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MARI NE CORPS ORDER 4600. 40A

From Commandant of the Marine Corps
To: Di stribution List

Subj: GOVERNMENT TRAVEL CHARGE CARD PROGRAM ( GTCCP)

Ref : (a) DOD 7000. 14-R, DoD Fi nanci al Managenent Regul ati on,
Vol unme 9, Chapter 3

Encl: (1) GICCP Definitions
(2) Delinquency Tineline
(3) APC Instructions

1. Purpose. To publish guidance for GICCP nanagenent and
execution and for Cardhol der participation and responsibilities
in accordance with the reference.

2. Cancell ati on. MCO 4600. 40.

3. Summary of Revision. This revision includes mandatory GICC
use as required by Public Law 105-264, Travel and Transportation
Ref orm Act of 1998.

4. Scope. This Order applies to all service nmenbers (including
Reservi sts) and Federal civilian enployees (including wage grade
enpl oyees and Non- Appropriated Fund Instrunmentality enpl oyees)
serving in, or enployed by, the Marine Corps. This is a |aw ul
general Order, the violation of which may be puni shabl e under
the Uniform Code of Mlitary Justice for mlitary nenbers.

5. Definitions. GICCP terns are defined in enclosure (1).
Throughout this Order, the term*“Comuander” includes civilian
supervi sor equivalents. Additionally, the term“contractor”
refers to the bank providing travel Card services to the
Gover nnent .

6. Background. The GICCP was initiated to limt the anount of
public funds held outside the U S. Treasury and reduce the
anount of noney the Governnent needs to borrow to fund travel
advances. The GICC provi des a nmeans of funding official travel

DI STRI BUTI ON STATEMENT A : Approved for public release; distribution
is unlimted.



MCO 4600. 40A
13 May 2002

so that travelers do not have to request travel advances or use
personal funds to travel

7. GCeneral.

a. Program Managenent. The Under Secretary of Defense
(Conptroller and Chief Financial Oficer) has designated the
Director, Defense Finance and Accounting Service (DFAS) as the
DoD Program Manager. The Marine Corps Conponent Program
Manager, HOQMC (RFL), was designated by the Director, Fiscal
Di vi sion, Prograns and Resources Departnent, Headquarters, U S
Mar i ne Cor ps.

b. Program Execution. The Marine Corps Conponent Program
Manager manages the overall GICCP for the Marine Corps,
i npl ements DoD GICC policy and oversees |nternedi ate Agency
Program Coordi nators (I APCs). |APCs are further responsible to
t heir Conmanders for their headquarters and subordi nate command
Agency Program Coordinators (APCs). Cardhol der accounts are
directly managed by their unit |evel APC

c. Mndatory Use. The GICC nust be used by all Active Duty
Regul ar and Reserve mlitary nmenbers, and civilian personnel
regardl ess of grade, to pay expenses arising fromofficial
Governnment travel, except as exenpted in the reference. The
Card will not be used for unfunded travel, such as perm ssive
TAD where rei nbursenent for the travel would not be authorized.
Current personnel and expense exenptions are as foll ows:

(1) Personnel Exenptions.

(a) Infrequent travelers (those expected to travel
two or fewer tines per year),;

(b) Mlitary personnel undergoing initial entry or
initial skill training prior to reporting to their first
per manent duty station (accession pipeline);

(c) Personnel denied a Card by the contractor, or
whose Card has been canceled for financial irresponsibility or
ot her specific reasons;

(d) Personnel who have applied for a Card but have
not yet received it;



MCO 4600. 40A
13 May 2002

(e) Prisoners;

(f) Personnel traveling to or in a foreign country
where the political, financial or comunication infrastructure
does not support the use of the Card,

(g) Personnel whose use of the Card due to
operational or security requirenents or the classified nature of
the m ssion, poses a threat to national security, endangers the
life or physical safety of thenselves or others involved in the
m ssi on;

(h) Personnel traveling on invitational travel
orders that do not otherw se have the Card or are not authorized
to use the Card;

(1) Personnel perform ng separation travel upon
retirement or discharge;

(j) Direct and indirect hire foreign nationals; and

(k) I'ndividuals enployed or appointed on a tenporary
or intermttent basis upon a determ nation by the individual’s
supervi sor or other appropriate official that the duration of
t he enpl oynent or appoi ntment does not justify issuance of a
travel charge Card to such i ndividual

(2) Expense Exenptions. The follow ng categories of
travel expenses do not have to be charged to the Card, but my
be if the Cardhol der opts to use the Card for these expenses.

(a) Expenses incurred at a vendor that does not
accept the Governnent-sponsored, contractor-issued travel charge
Car d;

(b) Laundry/dry cl eani ng;

(c) Parking;

(d) Local transportation systemfares;

(e) Taxi fares;

(f) Tips;
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(g) Local and |ong distance tel ephone calls; and

(h) Expenses covered by the “neals and incidental”
portion of the per diemallowance as defined by the Joint
Federal Travel Regul ations (JFTR).

