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Agenda

Travel Card Program
Key Players
Policy
Delinquency Management
Takeaways

Presenter
Presentation Notes
Overview of the Travel Card Program
Why do we have the card?
Do we have to use it?
Key Players
Who are they?
What do they do?
Why are they important to you?
Policy
Cover program updates
Review DON and BOA policy
Delinquency Management
Discuss Reduced Payment Plan (RPP), Split Disbursement Option (SDO) and Salary Offset
Training
What else is available to the Cardholder?
Takeaways
What do you really need to know? 
Question / Answer session at end
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Why use the Travel Card?
Public Law 105-264

The Travel and Transportation Reform Act of 
1998 mandates use of the Government Travel 
Charge Card for federal employees on official 
government travel

DoD Financial Management Regulations 
(FMR) Volume 9  Chapter 3

Mandatory for Frequent Travelers

MCO 4600.40A

Travel Card Program

Presenter
Presentation Notes
Why use the Travel Card?
Public Law 105-264 implemented the Travel and Transportation Reform Act of 1998.  This law states that all federal employees are mandated to use the Travel Card.
Exemptions were added, such as the type of traveler required to use the Travel Card:
A frequent traveler is any DON military member or civilian employee who travels 3 or more times per year.  This traveler is mandated to use the travel card while traveling for official government business.  ASN memo dated 22AUG02 states that COMPACFLT & COMLANTFLT have been given the discretion to alter the definition for their commands to 5 or more times per year.
An infrequent traveler is any DON military member or civilian employee who travels less than 3  times per year. This traveler is not mandated to use the travel card while traveling for official government business, but may do so if they choose. ASN memo dated 22AUG02 states that COMPACFLT & COMLANTFLT have been given the discretion to alter the definition for their commands to 5 or more times per year.
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Key Players
APC

Agency Program Coordinator (APC) is the 
primary liaison between the Cardholder and 
the Bank
Your APC: 

Initiates application form 
Activates/De-Activates the Travel Card
Controls credit limits
Reviews monthly reports

Able to review all Cardholder transactions
Reports delinquency and misuse

Presenter
Presentation Notes
Role of the APC
The most important role of the APC is the monthly review of account activity.  The APC has access to EAGLS, Electronic Account Government Ledger System,  Bank Of America’s web-based application.  This allows the APC to review all transactions on accounts under their span of control.  By looking at the transactions, the APC is able to report misuse, fraud and/or delinquency to their supervisor and the command.  The APC reports this information to their Commander/Supervisor on a monthly basis.
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Key Players
Cardholder

Communicate with your APC
Complete a Statement Of Understanding
Complete Initial Cardholder Training
Notify APC of Lost or Stolen card
Keep all receipts
Timely completion of travel orders
Prompt payment
File claim every 30 days on extended TDY

Presenter
Presentation Notes
Role of the Cardholder
The individual Cardholder is responsible to comply with all travel card program policies to include:
Complete the travel card application and DOD Statement of Understanding and obtain supervisor’s signature as required.  Notify the APC if a travel card is not received within 30 days of application.
Complete the DON Computer Based Training (CBT) for Cardholders.
Notify command APC and card contractor of any address changes, telephone number change, need for Mission Critical status, credit line adjustments, and activation of Travel Card.
Immediately notify the APC of voluntary card closure.  
Notify the APC when transferring within DOD, separating or retiring, voluntarily or involuntarily. Cardholders are responsible for payment of any balance on their travel card account prior to separation or retirement.
Immediately notify the card contractor in the case of a lost or stolen travel card, and notify the APC so that follow-up oversight can be conducted.
Use the travel card ONLY in conjunction with authorized government travel expenses (e.g. lodging, rental cars).
Complete and submit travel claims within 5 days of completion of travel.
Complete and submit an interim travel claim every 30 days when in a long term travel status. Reference DOD FMR Volume 9, Chapter 3, paragraph 030901 contains details.
Make payment in full of the amount stated on the card contractor monthly billing statement upon receipt. Ensure all travel reimbursement payments are applied towards those charges made against the travel card during official travel.
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Highlights

