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1.2.2.4 Circumstances in which credit worthiness restrictions may be temporarily lifted

Credit worthiness restrictions may be temporarily lifted at the discretion of the Bureau Director or
Office Director, in order to ensure the safety of American citizens and/or property; e.g., during times
of national emergency, contingency, peacekeeping or humanitarian missions.

1.2.2.5 Will my Government charge card spending line affect my personal credit?

The Government charge card spending line will not be included in a personal credit report unless the
cardholder becomes 180 days delinquent. At that time, the delinquency may be reported as a bad
debt.

1.3 Charge Card Delivery For standard delivery, a new cardholder will receive:

¢ A card transmittal mailing that includes the new card and the Agreement between the
Department of the Interior employee and Bank of America, N.A. (USA);

e An activation sticker located on the front of the card that explains how to activate the card;
An ATM personnel identification number (PIN) letter with the initial PIN and explanation of
how to customize the PIN (travel business line); and,

e An EAGLS user ID and password.

The average processing time between submitting a properly prepared application and receiving a
card is approximately ten business days. Cards needed sooner in a mission-related emergency (fire,
flood, hurricane response, etc.), can be shipped via FedEx second-day delivery. Any application with
the appropriate emergency flag received prior to 3:00 PM Eastern Time will be processed that same
day, unless it is a Friday and then it will be processed the following Monday. If the application is
received after that time, it will be processed the following business day. The cardholder will still
receive the same mailings, but they will receive the charge card transmittal first.

1.3.1 New Employees New employees who are expected to travel on official business are
required to apply for a charge card in the travel business line within 30 calendar days of their
appointment. Employees who have delinquent account balances from a previous Government
charge card will be required to satisfy their existing obligation before a new card can be issued.
Note: Vacancy announcements should indicate that employees must obtain a charge card if required
to travel.

14 Roles and Responsibilities

1.4.1 Assistant Secretary — Policy, Management, and Budget (AS-PMB) has overall
responsibility for managing the program, ensuring that the program complies with Federal and
Departmental laws and/or regulations, and monitoring program effectiveness.

1.4.2 Director, Office of Acquisition and Property Management (PAM) has oversight and
policy responsibility for purchase and fleet business lines and serves as the point of contact for GSA,
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OMB, and GAO. PAM will provide leadership for the program, establish management reports for the
purchase and fleet programs, and assistance to A/OPCs.

1.4.3 Director, Office of Financial Management (PFM) has policy responsibility for the travel
business line. PFM shall develop Departmental policy regarding delinquency management for the
travel business line use, establish management reports for the travel program, confer with A/JOPCs
and finance offices regarding the travel business line issues, and support PAM in overseeing the
charge card program by developing and issuing guidance regarding management controls and
financial aspects.

1.4 .4 National Business Center (NBC), Charge Card Support Center (CSC) has the
operational responsibility to carry out the policies issued by PAM and PFM. NBC is the primary point
of contact for providing support services to DOl Bureaus and other Federal agencies on a cross
servicing or tag-along basis. NBC activities may include contract administration activity, Bureau
implementation support, system interfaces to finance and property systems, Departmental reporting
and data administration, development and delivery of training classes, management control reviews,
program development and operations refinement, security administration, payroll offset
administration, and help desk support.

1.4.5 Office of Inspector General (OIG) is responsible for conducting audits or arranging for
investigations when violations of Federal fraud statutes are suspected or alleged. Any allegation or
complaint concerning suspected misuse must be reported to the OIG. Following initial review of an
allegation or complaint, the OIG will either open an investigation or refer the matter back to the
Bureau/Office for administrative action. The 24-hour toll free hotline number for the OIG is 1-800-
424-5081.

1.4.6 Assistant Directors for Administration have overall responsibility for the day-to-day
oversight of the charge card program in each Bureau/Office. This includes designating an AOPC
and other appropriate officials to oversee the charge card program; developing Bureau-specific
procedures for card use; ensuring program management, security, and cardholder accountability;
overseeing account reconciliation and payment; conducting scheduled documentation and
transaction reviews; and initiating Bureau accounts with the charge card contractor. NOTE: Some
Bureaus/Offices may not use the Assistant Director for Administration title; in these instances, the
position equivalent to the Assistant Director for Administration has these responsibilities.

1.4.6.1 Bureau/Office Requirements Every Bureau/Office must have a written
management plan and written Bureau/Office policy. Bureau/Office policy may be more restrictive
than Departmental policy but not less and must, at a minimum, include the following:

o ldentification of key management officials, including a Bureau/Organization program lead,
and their responsibilities.
¢ Documentation and record retention requirements.

e Exit clearance procedures for exiting cardholders (See Section 1.12, When a Cardholder
Leaves DOI).
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e Management controls, including scheduled reviews of transaction records, frequency of
reviews, and review methodology; e.g., transaction review by sampling, use of EAGLS
reports, and/or other methods.

o A process for getting accountable/sensitive property entered into the property system and
properly marked.

e Requirement for an annual review and adjustment of the number of cardholders with
purchase authority and cardholder spending limits. Reviews must be documented and the
results submitted to the Director, PAM annually by February 28.