(3) Requests for Additional Exenptions for Travelers or
Expenses. Requests for additional exenptions will be submtted
inwiting to HQMC (RFL). Exenption requests will be carefully

consi dered, and cases recomendi ng approval will be forwarded to
the Assistant Secretary of the Navy (Financial Mnagenent &
Conmptrol l er) requesting approval. Additional exenptions wll

not be used until approval has been granted.

d. Individually Billed Accounts (IBA). Cardholders are
responsi ble for paynent in full for the anount stated on the
monthly billing statenment within the terns stated on the nonthly
statenent. The Cardhol der receives the billing statenent
directly fromthe contractor at the address provided on the Card
application. Cardhol ders are responsible for notifying the unit
APC and the contractor of any contact information changes such
as a new address. |BAs contain a unique prefix that identifies
the account as an official Government travel Card. This prefix
identifies the account as eligible for Governnent travel rates,
including city pair rates (GSA contract airfares), and tax
exenption when provided by state, county, or local law. The
Card is inprinted with the words "U S. Governnent, For Oficia
Travel Only" unless a quasi-generic (plain) Card is requested by
the APC for security reasons. As stated above, the quasi -
generic Cards does contain the governnment prefix and still may
therefore be considered a security concern for sensitive
assignnments. The following are the two types of IBAs that are
avai | abl e for issue:

(1) Standard Card. Standard Cards are issued with
credit limts as established by the contractor and DoD.
I nformation on current credit limts is contained in the
reference. The APC nay raise the overall credit limt and ATM
cash limt with the approval of traveler’s supervisor to neet
m ssi on requirenents. Requests to increase ATMIimts above
$1, 000 per nmonth can only be approved by the Marine Corps
Conmponent Program Manager at HQVC (RFL).

(2) Restricted Card. Commanders may al so direct
i ssuance of restricted Cards when deenmed appropri ate.
Restricted Cards may be issued to personnel considered a credit
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risk, as determ ned by the Card issuer, based on credit check
information. The restricted Card has a |ower credit/ATMIimt
than a standard Card and is only activated for periods of
official travel. The APC nust activate a restricted Card prior
to travel and deactivate it upon conpletion of travel. APCs can
i ncrease spending limts based on m ssion requirenents and
duration of travel.

e. I BA Card Charges.

(1) Mandatory Charges. Unless otherw se exenpted,
| odgi ng and rental car expenses will be charged to the Card
except where those goods/services are procured froma nerchant
t hat does not accept the GICC.

(2) Permanent Change of Station (PCS). It is Departnent
of the Navy (DoN) policy that all PCS travelers wll be advised
not to use their Card for PCS or house hunting trips.

(3) Training Expenses/ Conference fees. Conmands shoul d
use the appropriate training request and the purchase card vice
the travel card to pay for training costs or conference fees
when such fees nust be paid in advance.

(4) Oher. Oher official travel-related expenses that
may be charged to the GICC are energency type expenses such as
those incurred in the event of |ost luggage. Such “retail” uses
cannot exceed $250.00 per billing cycle for the standard Card or
$50.00 for the restricted Card.

(5) Commercial Air Transportation. Normally, commerci al
air transportation will be obtained through a Governnent -
contracted commercial travel office (CTO and charged to a
centrally billed account (CBA) as described in paragraph 7.f.
bel ow. Comercial transportation may be charged to the
i ndi vi dual Card when travel orders authorize individual
procurenent of commercial travel to and fromthe TDY site or
when ot herwi se aut horized by the Traffic Managenent O fice
(TMD. Use of the individual Card to procure commerci al
transportation is highly discouraged and reserved for uni que
situations where a Cardhol der may not be able to receive
comercial transportation froma CTO or a TMO

f. Centrally Billed Accounts (CBAs). The Governnent
guar ant ees paynent of CBA charges. Late paynent on these
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accounts subjects the Marine Corps to Interest Penalties. Al
CBAs contain a unique prefix “448616” that indicates Governnment
l[tability and identifies eligibility for Governnent travel
rates, and tax exenption. CBAs are issued to Marine Corps
Activities for the foll ow ng uses:

(1) Transportation Accounts. CBAs are issued to TMX>s to
purchase airline, bus, and rail tickets. These purchases are
made t hrough a CTO, which acts as an agent for the TMO. The CTO
receives an electronic invoice of transactions fromthe Card
contractor while the TMO recei ves a hard-copy nonthly invoice
fromthe bank. The CTO reconciles their transaction data
agai nst the contractor’s transaction data and forwards the
reconciled transaction data to the TMO. The TMO reconcil es that
transacti on data agai nst the hard-copy invoice and sends the
approved invoice to the designated paynent office. Requests for
transportation accounts will be submtted to HQMC (LPD- 2).

(2) Unit Travel Cards. Unit travel Cards are issued to
an individual, but charges are invoiced to the unit. The unit
is liable for paynment of the invoice. Unit Cards will only be
used for travel expenses that would normally be charged to the
i ndi vidual Card. DoD policy is to mnimze the issuance of unit
Cards and maxi m ze use of individual Cards. Unit Cards shoul d
be authorized and used with extrene caution. Conmanders nay

assign a separate APC (al so known as the Designated Billing
Oficer for the unit Card) to admnister unit Card accounts. The
unit Designated Billing Oficer nust reconcile the unit Card

i nvoi ce and submt to DFAS for paynment within contract ternmns.
When aut hori zed by the Commander, requests for unit Cards w ||
be submtted in witing (with justification) to the Marine Corps
Conmponent Program Manager for consideration.

g. Electronic Accounts Governnent Ledger System (EAGS)
EAG.S is a web-based managenent program provi ded by the
contractor that gives the APC the ability to make account
inquiries, produce nonthly reports, perform Card mai nt enance
functions, and activate/deactivate Cards. EAGS provi des near
real -tinme update capability. Enclosure (3) contains information
on electronic report generation from EAGLS. APCs can authori ze
Car dhol ders access to EAGLS to review their own account
i nformation.

