MEMORANDUM

To:

OPDIV and STAFFDIV Heads
From:

Segundo Pereira
 

        
Acting Assistant Secretary for Administration and Management
Subject:
Guidance for Proper Use of Government Travel Charge Cards 
With the transition to SmartPay2 and JP Morgan Chase, I have revised the guidance for the HHS travel card program to update its contents in accordance with GSA’s Federal Travel Regulation, OMB’s Circular A-123 Appendix B, and the HHS 2008 Travel Manual. The new guidance provides information and URLs on training requirements, creditworthiness, salary offset and split disbursement. 
All OPDIVs and STAFFDIVs must utilize the revised attached documents effective as of the date of this memorandum.  Employees who apply for a new travel charge card must read and sign the HHS Traveler’s Agreement for Government Contractor-Issued Travel Charge Card Users.  OPDIVs and STAFFDIVs that issued prior travel card documents consistent with Ed Sontag’s memorandum dated April 8, 2005, should distribute the revised version of all guidance documents found at hhstravel@psc.hhs.gov. Current cardholders are not required to sign and return the revised Traveler’s Agreement if they executed a previous one.
The guidance documents for distribution include:

Guidance for Proper Use and Handling Misuse of Individual Government Contractor-Issued Travel Charge Cards

Memorandum to All Employees – Proper Use of the Government Contractor-Issued Travel Charge Card

Memorandum to All Employees – HHS Traveler’s Agreement for Government Contractor-Issued Travel Charge Card Users
Memorandum to All Supervisors and Managers – Proper Use and Addressing Misuse of the Government Contractor-Issued Travel Charge Card

Memorandum to All Supervisors and Managers – Guidelines for Addressing Employee Misuse of the Individual Government Contractor-Issued Travel Charge Cards
HHS Travel Card Do’s and Don’ts for Employees
For specific questions, you may contact Mr. Paul Hoffmann at (202) 690-7960 or paul.hoffmann@hhs.gov.

cc:
Chief of Staff
 