A copy of the Bureau/Office policy must be submitted to the Director, PAM annually by November 1.

1.4.6.2 Bureau [ ead, Agency/Organization Program Coordinator (A/OPC) is a
Bureau/Office’s primary liaison with the charge card contractor and PAM, PFM, and CSC. Bureau
lead A/OPC'’s responsibilities include overseeing the establishment and maintenance of master
file/official cardholder listings and related office credit limitations. Bureau lead A/OPCs may be
supported by regional or field AJOPCs with distinct responsibilities, A/OPCs at all levels are
authorized to cancel charge cards and suspend accounts, report allegations of charge card misuse to
the OIG for further investigation, and to interact with cardholders’ supervisors regarding other misuse
and payment delinquency issues. To aid A/OPCs in carrying out these duties, all AAOPCs are
required to complete the Department of the Interior Charge Card Training for AJOPCs, cardholders,
and approving officials, which are available at hitps://chargecardiraining.nbe.qov. Specifically,
A/OPCs will;

e Provide advice and assistance to managers, supervisors, approving officials, cardholders,
and others as requested;

e Conduct or participate in charge card reviews in accordance with Departmental and Bureau
charge card policy;

e Carefully review all cardholder applications and requests;

o (et the word out to employees and their Bureau/Office regarding charge card “scams” by
vendors or other parties; and,

e Monitor compliance with procurement, fleet, and travel regulations regarding charge card
use.

Regional and/or field A/JOPCs must report to the next higher level A/OPC any cases they become
aware of that either;

e First-line supervisors do not take action when informed of cardholder misuse or payment
delinquency, or
e The supervisor's directions to the cardholder resulted in card misuse.

1.4.6.3 Approving Official is responsible for oversight and monitoring of designated
cardholders compliance with applicable laws, regulations, and procedures. Approving officials are
required to report allegations of charge card misuse to the OIG for further investigation, and to
counsel and advise cardholders and/or supervisors regarding other misuse and payment
delinquency. To aid approving officials in carrying out these duties all approving officials are required
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to complete the Department of the Interior Charge Card Training for Approving Officials. The training

can be accessed via intranet at hitps://chargecardiraining.nbe.gov (preferred office access) or if you
are stationed at a non-DOI location and/or do not have intranet access, the training can be accessed
from the internet at hitps //coirain.nbe gov (training from the internet will delay updating your training

record by one to three business days).

Questions regarding the propriety of transactions reviewed should go to finance and acquisition
specialists. Issues may also be addressed to the AJOPC or flest manager as applicable.
Cardholders may not be their own approving official. A checklist is included to facilitate the review
process., See Exhibit 1-2.

14.6.4 Managers, Supervisors, and Approving Officials must:

e Review, sign, and date cardholder statements of account and supporting documentation
within 30 calendar days of the statement date. This signature is an indication of the
supervisor's approval of all transactions as needed to support the office mission (note: this
duty may not be re-delegated).

¢ Investigate and report instances of apparent misuse to the AJOPC for assistance in resolving
the issue.

o Counsel employees regarding possible adverse actions resulting from a past due balance.
Make sure employees are correctly trained in the proper use of the charge card.

o Watch spending patterns and vendor sources (a sudden unexplained increase in purchases
or charges, or questionable vendor sources, may indicate a problem).

Ensure that accountable/sensitive property is entered into the property system.

o Make sure all original charge card statements and supporting documentation are filed in a

secure, central file location for the office.

If an audit of the card program or other information reveals that an approving official is not performing
his/her duties and responsibilities, their approving authority will be revoked. This may result in
another approving official being assigned to review transactions for cardholders under their purview,
or if none is available, loss of all cardholder authority for the cardholders oversesn by that approving
official. Either situation may result in disciplinary action against the approving official for failure to
perform assigned duties.

1.4.6.5 Cardholder is responsible, upon receiving the card, for verifying that their name
is correct, reading the enclosed information, and following instructions for activating the card.

Cardholders are also responsible for ensuring:

e The security of their charge card and convenience checks:

e Using their charge card only for official authorized purposes;

¢ Reviewing, signing, and dating their statement of account within 30 calendar days of the
statement date;
Verifying charges;

e Paying all undisputed individually billed charges on time;
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e Compliance with DOI charge card policies and Bureau supplements; and,
o Compliance with the Agreement between the Department of the Interior employee and Bank
of America, N.A. (USA).