h. Travel Card Applications. Applications nust include the
applicant’s nane, social security nunber, current address,
wor k/ home phone nunbers, the applicant’s authorization for a
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contractor-perfornmed credit check, applicant’s signature and
supervi sor/ Conmander approval. An application nust be filled
out conpletely or the contractor will not process it. The APC
nmust conplete the application with the appropriate central
account nunber and hierarchy nunbers and sign the application
prior to subm ssion to the contractor. New Card applicants wl|
be required to read the contractor Cardhol der agreenent and sign
a DoD Statenent of Understanding (SOU) as shown in enclosure
(3). APCs shoul d enphasize to Cardhol ders that the ternms of the
application include an agreenent to pay the account in full upon
recei pt of a statenent.

i. Unit Check-In/Check-Qut Procedures. Unit procedures nust
di rect individuals checking in or out of a command/unit to go
t hrough the APC. Detailed APC procedures are contained in
encl osure (3).

j. Split Disbursenment. Per the reference, Split
D sbursenment is a strongly encouraged bill paynent process that
allows a traveler to designate a specific anount of their travel
settlenment to be paid directly to the contractor to pay their
GICC bill. Split Disbursenent is a traveler benefit. |If
appropriate anmounts are sent to the contractor, travel ers do not
have to pay the contractor thenselves. Split D sbursenent
speeds paynent to the contractor and reduces the potential for
del i nquency. The residual anmount of the travel settlenent after
Split Disbursenent will be paid to the traveler

(1) Default Split D sbursenment. Unless otherw se
i ndi cated on block 1 of the DD Form 1351-2 (travel claim any
charges for transportation, |lodging and rental car will be paid
directly to the contractor. |If the traveler does not conplete
bl ock 1, the servicing Disbursing/Finance Ofice will execute
default Split Disbursenment for transportation, |odging, and
rental car charges. Note: |If a traveler elects not to use
Split Disbursement they nmust annotate $0.00 or the word “none”
in block one of the DD Form 1351-2 and the full anount of the
travel settlenment will be paid directly to the traveler.

(2) Overpaynent to the Contractor. If the anmount split
di sbursed to contractor exceeds the bal ance on the account, the
Cardhol der can call the contractor to request a check be issued
for the credit balance or allow the credit to be applied to
future charges.

k. Card M suse or Abuse.
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(1) Msuse. Msuse of the GICC, as defined in enclosure
(1), is strictly prohibited. Mlitary nmenbers who m suse the
GICC are subject to the full range of crimnal and
adm ni strative sanctions. Civilian enployees who m suse the
GICC are subject to admnistrative or disciplinary action in
accordance wth the | aws and regul ati ons governing civilian
enpl oynent .

(2) Abuse. The GICC is a charge Card, not a credit
Card. Cardhol ders are not authorized to carry a bal ance
forward. Bills are due upon receipt and nust be paid in ful
prior to the due date on the billing statenent. Failure to keep
a GICC account current is Card abuse. Accounts delinquent due to
a pending travel settlenent on a claimwhich was properly
submitted prior to the point of delingquency and el ecting split
di sbursenent for the delinquent anount, are not considered
abuse.

(a) An account is considered delinquent at 60 days
past due. Delinquency is strictly prohibited. Extended TDY
(peri ods exceedi ng 30 days) does not excuse delinquency.

Partial TAD settlenent subm ssions, as described in the
reference, allow the traveler to keep their GICC account current
during any periods of extended TAD

(b) Cardhol der abuse may be puni shable as a
violation of the UCMJI and may subject the mlitary nenber to
judicial or adm nistrative disciplinary action. Gvilian
enpl oyees who abuse the GICC are subject to administrative or
di sciplinary action in accordance with the |laws and regul ati ons
governing civilian enpl oynent.

(c) APCs will make delinquency notifications to
Car dhol ders and Conmanders as shown in enclosure (3). Sanple
delinquency letters are also contained in enclosure (3).

(d) Cardhol ders whose accounts reach 90 days past
due will receive a due process notification letter fromthe
contractor. |If the delinquent anobunt is not paid, or if a
paynent plan is not established prior to the point an account
becones 120 days past due, the contractor will request that DFAS
initiate salary-offset. In the event a Cardhol der has gone 90
days past due because their travel claimhas not been paid by
t he Fi nance/ Di sbursing Ofice due to discrepancies, the APC w ||
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advi se the contractor to halt sal ary-offset proceedi ngs pendi ng
the settlenent of the travel claim

(e) Cardhol ders whose accounts are delinquent due
to unresolved billing disputes should provide any docunentati on
regardi ng the disputed charge to the APC for review. Accounts
del i nquent due to legitimte di sputes are not considered cases
of abuse. Cardholders, wth billing disputes on their accounts,
nmust contact the contractor's Government Card Services Unit
(GCSU) to begin the dispute process i mediately. Cardhol ders
will be required to provide the contractor a witten affidavit
to process a dispute for any transactions on their billing
statement .

8. Action.

a. Marine Corps Conponent Program Manager will:

(1) Manage the Programin accordance with DoD and DoN
regul ati ons and policy;

(2) Respond to and performliaison with the DoD and DoN
Program Managenent O fices and the contractor as required;

(3) Provide oversight and gui dance to | APCs and APCs;

(4) Ensure policy and procedural changes are publicized
in a tinmely manner;

(5) Ensure Commanders have the neans to conduct
conpr ehensi ve APC trai ning and Cardhol der education (i.e.,
trai ni ng package distribution via | APCs);

(6) Intercede with the contractor on behal f of
Car dhol ders or unit APCs at the request of |APCs;

(7) Assist Commanders in the inplenmentation of this
Order as requested;

(8) Eval uate recommended changes to this Order and take
action as necessary;

(9) Consider Commander requests for additional
exenptions from mandatory use and forward approved requests to
ASN (FM&C) for consideration;
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(10) Coordinate programinspection checklists with the
Mari ne Corps |Inspector General and Marine Corps Admnistrative
Anal ysi s Teans ( MCAAT).

