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	Subject:
	Proper Use, and Addressing Misuse, of the Government Contractor-Issued 

Travel Charge Card

	

	To:
	All Supervisors and Managers 

	


Any Government contractor-issued travel charge card issued to an HHS employee is to be used exclusively for expenses incurred for authorized, official Government temporary duty travel or relocation expenses.  In this regard, employees are required to use the card for all official business travel expenses unless those expenses fall under the established exemptions listed in section 9.2.2 and 9.2.3 of the 2008 HHS Travel Manual.  The travel charge card may not be used for local travel expenses except in certain narrow circumstances referenced in section 9.2.10 of the 2008 HHS Travel Manual.  Employees who have been issued Government travel charge cards are not permitted to use a personal credit card or personal funds for official Government travel expenses unless such an expense falls under an established exemption.   

As a supervisor, you not only have personal responsibility for the appropriate use of your own Government-issued travel charge card, but you also have the expanded responsibility to ensure that you properly address instances of misuse of the travel charge card by your subordinate employees. Your failure to take appropriate action in these instances may subject you to disciplinary and/or performance-based action.  Therefore, it is important that you become familiar with the attached guidance to supervisors and managers so that you can effectively comply with the requirements of the program. 

The attached guidelines have been developed to assist you in recognizing charge card misuse, abuse, or delinquency and in determining when corrective action is necessary.  If at any time you suspect that an employee is not using the Government travel charge card appropriately, you should immediately contact your OPDIV/STAFFDIV Senior Travel Official or their designee for assistance in verifying the misuse and your servicing Employee and Labor Relations Specialist for advice and assistance on addressing such misuse.  

Attachment 

*****

These documents are only intended to provide general information on HHS travel policy, GSA travel regulations and OMB guidance.  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.







