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From: 
Papier, Joel (NIH/OD)  

Sent:
Wednesday, June 23, 2004 9:17 AM

To:
List ICTRAVELPOC-L

Cc:
Stith, Kenneth  (NIH/OD); Koitz, Barry (NIH/OD); Howard, Florence (NIH/OD); 'Mbharlow@aol.com'; NIH Executive Officers; Palmer, Charles (NIH/OD); Hosenfeld, Robert (NIH/OD)

Subject:
OFM Transmittal No. 160 - "Proper Use and Addressing Misuse of the Government-Issued Travel Credit Card"

Importance:
High

All,

This transmittal serves as final NIH policy guidance on the above subject.  In order to ensure that all employees recognize the seriousness surrounding the misuse of the Government-issued Travel Credit Card and to place all employees on notice of the consequences of such misuse, the Office of Human Resources is revising the Table of Penalties to specifically address this category, i.e., "Misuse of the Government-Issued Travel Credit Card".  Please be aware that the HR Office intends to update the Table of Penalties web site as quickly as possible.  In the interim, the disciplinary actions associated w/ "Misuse of the Government-Issued Travel Credit Card" can be referenced in Question and Answer No. 15 below.  Thus, in order to ensure that you are completely familiar w/ what constitutes both proper use and misuse of the travel card, the following question and answer guidance is provided:

TRAVELER RESPONSIBILITIES:

Q1) What does the term Temporary Duty (TDY) Travel status mean?

A1) TDY travel status means that you are conducting official business on a Travel Authorization.  TDY travel status does not mean "Local Travel" unless you have been authorized a per diem allowance in the local area, in which case you must be placed on a Travel Authorization.

Q2) What sorts of transactions constitute misuse of the travel card?

A2) The following transactions are considered as misuse of the travel card:


a) Failure to apply for and/or use the travel card for all official travel services unless you have an exemption.


b) Allowing someone else to use your travel card.


c) While in Temporary Duty (TDY) Travel status, using the card for personal purchases, to include 1) another person's 
meal; 2) another person's lodging; 3) any non-travel related expense. 


d) Using the card for transactions in the local travel area that are not exempt even if the card is used by accident or in 
an inadvertent manner.  This includes any purchase that is not associated w/ being in a TDY Travel status.  Examples: 
Parking, hotels, restaurants, grocery stores, registration fee for a local meeting, etc.


e) Using the card for ATM or Bank or Financial Institution withdrawals when you are not performing TDY travel.


f)  Failure to pay your bill in a timely manner even if you have submitted/processed a travel voucher but have not been 
paid.


g) Making a payment to the Contractor that is returned for insufficient funds.


h) Failure to properly safeguard the travel card. 

Q3)  In line w/ A2(a) above, who is exempt from mandatory use of the travel card?

A3)  If you are deemed a "frequent traveler", i.e., 5 or more trips per fiscal year, you must apply for and use a travel card for all official travel services related to TDY travel.  Otherwise, you are exempt.   Employees who have government issued travel cards are not permitted to use their personal credit card or personal funds for official travel related expenses unless they have an exemption or are properly authorized to do so (See NIH Manual 1130, Travel No. 12).

Q4)  In line w/ A2(d) above, what sorts of transactions in the local area are exempt and considered as proper use of the card?

A4)
As long as you are in TDY Travel status, you may use the card in the local area for:


a) A meal on the way to, at, or upon return from the e.g., airport, train station, etc.


b) Parking at the airport.


c) A taxi or shuttle service to or from the e.g., airport.


d) A meal when you are authorized to use e.g., a Private Owned Auto (POA) in the conduct of TDY travel.


e) For filling the e.g., POA w/ gas in the conduct of TDY travel.  (NOTE: When you use the travel card to fill, e.g., a 
POA w/ gas, your reimbursement is based on the applicable mileage rate, e.g., 37.5 cents per mile, which includes the 
cost for gas.  


f)  For use of a rental car and filling the rental car w/ gas when conducting a site visit.

Q5)  If I am in TDY travel status, and a vendor such as a drug store or grocery store accepts my charge for food and beverage that I intend to take back to my hotel room, is this considered proper use of the card?

A5)  Yes.  As long as you are in TDY travel status.  (NOTE: You will be reimbursed an amount nte the per diem allowance authorized on your Travel Authorization)

Q6) If I don't meet the definition of frequent traveler but I elect to retain and use a travel card, will I be bound by the Table of Penalties for travel card misuse?

A6) Yes.

Q7) If I currently have a travel card, but don't anticipate that I will end up taking 5 or more trips this fiscal year, what should I do w/ my travel card?

A7)  If you elect not to retain the card, you should pay off any outstanding account balance, and then hand in the card to your IC Travel Credit Card Coordinator for termination of your account.