b. Commander s/ Supervisors wll:

(1) Ensure command/unit conpliance with this Oder, to
i ncl ude nonitoring delinquency reports to elimnate
del i nquenci es;

(2) Designate/appoint APCs and alternate APCs in
writing, and provide appropriate guidance relative to their
responsibilities. Forward copies of the designations to the
appl i cabl e I nternedi ate Agency Program Coordi nator (IAPC) (APC
at the next higher command | evel). Designations will include
APC/ alternate mailing addresses, e-nmil addresses, tel ephone
nunbers, central account nunber and hierarchy nunbers;

(a) Provide copies of | APC appointnents to the
Mari ne Corps Conponent Program Manager at HOMC ( RFL);

(b) Publicize APC nanes, telephone nunbers, and e-
mai | addresses throughout the unit;

(3) Ensure that APCs are proactive in the performance of
their duties;

(4) Include the unit APC on personnel check-in/out
sheet s;

(5) Provide the unit APC with nonthly |istings of
i ncom ng and out goi ng personnel (outgoing rosters should include
transfer/separation dates);

(6) Ensure that unit traveler/APC training is docunented
and certify APC training conpletion in the copy of the APC
desi gnati on

(7) Exercise Cardhol der exenption authority as
appropriate, e.g., for infrequent travelers;

(8) Take appropriate action when notified of Card m suse
or abuse;

(9) Ensure Cardhol der confidentiality (Cardhol der
information is subject to Privacy Act and | APCs/ APCs nmay be

10



MCO 4600. 40A
13 May 2002

subj ect to disciplinary action for inproperly divulging
Car dhol der confidential information); and

(10) Dissemnate GICCP information as requested by the
Mari ne Cor ps Conponent Program Manager at HQMC (RFL).

c. Finance/Di sbursing Oficers wll:

(1) Settle TDY clainms within DoD standards (currently
five days);

(2) Issue travel advances for personnel not authorized a
GICC, as requested by Commander;

(3) Reinburse travelers for authorized ATM fees and
sur char ges;

(4) Settle clainms to the extent possible prior to
attachi ng di screpancy notices for traveler corrective action;
and

(5) Provide APCs with travel-related information as
requested, e.g., claimsettlenent status.

(6) Split-disburse the portion of the settlenent rel ated
to | odging, rental car, and transportation for Cardhol ders who
el ect split disbursement or fail to conplete block 1 on the DD
Form 1351- 2.

d. Inspector General, Marine Corps will: Incorporate into
the Automated I nspection Reporting System a functional area
checklist to evaluate conpliance with this Order.

e. Command Inspectors will: [Incorporate a functional
checklist into |ocal conmand inspection progranms to eval uate
conpliance with this Order.

f. Mrine Corps Adm nistrative Analysis Teamwll: In
coordination wth HOMC (RFL), maintain a functional area
checklist to evaluate conpliance with this Order.

9. Credit Bureau Reporting. The contractor reserves the right
to report adverse credit information to national credit bureaus
on accounts that exceed 126 days past due. Adverse credit
reporting on severely delinquent Cardhol ders can have a | ong

11
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| asting negative effect on the Cardholder’s ability to obtain
personal credit.

10. Change Recomendations. Forward reconmmendations for
changes to this Order through the chain of command, along with a
poi nt of contact, to HQVC (Code RFL).

11. Reserve Applicability. This Order is applicable to Reserve
Conmponent Car dhol ders.

12. Effective Date and Inplenentation. This Oder is effective
i mredi ately. Conmmands nust fulfill any |abor relation

obl i gati ons under Chapter 71 of Title 5, United States Code,
prior to inplenmentation of the policy with respect to enpl oyees

represented by unions.
Shontes 2 b2

CHARLES E. COOK
ASSI STANT DEPUTY COMVANDANT
FOR PROGRAMS & RESOURCES
(FI SCAL DI RECTOR)

DI STRI BUTI ON:  PCN 10206016900

COPY TO. 7000110 (55)
8145005 (2)
8145001 (1)
7000106 (1)
7000099 (1)
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DEFI NI TI ONS

1. Abuse/Delinquency. An account is delinquent if it is not
paid in full prior to 60 days fromthe billing date. A
del i nquent account, as a result of the following, is not

considered Card abuse: late claimsettlenent, which is due to
no fault of the Cardhol der or which is due to claimdispute or
an unresolved billing dispute as provided for in paragraph

7.k.(2)(e) of this Order. Delinquency for any other reason is
consi dered Card abuse. See paragraph 27.

2. Agency Program Coordi nator (APC). The individual designated
by the unit Commander/supervisor to execute the Governnent

Travel Charge Card Program (GICCP) on behal f of the unit
Commander. APCs are responsible to the Conmander/ supervisor for
GICCP execution and are under the oversight of the Marine Corps
Program Manager. APCs include Internediate APCs (1 APCs). See
par agr aph 24.

3. Automated Teller Machine (ATM Transaction Fees and
Surcharges. ATMtransaction fees are limted to 3% of the
advance anount or $2.00, whichever anount is greater.