Errors and discrepancies must be promptly identified and disputes or transaction transfers initiated,
as necessary. Cardholder must submit accurate and complete records supporting their charge card
transactions, including original receipts and any required approvals or justifications.

Cardholders are expected to:

e Use good judgment and management (prudent person rule) and keep their card secured at
all times;

e Use their card only in conjunction with official Government travel, complying with the terms
and conditions of the Agreement between the Department of the Interior employee and Bank
of America; and,

e Keep their account in good standing by paying their individually billed transactions in full
each month by the due date shown on the statement.

Proper use and safeguarding of the charge card is the responsibility of each cardholder. Accordingly,
cardholders should take appropriate precautions comparable to those they would take to secure their
own personal checks, credit cards, or cash. Improper and unauthorized use of the charge card or
convenience checks and/or failure to maintain supporting documentation may render the cardholder
personally liable for payment. Cardholders may also have their charge card privileges withdrawn
and/or be subject to disciplinary action pursuant to Federal, Departmental, and Bureau standards.
See DOl Handbook on Charges and Penalty Selection for Disciplinary and Adverse Actions.

Based on guidance from the Federal Trade Commission, everyone with a charge card must do the
following:

» Sign and verify receipt of the charge card as soon as it arrives. Verifying receipt of the card
using the instructions printed on the sticker will inform the bank that the card has not been
lost or stolen in the mail. If immediate use of the card is not required, the card can then be
deactivated by the AJOPC. As a management control, any new card that has not been
verified that it has been received within 30 days will be closed.

» For over-the-counter purchases, keep an eye on the card during the card swiping transaction
and get the card back as quickly as possible.

¢ Void incorrect receipts.

Destroy carbons.

¢ Retain receipts to compare with billing statements and keep them on file in accordance with
applicable record retention requirements. (See the following sections: Travel business line,
Section 2.8; Purchase business line, Section 3.9; and Fleet business line, Section 4.9).

o Open or access billing statements promptly and reconcile accounts within 30 calendar days
of the statement date.

o Dispute any questionable charges promptly. See Section 1.10, Disputes.
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Cardholders shall not do the following:

Sign a blank receipt (draw a line through any blank spaces above the total);

Write the account number on a postcard or the outside of an envelope;

Give out their account number over the phone unless the cardholder is making the call to a
company known to be reputable;

e |eave the card, convenience checks, PIN, passwords, or charge card billing statement
information {on paper or in electronic format) unattended; convenience checks and cards
must be kept in a secure place when not in use.

e Allow anyone else to use the card, convenience checks, account number, PIN, or other
sensitive information related to the charge card. Charge cards are not transferable.

1.5  Administrative

1.5.1 Program QOrientation and Training

Itis important that the cardholder, A/JOPCs, and approving officials understand their roles and
responsibilities. The training can be accessed via intranet at hitps://chargecardiraining.nbe.gov
(preferred office access) or if you are stationed at a non-DOI location and/or do not have intranet
access, the training can be accessed from the internet at hitips://cctrain.nbe.gov (training from the
internet will delay updating your training record by one to three business days). The A/JOPC training

is only available on the intranet.

All cardholders, AJOPCs, and approving officials must review and/or become familiar with:

Departmental and Bureau/Office charge card program policy, procedures, and guidelines;
The Agreement between the Department of the Interior employee and Bank of America, N.A.
(USA). The Agreement immediately follows the application or can be accessed at
hitps//www.gcsuthd.bankofamerica.com/forms/pdf/DOI_Cardholder Agreement pdf;

e The MasterCard Guide to Benefits.

In addition to specific training requirements described in this document, and for each business line,
Bureaus may have other requirements.

1.5.2 Tax Exemption

Most state laws and regulations limit tax exemption status to direct payment by the Government; e.g.,
centrally billed transactions such as supplies. State-specific tax information is on the internet at
hitp:/lwww.fss.qsa.gov/services/asa-smartpay/taxletter and on DOI's web page at

www .dol.gov/ipam/chargecard/exempt.himl. Cardholders must inform vendors of their exempt status.
AJOPCs will assist cardholders as needed. DOl's tax-exempt identification number “140001849" is
printed on each card. That number has been registered with state taxation authorities nationwide
and in the U.S. territories. General Governmentwide tax exemption status is also coded in the prefix
of the 16-digit charge card account number on the facs of the charge card; e.g., the prefix number
5568 16 for employee cards or 5568 86 for vehicles, motorized equipment, and uniforms. Bureaus
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that centrally bill lodging should be tax exempt for lodging expenses. Employees may need to
present a travel authorization, Government issued ID card, tax-exempt form, and/or tax-exempt card.
See Appendix F for sample of tax exemption card for cardholder presentation to vendor. Certain
excise taxes and fees on airfare and rental cars are not tax-exempt.