Cardholders must Check In/Out with APC
Complete Annual Cardholder Training
Cardholders must sign new SOU when 
reporting to new unit

Key Players

Presenter
Presentation Notes
Program Updates
OSD Memo of 14 APR 03 established that military or civilian personnel en route to a point of departure for mission deployment are now exempted from the mandatory use of the Travel Card.  This exemption is intended to lessen the chance of delinquency on an individual’s charges incurred in reaching a departure point for a deployment, and the use of the Travel Card under such circumstances is discouraged.
ASN (FM&C) Memo dated 16 APR 02 established that the Travel Card can no longer be used for Permanent Change of Station (PCS).  The memo also states that whenever feasible, use the Purchase Card for training costs or conference fees, especially if fees need to be paid in advance.
Check In/Out:  Upon change of duty stations, DON policy now requires the losing activity to deactivate all Travel Cards of departing personnel.  Members and employees must contact their new APC when checking in with a new command to have their card reactivated. The Cardholders must also sign a new Statement of Understanding (SOU) when transferring to another activity.
Mandatory Cardholder training:  At the time of submission of an application for a Travel Card, individuals shall be provided with training on travel card policy and procedures and Cardholder responsibilities. Documentation of successful completion of this training will be maintained by the Cardholder’s APC. Additional training is required as made available by the Cardholder’s command. 
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Policy
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Policy

Statement of Understanding
Contract stating that the Cardholder 
understands the GTCC Program 
States that the card is only to be used for 
official government travel
Cardholder accepts responsibility 
Must be on file with APC

Presenter
Presentation Notes
Statement of Understanding
The Statement of Understanding (SOU) is part of the application process.  It is an agreement between the Cardholder and the government.  It is a contract that states that the Cardholder is responsible for the card and that it is to be used only for official government travel.  It also states that if the Cardholder misuses the card, they could be subject to disciplinary action and have their card privileges suspended.  When checking-in to a new command, the Cardholder must sign a new Statement of Understanding with that APC.  This form must be on file in order prior to receiving a travel card.
Misuse.  Neither Commanding Officers nor Supervisors shall tolerate misuse of the travel card.  Cardholders who misuse their travel cards shall be subject to appropriate administrative or disciplinary actions. Misuse is defined as inappropriate and unintentional use of the travel card for items not authorized by the employee's travel orders or the DOD FMR.  In compliance with ASD memo dated 04NOV02: The commander or head of the organization has the authority to suspend a Cardholder’s classified access (security clearance) for misuse or abuse of their travel card.
Disciplinary Action.  In accordance with the DON EBUSOPSOFFINST; travel card misuse, abuse, and payment delinquency is not to be tolerated. The travel card is for official travel use only and for no other purpose including personal, family or household reasons. It is the Department of the Navy’s policy that employees shall file travel claims and pay off card balances promptly.  Disciplinary actions need to be set by the individual command.  Include the command’s disciplinary actions in the Statement of Understanding.  This will make the Cardholders aware of the command policies in place and should help to deter the Cardholder from misuse, abuse, or delinquency when seeing the disciplinary actions in place.  It is recommended to notify the Cardholders’ Commanding Officer/Supervisor and security managers when a travel card comes under investigation for misconduct associated with the use of their card.  The supervisor of the Cardholder will be informed in a timely manner so that appropriate corrective or disciplinary/adverse action may be taken.
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Policy

Standard Line
Total Charge $7,500
Total Monthly ATM $650
Retail $250 Monthly

Restricted Line
Total Charge $4,000
Total Monthly ATM $350
Retail $100 Monthly

Retail is all charges other than lodging, airfare, car rental and meals

Standard versus Restricted

Presenter
Presentation Notes
Standard versus Restricted
Most Cardholders have the Standard card…it has a dollar limit of $5,000
The other type of card is a Restricted card, which is issued to the Cardholder if:
Cardholder declined the credit check
Cardholder took the credit check, but didn’t meet the minimum requirements set by the Bank
Cardholder specifically requested a Restricted card
Commanding Officer/Supervisor requested a Restricted card
The Standard and Restricted card act the same way, just have different dollar amounts assigned to them as the default.  Both cards can be increased/ decreased based on mission requirements.  The only difference is that the Restricted card can not be raised above the Standard card’s default settings.
The ATM feature and the Retail component of the Travel Card can also be adjusted based on mission requirements.  Keep in mind however, that just because the ATM component is raised, the overall line remains unchanged.
Example:  $5,000 overall line that includes $500 ATM component.  If a person needs the ATM raised to $750, the overall line will still be $5,000.
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Policy
Proper Use