Rei mbur senent is authorized for the next higher anmount divisible
by ten or twenty for those ATMs that only allow w thdrawal in
ten or twenty dollar increnents. In the case of bl anket or
repeat travel orders, reinbursenent is limted to the | esser of
the settl enent amount or the anobunt actually w thdrawn. ATM
surcharges are reinbursable in full

4. ATM Wthdrawal. An ATMw thdrawal is a cash advance
obt ai ned through the use of the Card. The prinmary purpose of
the GTCC is to “charge” official travel related expenses. ATM
wi thdrawal s result in fees to the Governnment and shoul d be
limted to the anbunt necessary to cover those expenses that do
not typically lend thensel ves to charging as a form of paynent
(e.g., tolls, “fast food” neals, etc.). ATMIlimts are
established by the contractor and DoD, and are subject to
change. ATMIlimts are published in the reference. ATMIimts
can be raised by the APC up to $1,000 per billing cycle, if

m ssion requirenments dictate. The Marine Corps Program Manager
nmust approve requests for ATMIlimts that exceed $1,000. APCs
may arrange for travelers with recurring high cash requirenents
to have higher withdrawal authority while in their respective
assi gnnents. Requests for higher ATMIimts will not be
approved for delinguent accounts.

1 ENCLOSURE (1)
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5. Billing Statenents. Billing statenents for the USMC are
normal Iy produced on the 26'" of each month and paynent in ful
i s due upon receipt of the billing statenent.

6. Canceled Card. A Card is canceled as a result of abuse or
m suse, or at the request of an APC fol |l ow ng i ndividual
transfer, separation, or enploynent term nation. Cancel ed
accounts cannot be reactivated. Cardholders with cancel ed
accounts nust reapply if the need for a Card exists. See

encl osure (3) for re-application procedures.

7. Card. The CGovernnent-sponsored, contractor-issued charge
Card provided to authorized personnel to fund official
Government travel. It is a charge Card, NOT a credit Card,
meani ng the bal ance nust be paid in full on a nonthly basis.

8. Cardhol der. Individual who has applied for and has received
a Card.

9. Card Conpany. The Card provider for DoD contracted by the
Ceneral Services Administration on behalf of the DoD to provide
the Card in support of the GICCP.

10. Centrally Billed Accounts (CBA). CBAs are Card accounts,
which are billed to a unit/organization rather than an

i ndividual. *“Cardless” CBAs (account nunber only, no Card) are
i ssued to transportation offices to procure transportation
(airline, bus, rail) services. A variant called a “Unit Card,”
can be issued to units for cases where use of the individual
Card is not practical. Unit Cards are nornmally issued in

sel ected individual s’ nanmes with uni que account nunbers to aid
in reconciliation. The Governnent (Cardhol der’s conmmand or
unit) is liable for all charges on CBAs.

11. Charged-Of Account. GICC accounts are charged-off when

t he out standi ng bal ance exceeds 210 days past-due. Charged-off
accounts nust be witten-off by BOA in accordance with Federa
banki ng regul ations and are referred to collection agencies for
recovery.

12. Commander. For the purpose of this Order, Conmander is
defined as the individual commandi ng a battalion/squadron or

hi gher, an Inspector-Instructor unit, or an independent Marine
detachnment, or the civilian/mlitary supervising an equival ent
or gani zati on.

ENCLOSURE (1) 2
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13. Conponent Program Manager (CPM. The Marine Corps
Conmponent Program Manager (CPM resides at HQVC(RFL),
establ i shes overall guidance for APCs and Cardhol ders within
DoDY DoN gui deli nes, and is responsi ble for managenent of the
GICCP t hroughout the Marine Corps.

14. Commercial Travel Ofice (CTO. A comrercial activity
providing the full range of commercial travel reservations and
ticketing services under contract and/or nmenorandum of

under standing with the Governnent.

15. Contractor. The Card provider for DoD contracted by the
Ceneral Services Adm nistration on behalf of the DoD to provide
the Card in support of the GICCP.

16. Cedit Checks. Credit checks are acconplished for new Card
applicants with the Card applicant's witten consent. Credit
checks are a standard industry practice used by the contractor
to determine the type of Card to be issued. Applicants nay
decline a credit check and still be issued a travel Card;
however, that Card wll be a restricted Card and cannot be
upgraded to a standard Card unl ess the Cardhol der consents to a
credit check.

17. Delingquency. An individual is considered delingquent
whenever their GICC bill is not paid in full prior to 60 days
fromthe billing statement date. Current billing statenments for
the USMC are nornal |y produced on the 26'" of each nonth and
paynment in full is due upon receipt of the nonthly billing

st at enent .

18. Deploynent, Goup, or Unit Travel. G oups of people
traveling on official travel orders together, including units
traveling in support of exercises, peacekeeping, disaster
relief, and conbat m ssions. Also includes field duty or
maneuver training, and sea duty when troops involved are not
permanent|ly assigned to a ship.

19. Electronic Funds Transfer (EFT). Paynent nethod wherein
funds are electronically transferred to an individually el ected
financial institution account.

20. Governnent Card Services Unit (GCSU). The current
contractor's office that provides custonmer service support for
the GICCP. Available for Cardhol ders and APCs 24hrs a day at
800-472-1424 or OCONUS call collect 757-441-4124. This nunber
is located on the reverse of the Card. For APCs only 800-558-
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0548 or OCONUS call collect 757-441-4022 (7am 9pm EST Monday-
Friday) EMAI L: gcsuac@ankof anmeri ca. com

21. Governnent Card Services Unit Technical Help Desk. For
EAGS assi stance call 888-317-2077. EMAI L:
GCSUTHD@Bankof Ameri ca. com or access via the Wrld Wde Wb at:
www. gcsut hd. bankof ameri ca. com

22. Hierarchy Level (HL). Each Major Conmand is assigned its
own uni que HL nunber and each subordinate unit will have uni que
subordi nate HL nunbers assigned to them

23. Individually Billed Account (IBA). An IBAis a GICC that is
issued to an individual traveler. The traveler is responsible
for paynment in full upon receipt of the nonthly billing
statement .