16 Delegation of Authority

1.6.1 Micro-purchases

Bureau/Office personnel without contracting officer warrants awarded under the DOI Contracting
Officers Certification of Appointment Manual may be authorized to use the charge card as a means
of making and/or paying for micro-purchases of supplies and services; e.g., purchases of up to
$3,000 for supplies, $2,500 for services, and $2,000 for construction services.

1.6.1.1 Appointment

Appointment/delegation of micro-purchase authority is built into the application and charge card
issuance process. The integrated charge card vendor Bank of America is the record holder. Use of
the card may not be re-delegated or transferred. Receipt of the Government issued Bank of America
MasterCard with the employee’s name embossed on it is deemed to be delegation of authority.

Issuance of a charge card with purchase authority is contingent upon:

e Successful completion of charge card training including micro-purchases policy and
procedures; and
e Submission of an application approved by the employee’s supervisor.

In addition to the requirements of this section, authority to issue convenience checks also requires
the employee’s successful completion of convenience check training.

1.6.1.2 Termination

Termination of charge card and check writing authority may be made for cause; e.g., card misuse,
improper use of micro-purchase authority, payment delinquencies, suspension or cancsllation of
other charge card business tines, failure to maintain supporting documentation, or administrative
reasons; e.g., lack of requirement for purchase authority or transfer to a new duty station.
Cancellation of any business line for other than administrative reasons will result in cancellation of
the card.

1.6.2 Simplified Acquisitions

Bureau and office personnel with contracting officer's warrant authority delegated in accordance with
the DOI Contracting Officer Certificate of Appointment Program Manual are authorized to use the
charge card as a means of making micro-purchases (procurement method) and to pay for purchases
of supplies and services above the micro-purchase level up to their open market warrant limit (as a
payment method) for open market purchases and their authorized "established sources” limit (as a

16



DEPARTMENT OF THE INTERIOR
INTEGRATED CHARGE CARD POLICY MANUAL

payment method) for AbilityOne (formerly JWOD), Federal Prison Industries, Government Wide
Acquisition Contract, Multiple Award Schedule, GSA Advantage, and Bureau or DOI Indefinite
Delivery Indefinite Quantity contract orders.

1.7 Waivers/Deviations

Bureaus/Offices are encouraged to test innovative practices through pilot programs to enhance the
program and continuously improve operations. Prior to doing so, approval must be obtained.
Deviations/waivers from DOl charge card policy may be requested.

Requests for deviations/waivers and/or approval for pilot programs must be submitted to the Director,
PAM. Requests must be requested by the Assistant Director for Administration or Bureau equivalent
and must include: '

A description of how the requested authority differs from the current program;

Why the deviation is needed; (include any historical data available);

Management controls that will be put in place;

Impact if request is approved or denied, examples of expected cost reductions or
streamlining of time delays in processing actions, and note the effect on performance (time
and/or dollar amount);

¢ When requested on a class basis, document the total number of people and/or transactions
to be affected.

if the waiver/deviation requested affects the terms and conditions of the GSA contract, the DOI
Integrated Charge Card Task Order Contracting Officer will request approval from GSA.

1.8 Management Controls

1.8.1 EAGLS (Electronic Account Government Ledger System)

EAGLS is Bank of America's web-based desktop management tool designed to perform many of the
day-to-day activities online from a PC. EAGLS access is available to every cardholder, A/OPC, and
approving official. Examples of EAGLS online functions include daily, administrative tasks such as:

Account maintenance;

Moadification of spending contrals;

Review of individual and central account statements and current transactions:
Initiation of disputes;

Reallocation of charges to specific cost centers from the cardholder's default master
accounting code; and,

e Requesting, viewing, and printing standard reports using the EAGLS Reports feature.

Access to these functions is based upon an individual’s roles and duties.
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EAGLS users will need:

An EAGLS User ID and password (from Bank of America);
NT or Windows 98 (or |ater version such as Windows XP);
Internet Explorer 5.5 or Netscape 6.2 or higher; and,
Modem with 28,800-baud rate or higher.

The EAGLS URL is www.qov-eagls bankofamerica.com. Contact your A/OPC for information on
obtaining EAGLS access and training.

1.8.2 Transferring Transactions

If a transaction needs to be moved from centrally billed to the Government (CB) to individually billed
to the cardholder (IB) or vice versa, the cardholder may initiate a transfer with the supervisor's
approval. Approving officials can also process a transfer transaction, but should do this only with the
full knowledge of the process or with AJOPC assistance. Transaction transfers can be done in
EAGLS within 90 days from the transaction date. During this 30-day period, the cardholder should
follow the Bureau policy for submitting a transaction transfer request. The cardholder must submit to
the A/OPC (in writing, through their approving official or supervisor for concurrence), the following
information (by e-mail when practical);

Cardholder account number (for security purposes use only the last 4 digits);
Transaction transfer needed (CB to IB or IB to CB);

Transaction posting date;

Transaction amount;

Merchant name and location;

Reference number (if available); and

Brief description of charge and reason for transfer.