On official government travel
Lodging
Transportation
Meals
Rental Vehicle

For use only by Cardholder 
Not for personal use

Presenter
Presentation Notes
Proper Use
Cardholders should only be using the Travel Card for official business while on authorized travel.  The card’s primary use is for lodging, transportation (which includes all forms such as rental cars, airfare, or bus fare), and meals (including incidental expenses).  The Travel Card is never to be used for personal use and should only be used by the Cardholder (the name listed on the card). 
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Unauthorized Transactions

Buy dinner for group
Use card at Gentlemen’s Club
Buy vitamins online
Use card to get credit balance back
Buy cellphone / Pay cellphone bill

Policy
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First Name Transaction Date Billing Amount Merchant Name MCC

BRIAN               02/12/2010 69.99 1-800-FLOWERS.COM,INC. 5969

SYLVIA              12/10/2009 64.95 A EAGLE OUTFTR00001156 5691

ALEXANDRA           03/04/2010 100.00 AAFES FOSTER CHINESE GIF 5399

EZRA                09/29/2009 107.75 ALLTEL  REPLENISHMENT 4814

JEFFREY             03/15/2010 259.50 ASIAN ENTERTAINMENT NETWO 5813

JEFFREY             01/27/2010 548.24 AT&T QD FLP 4814

KALVIN              01/04/2010 120.00 BAYBROOK JEWELERS 5944

CODY                05/01/2010 880.09 BEST BUY      00001248 5732

JOHN                01/24/2010 686.18 BEST BUY      00008953 5732

MICHAEL             04/03/2010 1,039.43 BEST BUY MHT  00003053 5732

JOSH                03/21/2010 815.34 CLUB ILLUSION ARNAIZ MKTI 5813

BRANDON             04/21/2010 447.54 CONTEMPORARY MITSUBISHI 5511

DAVID               12/07/2009 498.17 DELL SALES & SERVICE 7399

BRIAN               02/12/2010 165.02 DIXIE MUSIC & PAWN LLC 5199

STEPHEN             01/31/2010 241.98 FEDEX 4215

MICHAEL             01/23/2010 180.00 FORBIDDEN TATTOO & PIERCI 7299

MATTHEW             12/14/2009 90.71 HARD ROCK CAFE SHOP 5651

KALVIN              01/02/2010 120.14 HIGH TIMES 5947

CHRISTOPHER         03/03/2010 400.00 K-KEL INC. 5813

MICHAEL             04/22/2010 350.00 PLATINUM CABERET 5813

ALEXANDER           05/10/2010 187.50 PRIMAL FITNESS, INC 7997

JOSH                04/10/2010 895.61 RINGSIDE BAR MAKATI 5813

https://intellilink.visa.com/LandingPage.aspx
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Policy
Disputed Transactions

First attempt with the merchant
Initiate the dispute process if: 

Issue not resolved with the merchant
Transaction is a billing error

Initiated within 60 days
Of the date on which transaction posted
If not filed, responsible for payment

Accounts receive temporary credit for 
transactions in dispute

Presenter
Presentation Notes
Disputed Transactions
If there are charges on your billing statement that you do not recognize, call the merchant first, and ask for clarification.  If the charge is erroneous, generally the merchant will reverse it, and it will appear as a credit on your next billing statement.  If there has been sufficient time for the merchant to reverse the charge, and the credit has not posted, file a dispute form.  If the merchant says it is a legitimate charge to your account, ask for proof, such as a signed receipt. Request that it be faxed to you.  If, after receiving the information from the merchant, you do not agree that it is a legitimate charge, file a dispute.  Other disputable charge examples include: double billings, charges to your account that belong to another account.  
You can obtain a dispute form from your APC or from the back of your monthly statement.  Send in the completed form with proper signatures to Bank of America within 60 days from the day the charge was posted to your account. Keep copies of all dispute forms sent to the Bank.  
You relinquish your right to recover a disputed amount if you do not dispute it in writing before the 60 days from the date that the erroneous charge first appeared on your statement.  Once you have sent the dispute form to the Bank, delinquency of the disputed amount will be held in abeyance until the matter is resolved.   Payment on all other undisputed charges must be made on or before the due date.  Remember, it is your responsibility as the Cardholder to follow-up on disputed transactions NOT your APCs.
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Policy

