of OPDIVs and STAFFDIVs or their designees are responsible for establishing appropriate management controls over the travel charge card program.  All supervisors and managers are responsible for ensuring the proper administration of the Government Contractor-Issued Travel Charge Card Program and addressing employee misuse of the card.

AS A SUPERVISOR OR MANAGER YOU MUST:

· Issue written notice to those employees who are expected to travel six or more times per year of their need to apply for a Government contractor-issued travel charge card, and explain the mandatory use thereof.
· Remind all employees who have a travel charge card of their obligation to use it for all authorized official travel expenses, even if they may not actually take at least six trips in a particular year.
· Initial employees’ applications for the travel charge card as an internal control measure to ensure that each employee has an official need to receive a card before initiating HHS administrative processing.
· Establish a process to verify that employees who are expected to travel six or more times per year have obtained and are appropriately using the travel charge card for authorized official business travel.
· Ensure that travel cardholders at a minimum take periodic refresher training provided in the HHS University catalog.
· Be aware of what constitutes misuse – whether abuse or delinquency.
· Ensure that an existing process is in place and followed for reviewing activity and delinquency reports related to employee use of the travel charge card.  The process should be used as a means of identifying abuse, misuse, and delinquency.  The process may be the responsibility of an identified unit of travel specialists, rather than line managers, if the OPDIV so elects; however, supervisors and managers remain responsible for taking appropriate action when abuse, misconduct, or delinquency is identified.  If no existing process is in place, immediately work with top management officials to establish a system for review in accordance with 2008 HHS Travel Manual section 9.2.11.  The system may be established at the OPDIV or local level.
· Establish a comprehensive method for the timely reviewing and verifying employees’ travel vouchers before approving them.
· Ensure that travelers utilize split disbursement when vouchering in GovTrip unless granted an exemption.
· Consult with your Employee and Labor Relations Specialist(s) as soon as probable misuse of any type is discovered.
· Conduct an inquiry to determine the disposition of each case or report of misuse.   You may perform the inquiry yourself or seek expert assistance from an appropriate source.
· Take appropriate action after verifying misuse, abuse, or delinquency.
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Examples of Misuse:

· Making personal purchases or ATM withdrawals for expenses which are not authorized for official duty travel.
· Failure to pay, in a timely manner, all non-disputed charges on travel charge card bills, even in the absence of a submitted/processed travel voucher or receipt of reimbursement for travel expenses.
· Failure to use the Government contractor-issued travel charge card for travel-related expenses that are not exempt by regulation or policy.
· Failure to properly secure and/or safeguard the Government contractor-issued travel charge card to prevent misuse by other individuals, including co-workers, family members, and/or friends.
· Obtaining or permitting issuance of a Government contractor-issued travel charge card under false pretenses and/or when there is no official need to travel.

Related Misconduct:

· Failure to obtain a Government contractor-issued travel charge card when required to do so by law, regulation, HHS policy, or supervisory decision. 
· Making a deliberate payment to the bank which is returned for non-payment due to insufficient funds.
· Failure to submit timely travel vouchers
· Submitting false or inaccurate travel vouchers
· Violations of the Standards of Ethical Conduct, e.g.,
· Misuse of official position for private gain
· Failure to pay just debts in a timely manner

Taking Action:

It is a supervisor's responsibility to assist in preventing any misuse of the Government contractor-issued travel charge card.
Supervisors must notify the employees whose names appear on a delinquency list of the need for immediate payment; and counsel employees that misuse of the Government travel charge card is not acceptable conduct and will not be tolerated.

An initial, minor violation should be met with a stern supervisory warning that the misconduct must not be repeated.
It is also the supervisor’s responsibility to address misconduct related to the travel charge card by taking appropriate, consistent and timely disciplinary or adverse action each time misconduct is identified.  There are a variety of actions that might be taken based on the specific circumstances of the misuse.  Repeated misuse, including failure to remedy 
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· Memorandum of caution/counseling
· Official reprimand
· Short-term (1 to 14 calendar days) suspension from duty without pay
· Long-term (15 or more calendar days) suspension from duty without pay
· Reassignment or downgrade to a position not involving travel
· Dismissal from HHS position and the Federal service

NOTE:
Canceling or suspending the employee's travel charge card may also be an appropriate or necessary action, which may be initiated by the supervisor and/or undertaken by the contractor-bank.  However, that action is not considered a disciplinary measure and does not negate the need to take one of the actions listed above. 

ADVANCE \d4For more information, please contact your servicing Employee and Labor Relations Office.

*****

This document is only intended to provide general information on HHS travel policy and GSA travel regulations.  It is not comprehensive, nor is it intended to be a replacement for reviewing applicable rules and policies.  Recipients of this document 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.
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