24. Internediate APC (I APC). An APC designated in witing by

t he Commander/ Supervi sor to execute the GICCP on behal f of Mjor
Commands/ Maj or Subor di nate Commands. | APCs work in conjunction
with the Marine Corps CPMto achieve a well managed/ execut ed
GICCP in their command. Key duties include serving as a conduit
to pass information from higher |evels to subordinate units,
keepi ng their Commander infornmed on the programw thin their
command, as well as oversight over all subordinate unit APCs.

25. Merchant Category Codes (MCC). Four-digit codes used by
the Card network to describe the nmerchant type. DoD bl ocks sone
MCCs as a neans to control inappropriate expenditures. The MCCs
that are bl ocked by DoD are nerchants that would not nornally be
associated with official travel expenses. |If a Cardhol der uses
the Card at a merchant with a closed MCC the transaction will be
deni ed. Wen necessary the Cardhol der nmust contact the APC for
a forced authorization. |If the use of a blocked MCC is
necessary to acconplish a mssion, the APC should contact the
Mari ne Corps Conponent Program Manager.

26. Mssion Critical Status. Mssion-critical travel is
defined as travel performed by DoD personnel under conpetent
orders and performng duties that, through no fault of their
own, nmay prohibit the pronpt paynent of their outstanding travel
charge Card bills. The APC, with their Commander's approval, is
authorized to notify the Card contractor to advise the
contractor of mission-critical status. Wile in nmssion
critical status, individual travel charge Cards shall not be
suspended or cancel ed, however they will still appear as
del i nquent on reports and will be subject to |ate fees. Any
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outstanding bills, nust be settled wthin 45 days of renoval
fromthis status. APCs nust closely manage m ssion critical
accounts to mnimze |ate fees and precl ude delinquency,
cancel |l ati on, and sal ary-of fset.

27. Msuse. Card use (charges and ATM wi t hdrawal s) out si de

aut hori zed paraneters (e.g., charging a gift for one's spouse
whil e TDY or drawi ng an ATM advance while not on or preparing
for official travel) or using the Card for purchases of any kind
while not on official travel even if the account is kept

current.

28. O ficial Governnent Travel. Travel conducted under
authorized, witten travel orders for official Governnent
busi ness.

29. Program The Governnent Travel Charge Card Program
(GrCeP) .

30. Quasi-Generic Card. A Travel Card without the inprint,
"U S. Governnent, For Oficial Travel Use Only". However, the
Card still contains the “”448612”" prefix that identifies the
account as being a Governnent Card. Quasi-Generic Cards are
provi ded at APC request for security reasons.

31. Salary-Ofset. An involuntary pay checkage to collect a
del i nquent Card bal ance. The contractor is required to send due
process notification letters to Cardholders prior to initiating
sal ary-offset. Due process notifications provide the Cardhol der
with detailed informati on regardi ng the outstandi ng bal ance,
charges on their account, demand paynent, and list the

Cardhol der’s rights under |Iaw. Due process letters will be

i ssued when accounts reach 90 days past due. Cardholders wl]l
have 30 days to pay their debt, establish a repaynent plan, or
contest the debt. If the debt is not resolved by 120 days past
due the contractor will request that DFAS initiate salary
offset. The authority for salary-offset is Public Law 105-264.
Accounts subject to salary-offset will be subject to additiona
fees from DFAS and BoA. These fees are not reinbursable
expenses and currently total $167.00 doll ars.

32. Split Disbursenent. Per the reference, Split D sbursenent
is the strongly encouraged paynent method where a travel er can
el ect on their travel claimto have a portion of their travel
settlenment sent directly to the contractor to pay their GICC
bill.
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33. Suspended Card. A Card will be suspended when the account
is 60 days past due. A suspended Card is rejected when use is
attenpted, but it is not considered cancel ed. The respective
APC, 1 APC, CPM or contractor may suspend Cards at any tine when
an account is delinquent or abuse/m suse is present or

suspect ed.

34. Tenporary Duty (TDY/TAD). O ficial Governnent-ordered
travel conducted away fromthe permanent duty station

(i ncludes tenporary additional duty and tenporary duty
enrout e under permanent change of station orders).

35. Travel Order. Authorized, witten orders directing the
performance of funded travel. Includes verbal orders when
confirmed by authorized, witten orders.

36. Unit. Organization whose structure is prescribed by
conpetent authority, such as a Table of Organization and
Equi prent .

37. Unit Card. See Centrally Billed Accounts.

ENCLOSURE (1) 6



Delinquency Timeline

0 day - Account Cycles (26th of the
month for USMC)

25 days- Due Date
(Past due period starts)

45 days— Late Payment Letter
& optional phone call

55 days - Pre-Suspension letter

60 days - Account Suspension, Suspension
Letter, Statement M essage, & optional phone call
(APC: issue 60 day delinquency letter)

90 days - Statement Message, Letter, & optiona
phone call. Begin due process for Salary Off-Set
(APC: issue 90 Day delinquency letter)

*120 days - Statement M essage, Pre-Cancellation L etter,
optional phone call, & Late Fee. Filedelivered to DFAS for
collection. (APC: issue 120 day delinquency letter)

180 days — For accounts not subject to salary-offset Statement Message,
Pre-charged Off Letter, optional phone call, Alternative Payment Options

rgl'l Explored, Late Fees are assessed 5
8 210 days- Accounts will be written off as bad debt and reported §
c to credit bureaus <
(o) N
— * Accounts subject to salary-offset will be 8
N re-aged to current after 3 months of N

payments and will not be reported to credit
bureaus
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GOVERNMVENT TRAVEL CHARGE CARD PROCGRAM ( GTCCP)
AGENCY PROGRAM COORDI NATOR ( APC) | NSTRUCTI ONS