Late Fees
Begins at 75 days
$29 each 30 day cycle
Only reimbursable when in 
Mission Critical status.

Returned Check
$29 fee for NSF check

Salary Offset
$80 DFAS Fee
$127 (Late Fee x 3)

Expedited Card Delivery
$20 fee 

ATM Fees
ATM Service Fee 2%
ATM User Fee

Re-instatement
$29 fee if approved

Citi Cardholder Fees
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Travel Card Statement

Billing Cycle is on the 6th of each 
month
Bill is due upon receipt
Cardholder is responsible for full 
payment

Policy

Presenter
Presentation Notes
Travel Card Statement
The Cardholder  will receive a statement from Bank of America once a month when using the Government Travel Charge Card.  The statement will be issued for all travelers in the Department of the Navy on the same date each month (17th), called the billing cycle date. Verify all of the charges listed upon receipt. The FULL amount of undisputed transactions is due to the Bank on the billing due date indicated whether or not you have been reimbursed. There is no minimum payment that can be made to keep the account from becoming overdue. In addition, if payment is not received in a timely manner, you may lose your charging privileges, which may adversely affect your ability to perform your job responsibilities.  
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Current Suspended Cancelled

Delinquency Progression

0 to 60 days 120 to 209 days61 to 119 days

Receive Bill

File Claim

Past Due Status 

Mission Critical

No New 
Charges

1st late fee @ 
75 days

Delinq Rate

Salary Offset

Cannot transfer

Member has to 
use travel 
advance

Charge Off

210 days

Charged Off!

Delinq removed

Affects Credit 
Rating
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Mission Critical 
Engaged in activity in a remote location that would 
preclude them from filing an interim voucher

In an area where a pay activity is not available for 
them to file an interim voucher/mailing an interim 
voucher is unfeasible due to operational limitations

Unable to file a voucher due to the nature of their 
mission (the mission precludes them from being 
identified as a government employee)

Delinquency Management

Presenter
Presentation Notes
Mission Critical
Mission Critical is a benefit for the Cardholder who cannot file a travel reimbursement request based on their current assignment.  It allows extra time to pay their statement without having their card suspended if over the 60 day timeline.
Mission Critical status shall only be authorized for the following reasons: 
The Cardholder will be engaged in activity in a remote location that would preclude them from filing an interim voucher. 
The Cardholder is in an area where a pay activity is not available for them to file an interim voucher, and mailing an interim voucher is unfeasible due to operational limitations. 
The Cardholder is unable to file a voucher due to the nature of their mission; i.e. the mission precludes them from being identified as a government employee.
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Delinquency Management

Payment Methods
Split Disbursement

MOST EFFECTIVE and MANDATORY

CitiDirect Online
Pay By Phone 1-800-200-7056

Free!  No pay by phone fee.
Personal Check
Citi Banking Center
Western Union
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Delinquency Management

Split Disbursement Option
Mandatory for Military and Civilians
Direct payment to Citi for total of 
outstanding charges
Assists travelers in fulfilling their 
payment responsibilities

