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

From: 
Papier, Joel (NIH/OD)  

Sent:
Monday, August 09, 2004 8:19 AM

To:
List ICTRAVELPOC-L

Cc:
Stith, Kenneth  (NIH/OD); Koitz, Barry (NIH/OD); Howard, Florence (NIH/OD); Moran, Pat (NIH/NINDS); NIH Executive Officers; Palmer, Charles (NIH/OD); Hosenfeld, Robert (NIH/OD); Gorrasi, Maria (NIH/OD); Bernal, Diane (NIH/NINR)

Subject:
OFM Transmittal No. 165 - Travel Credit Card Confirmation of Expenses and Potential Misuse, (July 2004).

Importance:
High

All, 

Attached is the July report of transactions.  We hope you will find the Misuse Code Legend easy to follow. In our effort to identify and reduce the number of cases of travel card misuse that the OFM reports to the Office of Management and Budget, we have classified the transactions into the six categories listed below.

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

2. Charges in the local area for non hotel/restaurant such as parking, gasoline, groceries, (non -TDY  travel status)

3. Charges while in TDY travel status for hotel and meals that appear to be for someone else other than the cardholder.

4. Charges while in TDY travel status for non travel related items and services.

5. Cash advances that do not appear to have other travel related services surrounding the withdrawal(s).

6. Non use of the Travel Management Center, such as using the travel card to purchase a transportation ticket directly from an airline.

We request that you confirm that the charge(s) are proper.  Please continue to format your responses as in prior reports, and in your response, please title the subject exactly as it appears above, including the OFM Transmittal Number.   In addition, please report to us any transaction that you believe to be a case of misuse, that was not included in our spreadsheet.

Confirmations and/or additional cases of misuse are to be emailed to Pat Moran w/ a copy to Joel Papier and Ken Stith.   Please submit all data for the July 2004 report not later than COB Tuesday, August 24, 2004.

Keep in mind that all confirmations of employee cases of travel card misuse must be reported to the OD/Human Resources/Employee Relations Office in accordance w/ the recently issued NIH policy guidance.

Finally, as a reminder, all employee signed and supervisor initialed HHS Travelers Agreements must be effected by 

August 15, 2004.  These documents are to be retained in your IC official administrative files.

Should you have any questions concerning the attached spreadsheet and the related items, please contact Pat Moran on 301-451-2033.   Should you have any questions regarding policy guidance on this subject matter, please contact Joel Papier on 301-496-4379.
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Thanks,

Joel
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