1. General. These instructions nmust be used with the current
program material available at the Bank of Anmerica (BoA)
Techni cal Hel p Desk Wb site at: www. gcsut hd. bankof aneri ca. com
Training materials on conpact disk (CD) can also be ordered via
the website. APCs nust utilize the web site to maintain current
program i nf or mati on.

a. Overall Responsibilities. APCs/IAPCs will operate
within the policies, procedures, and instructions established in
DoDFMR, Vol . 9 Chapter 3 (located at:
wwv. dtic.ml/conptroller/fnr/), this Order, and the procedures
of the contractor APC guide. Contact your |APC or the Marine
Corps CPM for assistance if required. As an APC, you are the
princi pal executor of the GICCP for your unit, the primary
| i ai son between the contractor bank, your Commander?!, unit
Car dhol ders, and your respective | APC

b. APC Assignnent to Unit Hierarchy Account. The follow ng
12 commands are the Marine Corps HL3 | APCs:

COVIVARFORLANT
COVVARFORPAC
COWARFORRES
COVMVARFOREUR
COVVARFORSQUTH
COVIVARCORNVATCOM
DR AR, HQVC

CG MCRC

CG MCCDC

CG MCRD Parris |Island
CG MCRD San Di ego
CG MCTFTC 29 Pal ns

(1) 1APCs act as a conduit for programinformation flow
fromthe Marine Corps CPMto subordinate APCs and Cardhol ders.

(2) Your Commander will designate you and your alternate
in witing. This can be done by nmeno. This appointnent l|etter
must include unit hierarchy nunbers and be faxed to the
contractor GCSU who will assign you in their systemas an APC

Thr oughout these instructions "Conmmander" al so includes a
civilian supervisor equivalent, as applicable.
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and issue you El ectronic Account Governnment Ledger System
(EAGS) access. You cannot sign your own appointnent letter
(even if you have "By Direction” authority). You nust also send
a copy of all appointnent letters to your |APC

(3) You nust transfer every Cardhol der who i s a nenber
of your unit (including civilians and nenbers of other Services,
but excl uding those assigned TDY to your unit) to your account
hi erarchy, even if erroneously reflected el sewhere. Transfers
can be effected via EAGS, the GCSU Technical Help Desk web
page, or by contacting the GCSU at 800-558-0548 or OCONUS cal |
col |l ect 757-441-4124. APCs nust contact |APCs for assistance in
removi ng unidentified Cardhol ders fromtheir hierarchy. 1APCs
will contact the Marine Corps CPM for assistance renoving
Cardhol ders for whom a proper hierarchy cannot be identified.
Uni dentified Cardhol ders and those no | onger assigned to the
unit have historically represented the nost serious delinquency
potential. You nust make resolving their status a top priority.

c. Ensure Cardholder Confidentiality. Cardhol der
information is subject to the Privacy Act and APCs/ Al ternate
APCs may be subject to disciplinary action for inproperly
di vul gi ng confidential Cardhol der information.

2. Travel Card Applications.

a. Application Form Fornms nust be signed by the
applicant, the applicant’s i nmmedi ate supervi sor, and the APC
The applicant nmust also sign a Statenment of Understandi ng (SQU)
(figure 1).

b. Application Processing.

(1) Mailing/ FAX. After the applicationis
conpletely filled out the APC will FAX the application to the
GCSU for processing. The APC will maintain a hard copy file of
all applications. |In cases where a FAX is not avail able, the
original application will be nailed to the GCSU for processing
Do not sign or submt an application wthout an acconpanyi ng
signed SQU (figure 1) and wi thout validating the Social Security
Nunber. After you' ve signed the FAX d application, place the
original SQU in your files.

(2) Card Issuance. Follow up with the contractor
if the applicant reports the Card has not been received within
two weeks. The Cardhol der Personal Identification Nunber (PIN)
is mailed separately.
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(3) Enmergency Processing. Expedited processing can
be acconplished using FAX or overnight mail. These applications
shoul d be the exception and APCs should only mark an application
“RUSH’ if it is absoulutely necessary. Arrangenents can be made
to have the Card sent to a TDY address (including to a TDY
hotel, Governnent quarters, etc.) if requested. |If faxed, do
not mail the original. 1In these cases, maintain the original in
your files. The nunber of energency requests nust be kept to
t he absol ute m ni num since the contractor will charge a fee
(currently $20) for each expedited request. This fee is
consi dered a rei nbursabl e expense when the traveler submts
their travel claim The unit/command will fund the expedited
request fee fromtheir unit/comuand travel funds.

(4) Forms. Contractor forns are avail able at the
GCSU Techni cal Hel p Desk web Page:
wwwv. gcsut hd. bankof anmeri ca. com  Forns include: Individual Billed
Account applications, account change fornms, point of contact
forms, etc. Blank fornms nmay be reproduced.

3. Contractor Liaison.

a. Ceneral. As the APC, you are the liaison with the
contractor for your Commander and for the Cardhol ders in your
hi erarchy. Normally, Cardhol ders can take care of their own
matters directly with the contractor; however, they may need
your help in sone cases. Always intervene pronptly to avoid
Car dhol der har dshi p.

b. GCSU Custoner Service. APC liaison efforts will be
conducted through the contractor GCSU currently |located in
Nor f ol k, VA at 800-558-0548, and for OCONUS call collect to 757-
441-4022. The GCSU wi || assist in day-to-day individual account
mai nt enance such as suspendi ng and canceling Cards, Card
repl acenent, account delinquency issues, etc.

c. Contractor’s Marine Corps Account Manager. The role of
the contractor’s Marine Corps Account Manager is to work
directly with the Marine Corps CPM and | APCs in devel oping a
| ong-term Program strategy and resol ving any issues that cannot
be resol ved by the GCSU. APCs should always attenpt to resol ve
i ssues through their |1 APC and the GCSU before contacting the
contractor’s Marine Corps Account Mnager.