Presenter
Presentation Notes
Split Disbursement Option
Split Disbursement Option (SDO) is an effective tool to reduce delinquency rates and to simplify the traveler’s payment of their travel card account.  Commanders, Commanding Officers, Officers In Charge and Supervisors should ensure that the SDO policy is promulgated to all travel card Cardholders and APCs under their purview.  The use of SDO by Cardholders is mandatory for military service members.  Mandatory split disbursement may be implemented for civilian employees after finalization of labor relations bargaining obligations.  In the interim, civilian employees shall continue to be strongly encouraged to use split disbursement.
OSD memo dated 23 APR 03 established that mandatory split disbursement for military personnel shall be accomplished through the travel voucher approval process.  Individual travelers are responsible for designating an amount equal to the charges on the travel card to be sent to the card-issuing bank (Bank of America).  Approving Officials shall ensure that the traveler is using the split disbursement option to the maximum extent possible.  Approving Officials shall return any claims submitted by uniformed service members that do not at a minimum accurately reflect reimbursable charges for which travel card use is mandatory.
A DON traveler using the travel card for official government travel may elect to have some portion of their travel claim reimbursement paid directly by Defense Finance and Accounting Service (DFAS) to their travel card account via Electronic Funds Transfer (EFT).  Under SDO, charges can be sent to the traveler’s account and the remainder of the expenses claimed on the travel claim reimbursement (form DD 1351-2) will be sent by DFAS via EFT to the traveler’s designated financial institution.  Form DD 1351-2 is available online http://www.dior.whs.mil/forms/DD1351-2.pdf and is the current version of the travel claim reimbursement form to use to ensure that SDO is properly applied.  The Cardholder should specify the SDO amount to be paid to the Bank by DFAS. At a minimum, total the lodging, and transportation as the SDO amount.  The easiest way to prevent delinquency is to use the SDO.   The Split Disbursement Option allows DFAS to send a payment directly to the Bank, based on how the Cardholder fills in their Travel voucher.  The per diem can still be sent directly to the Cardholder.  Cardholders can verify their account balance and the amount to designate for split disbursement by accessing Bank of America’s Interactive voice response system by dialing the customer service number printed on the back of the travel card.  Cardholders may also access their account information using Bank of America’s on-line system.  Cardholders that do not already have on-line access to their accounts may request it through their Agency Program Coordinator.  
The website to check on a reimbursement voucher to see when the payment went to the Bank is accessible by using https://dfas.mil/EMSS.  The Cardholder will need to sign up (takes about 2 days to receive their PIN). 
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Delinquency Management

Split Disbursement Amount should Include ALL 
CHARGES:

Hotel
Transportation
Rental Car
Parking
Fees
Meals
Cash Advances
Cash Advance fees
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Split Disbursement
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Delinquency Management

DTS Claims:
DTS defaults to Air, Hotel and Rental Car
Manually add other charges

Click on Additional Charges then on Payment totals.

Enter amounts in the appropriate blocks
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SPLIT DISBURSEMENT

Click here 
to verify 
payment 
totals once 
all 
expenses 
have been 
entered
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SPLIT DISBURSEMENT

Enter amount withdrawn from ATM 
here, then click Calculate

Enter amount to split 
disburse total 
outstanding balance of 
GTCC, then click 
calculate
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SPLIT DISBURSEMENT

This will show net due to pay to 
traveler (or if traveler is 
overpaid and currently in a Due 
US status)

Net distribution of 
personal & GTCC 
amounts
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Online Payment
Made via the online Card Statements and Payments system.

Select the “Make Payment” action on your statement screen.

You will be prompted to provide your ABA routing number and 
checking account number. You can save this account information in 
order to skip this step in the future.

You will then designate the dollar amount to be paid from that 
checking account.

Simply, click “Pay Electronically” to initiate payment.

Delinquency Management
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Delinquency Management
Reduced Payment Plan

Payment agreement between the Bank and Cardholder
Available 90 days past billing
Written agreement required
Suspended and deactivated 
If Cardholder defaults, account will be submitted for Salary Offset 
Fees:

$45 set up fee
$10 monthly maintenance fee 

If completed, card can be reinstated as a Restricted card

Presenter
Presentation Notes
Reduced Payment Plan
The Reduced Payment Plan (RPP) is a written agreement between the Cardholder and the Bank to set up a repayment schedule.  RPP allows the Cardholder to keep the card, however it will be suspended and deactivated while on the plan.  RPP has a $45 set up fee, a monthly maintenance fee of $10, and 3 late payment fees of $29 each 30-day cycle.  The first three payments are made as pay-by-phone, wire, mail or on-line banking and the remaining payments may be paid by allotment.  The account will be aged current after 3 payments are made.  A graduated payment schedule will be established with $100 as the monthly minimum. No time limit will be established for repayment.  Once the agreement with the Bank has been fulfilled, the card can be reactivated so that it can once again be used for official government travel.  It will however, be reactivated as a restricted card.  If the Cardholder becomes delinquent in making a payment, the account will be immediately placed into Salary Offset and the account will be cancelled. 
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Delinquency Management
Salary Offset

