MANAGEMENT OF THE TRAVEL CARD PROGRAM

Make Command expectations clear:

· Card misuse and delinquency will not be tolerated

· Use the card for official travel only

· File travel claims promptly and pay off card balances promptly

· Travel card coordinators must use the Bank of America on-line system/reports to monitor card misuse and delinquency and notify supervisors 

· Supervisors of cardholders must take action on card misuse or delinquency     

Emphasize training:

· Train travel card coordinators, using on-line or on-site Bank of America training 

· Train cardholders, using materials previously provided or locally developed materials

Ensure that travel cards are needed and appropriate:

· Commanders decide if infrequent travel requires a travel card * or a restricted card.

· Commanders may cancel a cardholder’s card for fiscal irresponsibility *

Take action on arriving and departing cardholders:

· Ensure that in- and out-processing requirements include the travel card coordinator

· Cancel the accounts of departed cardholders 60 days after they PCS

· Discourage cardholders from using the travel card to fund a PCS move *

Use “notification” tools to signal expectations and set the stage for disciplinary action: 

· Ensure cardholders sign the required Statement of Understanding (and retain on file)

· Inform supervisors of cardholder delinquency or misuse

· Advise delinquent cardholders with the 60-day, 90-day and 120-day notice letters

Take action with problem cardholders:

· Counsel on card misuse or delinquency

· Help obtain loans or arrange repayment schedule with Bank of America

· Reprimand, Article 15 or court martial

 *  This is DOD policy or Army policy approved by the DOD Comptroller.  If DFAS elements refuse to provide the needed travel advance, notify OASA (FM&C).
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