Note: Transfer transaction is not the same as allocating a charge to a different account code or
budget object class (BOC). This process is known as cost allocation. Please contact your Bureau
Finance Office for further instruction to cost allocate to a different account.

1.8.3 Reports

Online technology is available via EAGLS to assist AIOPCs, approving officials, and accounting staff
in program management and budget and trend tracking. Ses Appendix D.

1.8.3.1 Exception Reports

Exception reports can identify, down to the individual transaction level, expenditures that are
questionable or vary from a cardholder’s standard buying practices. These reports are available to
supervisors, managers, A/OPCs, and approving officials. See Appendix D for available reports or
your Bureau/Office A/OPC for assistance.
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1.8.4 Misuse

Ifitis suspected that a charge card is being misused, this must be reported to the Bureau A/OPC, the
cardholder’s supervisor, and the OIG. The supsrvisor is required to take immediate action to gather
facts and discuss the incident with the employee. If the supervisor is not satisfied that the incident
was not intentional and/or did not result in loss to the Government, they must counsel the employee
and take any action to administratively limit, temporarily suspend, or cancel charge card authority
and, if appropriate, take action based on guidance in the DOI Personnel Handbook Part 2, “Charges
and Penalty Selection for Disciplinary and Adverse Action”. The Bureau A/OPC must monitor the
situation and be available to the supervisor for consultation.

Misuse of a charge card may result in a requirement to repay unauthorized charges, suspension or
cancellation of charge card privileges, requirement to complete remedial training, written or oral
reprimand, warning or admonishment, suspension without pay, revocation of a contracting officer's
warrant, loss of Government driving privilege, and/or termination of employment.

Some examples of cardholder misuse include:

ATM withdrawals with no associated travel;

ATM withdrawals taken more than 5 calendar days before travel, or after travel has ended;
ATM withdrawals that exceed the anticipated out of pocket expenses for the trip;

Not paying the full amount due on the statement of account by the due date;

Cardholders letting others use their card and/or account number;

Writing convenience checks to “cash’, self, or to other employees;

Wiriting convenience checks over the authorized amount or to vendors who accept the card;
Splitting transactions to avoid the single purchase limit;

Purchasing fuel for a privately owned vehicle;

Using the card for any expenses unrelated to official travel; and

Original receipts not submitted or missing/altered receipts.

Some indicators of possible charge card misuse or fraud by vendors or other parties include:

e Unsolicited telephone calls or offers by individuals who request a cardholder’s charge card
account number or social security number. (Do not provide this information unless you
initiated the call or request.);

e Unsolicited or unannounced calls from individuals claiming to represent Bank of America
who request card account, social security, or other information (Bank of America will always
announce any such requests for information formally and in advance or coordinate requests
for such information through your respective A/JOPC); and

¢ Unexplained and/or improper charges made to a charge account (cardholder should notify
their A/OPC and Bank of America Fraud Unit at 1-877-853-7657).
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1.9 Merchant Category Codes

Merchants worldwide who accept the charge card are registered in various business categories
known as merchant category codes (MCCs). In order to automate the interface between the Bank of
America system and DOV's accounting systems, the MCCs are designated as travel (some of which
individually bill to the cardholder) and purchase or fleet (which both centrally bill to the Department).
See hitp://www.gcsuthd bankofamerica.com/mce table/mec table.asp for a listing of these codes.

Because vendors sell products and services that may fall under more than one business line, some
transactions that should centrally bill under the purchase or flest business lines may individually bill,
and vice versa. The transfer transaction process is designed to adjust these transactions.

1.10 Disputes

If a transaction appears on a cardholder's statement of account that the cardholder did not make, the
transaction should either be disputed or reported as fraud. If a cardholder has made a purchase from
a vendor but the price, quantity, or charge is not accurate, or a credit has not been received, the item
is considered a disputable charge. The cardholder should try to resolve the disputed charge with the
vendor and dispute it in writing with Bank of America within 60 days from the original statement date.
When a transaction is disputed, the Bank of America Government Card Services Unit will give the
cardholder a temporary credit. If the dispute is resolved in the merchant's favor, the temporary credit
will be cancelled and the amount must be paid. If the dispute is resolved in the cardholder’s favor,
the temporary credit will be replaced with a permanent credit. The dispute form and fax number are
printed on the back of the cardholder statement of account.