Implemented for collection of delinquencies 120 days past due
Major Points

Account is cancelled (will not be reinstated)
Due Process letter mailed at 90 days 
Fees:

$80 set up fee
– $25 DFAS administrative fee
– $55 Citi administrative fee

3 late payment fees ($29 each)
15% of monthly disposable income used as payment
Statement line added to LES
Dispute Process/Petition for Hearing
Per OSD Memo of 23 APR 03 procedure may be applied against 
retired civilian employees

Presenter
Presentation Notes
Salary Offset
Salary Offset is a way for the Bank to collect from Cardholders who have not paid their travel card in full.  If an account is past 120 days delinquent, Salary Offset will automatically go into effect.  If your account goes to Salary Offset, the travel card will be canceled, and will not be reopened.  At 90 days delinquent, the Bank will notify the Cardholder that they have 30 days to pay their balance in full or will be placed on Salary Offset.  There will be an additional $80 set up fee and 3 late payment fees of $29 each 30-day cycle beginning at 75 days added to the account.  If the Bank, prior to the 120-day mark, receives no payment, the account will go into Salary Offset.  Fifteen percent (15%) of the Cardholder’s monthly disposable income will be used as payment to the Bank.  This monthly offset will continue until the balance due is paid in full.  The account will be aged current after 3 payments are made.  Accounts that do not qualify for Salary Offset include: bankruptcy, deceased cardholder, Mission Critical, approved RPP accounts, and accounts with a dispute or fraud status.  
Cardholders no longer employed by DOD are not eligible.  Account is assessed an $85 collection fee and late fees continue to post monthly until the account is charged off.
OSD Memo of 23 APR 03 provides for Salary Offset procedures to now be applied against retired civilian employees who retired without paying Travel Card charges.  
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Delinquency Management
Salary Offset Dispute Process

Dispute form included with Due Process 
Notification letter
Petition for a Hearing allows the Cardholder 
to contest: 

Amount of the debt
Amount of the proposed offset schedule

Filed within 30 days of Due Process 
Notification letter
Temporarily suspends Salary Offset

Presenter
Presentation Notes
Salary Offset Dispute Process
At 90 days delinquent, Bank Of America will send out a due process letter to the Cardholder as notification that Salary Offset will begin in 30 days (120 days delinquent).  
Included with this letter, there will be a dispute form.  The Cardholder can dispute Salary Offset for two reasons: the validity of the debt or the amount of the debt.  If the Cardholder disputes, they must provide a statement as to why they are disputing, copies of any records they might have, and the dispute form that came in the mailing.  The Cardholder can also dispute the repayment plan.  
If the Cardholder disputes the repayment plan, they must submit an alternate deduction schedule, fill out the aforementioned form (DOJ form OBD-500B; which should also be part of the due process letter - if not, your APC can provide it to you) and copies of any records you might have to support your alternate deduction schedule.
All dispute requests must be received by the Bank prior to the 120 day mark to temporarily suspend Salary Offset.  The Bank has the final say in any of the dispute requests as whether to go forward with Salary Offset, accept the alternate deduction schedule or cancel the debt.
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Takeaways
Communicate with your APC
Use the Travel Card only for official government 
travel
Keep all receipts 
File Travel Claim on time
Use Split Disbursement properly 
Pay your statement on time

Presenter
Presentation Notes
In summary, we have reviewed the following:
Why use the travel card
Who the key players are
Travel Card policies
Delinquency management
Training opportunities available

Takeaways
Know your APC and communicate with them
The Travel Card is to be used only for official government business while on authorized travel
Pay your statement in FULL by the due date (personal obligation)
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timothy.m.lynch@navy.mil
gregory.duplechain@usmc.mil

Questions?
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