Q8) Are there any other exemptions regarding use of the travel card?

A8) Yes.  A list of exemptions can be referenced in NIH MC 1500-15 pending revision to reflect recent HHS policy guidance.  These include but are not limited to: If the travel card is not accepted by a vendor; laundry/dry cleaning; parking; local transportation system; taxis; tips; meals when use of the card is impractical, e.g., group meals and fast food (please note -- you are excused from using your travel card in a group meal situation; you may not place other persons' meals on your card).  

Q9) Besides the USBank Cardholder Agreement that I must sign, are there any other agreements or stipulations I must follow?

A9) Yes.  You must sign and date the new HHS Travelers' Agreement which is attached below and submit the document to your IC Administrative Officer or appropriate delegated official for retention in the official travel files.

Q10) If I am an existing cardholder, am I still required to complete the new HHS Travelers' Agreement?

A10) Yes.  The HHS Travelers' Agreement is to be issued to and completed by all existing and future cardholders.

SUPERVISOR/MANAGER RESPONSIBILITIES: 

Q11) As a Supervisor/Manager, what are my responsibilities w/ respect to my subordinate employee cardholders?

A11)  As a Supervisor/Manager, you must adhere to the following protocol:


a) You are required to initial and date the HHS Travelers' Agreement.


b) You are required to initial the employees' application for the travel card as an internal control measure to ensure that 
the employee has an official need for the card.

 
c) You are to ensure that all employees who travel 5 or more times in a fiscal year apply for and use the travel card for 
all official travel services.


d) You are to track and report employee cases of misuse to the OD/HR (the OFM and HR will assist in this effort).

NOTE: Supervisors/Managers will confer w/ the OD/HR Employee Relations Office in the determination of any related disciplinary action or penalty (See Q and A 16 below).

Q12) What will happen if I don't take any action against an employee who misuses the travel card? 

A12)  Your failure to take appropriate action may subject you to disciplinary and/or performance based action.

RELATED MISCONDUCT:

Q13)  If I use my travel card to purchase e.g., airline tickets directly w/ an airline, a non-affiliated NIH Travel Agent, or via the Internet; lodging accommodations w/ a hotel, non-affiliated NIH Travel Agent, or via the Internet; or rental car services w/ a non-affiliated NIH Travel Agent or via the Internet, is this considered misuse of the card?

A13)  If you do not meet one of the exceptions outlined in NIH MC 1500-02-01, then such use is considered non-compliance w/ the FTR, and HHS and NIH policy guidance.  In the case of transportation, e.g., airfare costs, it also constitutes non-compliance w/ the NIH Delegations of Authority contained in MC 1130, Travel No. 12.   Therefore, the NIH is considering this action as misuse of the card.

TABLE OF PENALTIES:

Q14)  Where can I access the HR Table of Penalties?

A14)  The HR Table of Penalties can be accessed on line at the following web site:

http://www1.od.nih.gov/ohrm/PROGRAMS/Empl-Rel/Table-of-Penalties.pdf

Q15) What are the penalties associated w/ any example of misuse of the travel card?

A15) The penalties would be as follows:


1) First Infraction - Written warning to removal


2) Second Infraction - Written reprimand to removal


3) Third Infraction - 5-day suspension to removal

Q16) Once an employee misuses the card and is subject to the Table of Penalties, who will be responsible for determining out any disciplinary action?

A16) The OD/HR Employee Relations Office in consultation w/ the IC Manager/Supervisor will be responsible for determining the type of disciplinary action based on the nature of the infraction(s).  Any final determination in this regard will be administered in a similar manner to all other adverse actions outlined in the current Table of Penalties w/ the exception of those actions governed by a specific statutory authority. 

OTHER ADMINISTRATIVE ACTIONS NOT INCLUDED IN THE TABLE OF PENALTIES:

Q17) If I misuse my card, are there other administrative actions that a supervisor/manager may take?

A17)  Yes.  Your supervisor/manager may revoke your travel card privileges in which case you would not be eligible for a travel advance.

Q18) If I fail to pay my bill in a timely manner which is considered misuse, besides the Table of Penalties adverse actions, is there any other administrative action that may be taken?

A18)  Yes.  In line w/ the new HHS policy guidance, the NIH can collect any delinquent amount owed to a travel card contractor through involuntary salary offset under Public Law 105-264 Sect. 2, and 5 U.S.C. 5701(d).

Please disseminate this information to all cardholders, supervisors/managers, and delegated officials.

This guidance supersedes all previously issued information on this subject matter.

Should you have any questions regarding the travel card policy guidance, I can be contacted on 301-496-4379 or Ken Stith on 301-402-8831.  Should you have questions regarding the HR Table of Penalties, you can contact Charles Palmer on 

301-594-1460.

Thanks,

Joel
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