1.11 Fraud

Fraudulent charges are not usually initiated by the cardholder in the course of legitimate Government
business; but rather, suddenly appear on the cardholder’s statement of account. To report a charge
as fraud, the cardholder should contact their AJOPC, supervisor, and the Bank of America Fraud Unit
at 1-877-859-7657. A cardholder who has found fraudulent charges on their card should request that
their card be closed immediately. A new card will be issued by the bank.

112 When a Cardholder Leaves DOI

When a cardholder resigns, transfers, or is terminated, the surrender and destruction of charge cards
and convenience checks, closing of the account, and cancsllation of EAGLS access must be part of
the final employee clearance process. Any records in the cardholder's possession must be turned
over to the supervisor for central filing unless otherwise specified in Bureau policy. In addition, the
A/OPC must:

e Close employee’s account, inactivate EAGLS access, including deleting any hierarchy-based
roles such as approving official or AJOPC, if applicable.
* Verify the account status in EAGLS and determine whether any amount is due.
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e Request a check from the employee payable to Bank of America for the full amount of any
outstanding, individually billed balance.

¢ Inform the exiting employee that if they have an outstanding balance, the charge card
contractor will be notified of their departure and provided with the employee’s forwarding
address.

e Notify Bank of America and provide a forwarding address if applicable (this may be done
either in EAGLS or by phone).

¢ Follow Bureauflocal disposition of records procedures.

1.13 Absence from Active Duty

If a cardholder is absent from their regular duty schedule for any extended period of time, including
furlough, extended sick leave, maternity leave, military leave, etc., their DOI charge card must be
deactivated.

1.14 When a Cardholder is Called to Military Service

If the travel is for reserve drills/exercises or is for active duty TDY for Department of Defense (DOD),
the employee should use their DOD card, and not their DOl card. The DOI card must be deactivated
during this period.
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Exhibit 1-1 General Guideline to Charge Card Use by Business Line (See INTRODUCTION)

GENERAL GUIDELINE TO CHARGE CARD USE BY BUSINESS LINE

B Category Travel Purchase Fleet
Cash advances via
ATM based on M&IE Yes No No
and out of pocket
requirements
Airline, bus, train, and
other travel tickets via Yes (5) No No
the
TMC/Transportation
Provider
Lodging and M&IE Yes No (7) No
expenses
Supplies/services No Yes (6) Yes (1)
Vehicle rentalflease Yes Yes (1) No
Vehicle repairs, No Yes (3) Yes (3)
services
Building/land lease No Yes (1) No
Fuel/oil for vehicles Yes (2) Yes(1) Yes (4)
Telecommunications No Yes (1) No
equipment

| Convenience checks No Yes No

With limitation; see your program or procurement office.
Only for a commercial rental vehicle — use for privately owned vehicles is prohibited.

(1)

(2)

(3)  Except for GSA Interagency Fleet Management System (IFMS) vehicles.

(4)  Except for GSA IFMS vehicles with a “wet rate lease” (identifiable by the “Voyager” fuel credit
card provided by GSA with the vehicle).

(5)  New employees without cards, volunteers, and other invitational travelers must have their
transportation tickets purchased through a “corporate account’.

(6)  For non-warranted cardholders purchasing authority may not exceed $3,000 per transaction for
supplies, $2,500 per transaction for services, and $2,000 for construction.

(7)  Except for lodging and meals by fire or emergency crew chiefs for members of their crew.
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Exhibit 1-2 Sample Approving Official Checklist (See Section 1.4.6.3, Approving Official)

SAMPLE
APPROVING OFFICIAL CHECKLIST

Travel Business Line

Here is a sample list of items to look for when reviewing accounts that include the travel business
line. For travel items, receipts are attached to the travel voucher:

1.

2.

Are all of the charges in conjunction with official Government travel?

Were travel transactions incurred for other people? The travel card is for the named
cardholder’s travel only, unless spegcifically authorized for use for other people (e.g. a fire
crew chief, certain job corps employees, or other authorized emergency situations).

Are there any personal expenses on the statement? Since travel expenses such as rental
cars are centrally billed, pay close attention for personal use or hotel charges for a voluntary
weekend stay that may not be charged on the Government card. Pay close attention to
weekend or holiday charges.

Are there any fuel charges for a privately owned vehicle (POV)? Look for fuel charges in the
local area and/or without a corresponding rental vehicle. Mileage reimbursements on the
travel voucher include the cost of fuel; the Government charge card may not be used for
POV fuel charges.

Are ATM withdrawals associated with official travel? Are amounts of the withdrawals within
the limit allowed by Bureau or Departmental policy?

Are ATM advances taken more than five calendar days prior to the beginning of the trip or
after the last day of travel?

Was the last monthly statement paid on time? s the amount past due?
Is the statement signed and dated by the cardholder?

