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 -----Original Message-----

From: 
Papier, Joel (NIH/OD)  

Sent:
Thursday, June 24, 2004 12:35 PM

To:
List ICTRAVELPOC-L

Cc:
Stith, Kenneth  (NIH/OD); Koitz, Barry (NIH/OD); Howard, Florence (NIH/OD); NIH Executive Officers; 'mbharlow@aol.com'

Subject:
OFM Transmittal No. 161 - Travel Credit Card Confirmation of Expenses and Potential Misuse (JUNE)

Importance:
High

All,

Attached is the June report of transactions.  We hope you will find the corresponding Misuse Codes easy to follow.  In our effort to reduce the number of cases of employee travel card misuse that we report to the OMB, we have attempted to classify the transactions into six categories as follow:

1) charges in the local area for hotel/restaurant (non-TDY travel status)

2) charges in the local area for non-hotel/restaurant, e.g., parking, gas at the pump, grocery store, etc. (non-TDY travel status)

3) charges while in TDY travel status for hotel and meal transactions that appear to be for someone else besides the cardholder 4) charges while in TDY travel status for non-travel related services

5) cash advances that do not appear to have other travel related services surrounding the withdrawal(s); and 

6) non-use of the TMC, e.g. where the employee has used the travel card directly w/ an airline.  

As previously stated, we ask that you confirm one way or the other that the charge was proper.  Please continue to format your responses as you have done in prior reports.  In addition, should you find a transaction that you believe to be a case of misuse that we have not included on the spreadsheet, we request that you communicate that transaction(s) to us.  

Confirmations and/or additional cases of misuse are to be transmitted to me and Ken Stith.  All data for the June report is to be submitted not later than Wednesday, July 7.  Please keep in mind, we will not have as much leeway in collecting the June data since this represents the end of the quarter and thus, the data will have to be submitted to the OMB via the PSC in a timely manner.

NOTE: In your email submissions, please entitle the subject just as it appears above inclusive of the OFM Transmittal Number.  This assists us from a record keeping and tracking perspective.

Your cooperation on this matter is deeply appreciated.
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