For the Bureaus that centrally bill hotel charges, you should be especially careful to check for
personal charges on the hotel bill (e.g., movies and room service meals). Specific guidance
can be found in the Federal Travel Reguiation (41 CFR 300-304). You can seek additional
assistance from your Finance Office or travel voucher examiner and the Office of Financial
Management's web page at hitp://www.doi.gov/pim/travel himl. Also, do purchase items
such as a conference registration fees, office supplies, or other routine office purchases
appear with travel charges?

10. Is the statement signed and dated by the approving official?
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SECTION 2 - TRAVEL

Transactions under the travel business line must comply with the Federal Travel Regulations,
Departmental Manual, and the DOI Financial Administration Memoranda. See
http:/;www.doi.gov/pfm/travel.html. Note: None of the features of the travel business line; e.g., ATM
cash advances, restaurant charges, etc., may be used independently of authorized travel. Accounts
are not private and are subject to review.

Cardholders are sxpected to:

e Use good judgment and management (prudent person rule) and keep their card secured at
all times.

e Use their card only in conjunction with official Government travel, complying with the terms
and conditions of the Agreement between the Department of the Interior employee and Bank
of America. The Agreement can be found at
https:/iwww.gcsuthd.bankofamerica.com/forms/pdf/DOI_Cardholder agreement.pdf.

e Keep their account in good standing by paying individually billed transactions in full each
month.

2.1 Corporate Accounts

Corporate accounts may be established to purchase transportation tickets for individuals such as:

Interviewees or invitational travelers;

Employees who have applied for but not yet received a card;

Employees serving without an appointment;

Employees and their immediate family members performing relocation travel; and
Employees who have lost their charge card privileges.

Employees who have lost their card privileges due to misuse or account delinquency and need to
travel must use the corporate card for fransportation tickets. They must use their personal funds to
finance the remainder of their travel and request reimbursement through the travel voucher process.

The corporate account may be set up in the name of the organization with a specific individual
designated as responsible for managing and reconciling the account.

Corporate accounts may be used only for transportation tickets under certain conditions, as
explained in this document.
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2.2 Mission Critical

Cardholders who will be away from the office on official business for extended periods and who may
be unable to file their vouchers on time to receive reimbursement (e.g., firefighters) should be
designated mission critical. This will prevent their charge card from being suspended or cancelled
due to delinquency. The core requirements for mission critical designations are:

Actual mission need, not personal convenience;

Limited number within a Bureau/Office;

Limited duration based on actual program requirements, 90 day maximum; and
Account is not in delinquent status.

Supervisors are responsible for notifying the A/OPC when the mission critical designation is no
longer needed. Mission critical status must not be abused. Cardholders in this status must make
every reasonable effort to file for travel reimbursement and pay their charge card bill in full as soon
as possible. Employees who are on long-term travel are expected to file vouchers at least every 30
days.

Upon written approval of the cardholder’s supervisor and concurrence by the Bureau Assistant
Director for Administration or equivalent, the A/OPC may designate the cardholder as “mission
critical” provided that:

o Payments on the account are current (no outstanding delinquency); and

e The nature of the cardholder’s work, e.g., extended travel requirements, overseas trave!
assignments, may prevent the cardholder from being able to make payments for individually
billed transactions by the specified due date.

2.2.1 When Delinquent

If a charge cardholder’s account is delinquent; e.g., over 30 calendar days past dus, and mission
critical designation is being requested, the request must:

Be made in writing, including a justification for the need;

Explain why the account is delinquent;

List steps the cardholder is taking to pay the outstanding balancs;

Be signed by the employee's supervisor;

Be transmitted from the Assistant Director for Administration or equivalent, through the
Director, Office of Acquisition and Property Management, and approved by the Assistant
Secretary - Policy, Management and Budget.
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Mandatory Use

In accordance with DOI policy, employees are required to use the Government-issued Bank of
America MasterCard for all travel expenses and cash advances unless an exemption has been
issued. Whenever an employee is on official Government travel, their charge card must be used for
the following transactions:

Transportation tickets; e.g., airline, rail, or bus travel, and Travel Management Center (TMC)
fess;

Rental vehicles;

Fuel for the rental vehicle;

Lodging;

Advances from an ATM bank teller within five calendar days of the official travel.

Should be used for meals and other official expenses when possible.

2.3.1 Exceptions from Mandatory Use

The FTR lists the following categories as being exempt from mandatory use; however, this does not
prohibit using the charge card when it is accepted.

Expenses incurred at a vendor that does not accept the MasterCard;

Laundry/dry cleaning;

Parking;

Local transportation system; See Restrictions and Limitations below.

Taxis (Note: The charge card is not to be used for local travel; e.g., non-temporary duty or
relocation travel. Temporary duty and relocation travel require a formal travel authorization.);
Tips;

Meals (when use of the card is impractical, e.g., group meals);

Phone call if the FTS MCIW telephone calling card is not available;

An employee who has an application pending;

Invitational travel;

New appointees; and

Relocation allowances prescribed in the FTR, Chapter 302, except en-route travel and house
hunting trip expenses.

2.4 Restrictions and Limitations

The card must hot be used to purchase any of the following:

Fuel for a privately owned vehicle. (Mileage reimbursements include the cost of fuel).
Personal or unofficial rental vehicles. (Charges must be paid separately with personal
funds).
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e Travel accommodation or expenses for someone other than the cardholder and family
members performing relocation travel. If reserving a block of sleeping rooms or meeting
rooms, equipment, and related services, the reservation must be made using the purchase
business line or through your supporting procurement office. Individual lodging may not be
paid with the purchase business line.

e Localtravel. (Charge card may be used for transportation and local travel connected to
approved temporary duty travel).

e Consultant travel. (If applicable, travel provisions should be included in the consultant’s
contract).

Government travel arrangements such as transportation, lodging, or car rentals must be made
through the DO! Travel Management Center at www.qovirip.com.

Note: The FTS MCIW telephone calling card must be used for all business and authorized personal
calls while on official Government travel. The MasterCard should be used only if the calling card is
not available.

2.5 Travel Management Centers (TMCs)

The DOI Travel Management Center must be used for transportation tickets, lodging reservations
(unless for a conference where it is pre-established), and rental vehicle reservations, which will
ensure that traveler receives the Government rates when available.

Do not arrange transportation, lodging, or car rentals through web sites other than “GovTrip”.

2.6 Permanent Change of Duty Station (PCS)

The charge card should be used for intra-Bureau house hunting and en-route travel and may be used
where possible for other portions of relocation expenses, with Bureau consent, The employee will be
expected to pay the charge card bill on time. Reminder: PCS travel vouchers generally take longer
to process for reimbursement. Additional information can be found at
http://www.doi.govipfmitravel.himl.

Overseas Tour Renewal Agreement Travel. This refers to travel for the employee and his/her
immediate family returning home between overseas tours of duty and is set out at 41 CFR 302-3.209
through 302-3.224. Consistent with Bureau policy, the charge card may be used for authorized
transportation and employee M&IE allowance. Additional information can be found at

hitp://www.doi.gov/pfmiravel.htmi.

2.7 ATM/Travel Advances

Cardholders with ATM privileges may obtain limited cash advances for official travel expenses via
ATM only within five calendar days prior to the beginning date of the official travel or while in actual
travel status. Travel advances are limited to the expected allowance for M&IE and reimbursable out
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of pocket expenses. ATM withdrawal limits vary depending on your authority. Contact your A/OPC
to get maximum ATM cash limits.

If an ATM advance cannot be issued, a Government advance may be requested. A deposit may be
made electronically (DD/EFT) into an employee’s checking, savings, or other designated account
(see Section 2.15 if employee has lost ATM privileges). Convenience checks shall not be used to
provide travel advances (see Section 3.12).

2.7.1 Hardship Cases

In cases of extreme hardship, cardholders who have lost charge card privileges may request written
approval for a travel advance on a per trip basis from their Program Assistant Secretary or
equivalent, who may re-delegate this authority not lower than the Bureau Assistant Director for
Administration or equivalent level. Consideration of such requests will be made on a per case basis,
and approval should not be assumed. The approving office will maintain a written record of all such
approvals, as well as the basis for each approval, and forward a copy to the Office of Financial
Management. The Assistant Secretary — Policy, Management, and Budget, will regularly review this
record.

2.7.2 ATM Terminal Fees

Bank of America ATM terminals do not charge an ATM terminal or access fee when using their card,
nor do some credit unions. Other banks usually charge a terminal fee. These fees may be claimed
for reimbursement on the travel voucher.

Bank of America ATMs may be located by calling 1-800-472-1424, or on the internet at
hitps//www.qov-eagls bankofamerica.com. The ATM locator is located in the lower right hand corner
and is called “ATM & Banking Centers”, Fill in the information requested and click on “Go”.

2.7.3 Cash Advance Fees

The contract with Bank of America provides for 1.9% cash advance fee. This fee may be claimed for
reimbursement on the travel voucher. Reminder, this 1.9% fee will be applied to the cash advance
amount plus any terminal or access fee.

2.8  Documentation and Record Retention

Originals of all statements of account signed and dated by both the cardholder and approving official
must be centrally filed. For the travel business line, receipts and supporting documentation will be
filed with the travel voucher in accordance with rules and regulations for submitting the voucher.
Originals of receipts for centrally billed items (listed as “M” item on the charge card statement) such
as car rentals, lodging (where allowed), etc., should be submitted with the travel voucher but not
claimed as a reimbursable expense on the voucher.
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