4. Mnthly (Billing Cycle) Managenent |nformation Reports.

3 ENCLOSURE ( 3)



MCO 4600. 40A
13 May 2002

a. Ceneral. The following six reports are the m ni mumthat
unit level APCs nust request and reconcile to ensure that their
command's programis current. APCs nust pull these reports from
EAG.S and reconcile themw thin 5 working days of the cl ose of
the USMC billing cycle (26'" of the nmonth). APCs nust maintain
copies of reports for 2 years. Copies can be nmaintained in
hardcopy format or in electronic files. Command managenent
control prograns should incorporate reviews of reports to ensure
they are maintained on file and are bei ng worked by the APC as
required by this Order. The Marine Corps Inspector Ceneral (1Q
and the Marine Corps Adm nistrative Analysis Teans (MCAAT) w ||
al so review this perfornmance.

(1) Cardhol der Account Listing. Provides you with a
account nunbers, addresses, tel ephone nunbers, and SSNs of the
Car dhol ders assigned to your hierarchy. The report can be
pul | ed requesting open accounts, closed accounts, or both.
Revi ew the report to ensure your hierarchy is current and take
appropriate action transfer accounts as necessary. |If a
Car dhol der appears on your account who does not belong to your
unit, attenpt to | ocate the Cardholder’s correct unit and have
the Card noved to the appropriate hierarchy. The APC nust
attenpt to | ocate the Cardholder via e-mail and notify the
Cardhol der that if they do not check in with their current APC
wi thin 30 days their account will be deactivated. Set up a
tickler file to deactivate when 30 days have el apsed. 1In cases
where the APC cannot |ocate the Cardholder’s current unit, the
APC wi |l deactivate the Card to prevent any m suse/ abuse and
notify the CPM for assistance.

(2) Account Activity Report. This report reflects
Car dhol der activity and ATM usage during the nonth. Review the
report to determ ne possible Card m suse and refer suspected
m suse to your Commander in witing.

(3) Pre-Suspension/Pre-Cancell ation Report. This report
lists accounts eligible for suspension or cancellation and
identifies Cardhol der name, account nunber, status, bal ance past
due, and nunber of days past due. The key to a successful unit
programis to aggressively work the pre-suspension
[ precancel l ation reports to keep accounts from bei ng suspended
or cancel ed.

(4) Suspension/ Cancellation Report. This report lists
accounts that have been suspended or canceled and identifies
account nane, account nunber, status (suspended or cancel ed),
date of status, bal ance past due, and nunbers of days past due.
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(5 Renewal Report. This report identifies Cards that
are com ng due for renewal since all Cards have an expiration
date. APCs nust review the information on this report nonthly
and take appropriate action. If you do nothing, Cards will be
automatically renewed, so APCs nmust review this listing and take
action to prevent an account from being renewed for Cardhol ders
who have transferred, separated or term nated enpl oynent.

(6) Delinquency Report. This report provides a
br eakdown of delinquent accounts in 30 day increnments, from 30
days past due through 180 days del i nquent.

(7) Additional Reports. EAGS has a nunber of other
reports avail able that are useful Card managenent tools, but do
not have to be worked nonthly, e.g., salary-offset, ATM Cash
fi xed pay, charged-off accounts). Requests for additional
reports/nodifications of existing reports should be submtted to
t he Mari ne Corps Conponent Program Manager for consideration.

5. Delinquency Notifications.

a. 60-Day Delinquencies.

(1) Access EAGS to determne if paynent has been nmade
since the report was produced. |If required contact the GCSU for
assi st ance.

(2) Contact the individual. Unless the delinquency is
t hrough no fault of the Cardhol der, notify his/her inmmediate
supervisor in witing within five working days of report
receipt. See an exanple notification at figure 2; E-MAIL
notifications are acceptable. Cardholders are required to
si gn/ acknow edge recei pt of delingquency notifications.

(3) Ask the Cardhol der’s supervisor to investigate the
matter and informyou of the date the bill is paid. The
contractor will normally suspend any account that is 60 days
past due and then reinstate the account when the delinquent
bal ance has been paid in full.

(4) For Cardhol ders over 60 days past due because of
extenuating circunstances, e.g., travel settlenment problem the
APC can intercede with the GCSU and have the account annotated
to that effect, especially if the Cardholder is required to
travel. The GCSU can place the Card in a “Mssion Critical”
status and keep the Card active pending resolution of the
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paynent problem Accounts nust be placed in Mssion Critical
status prior to reaching 60 days past due. You nust also
contact the individual's personnel/admnistrative officer to
request assistance in getting the travel claimliquidated as
soon as possi bl e.

(5) Docunent your actions and maintain file copies. The
MCAAT and I1Gteans will review your files.

b. 90-Day Delinquencies.

(1) If the above steps for 60-day delinquencies are
fol |l owed, accounts should never reach 90 days del i nquent.
Contact the GCSU (or utilize EAGS) to determne if paynent has
been made since the report was produced.

(2) Contact the individual. Unless the delinquency is
t hrough no fault of his/her own notify his/her Conmmander in
witing wwthin five working days of report receipt. See an
exanple notification at figure 3; E-MAIL notifications are
acceptable. Cardholders are required to sign/acknow edge

recei pt of delinquency notifications.

(3) Advise the Commander of the delinquency status. The

contractor will normally suspend any account that is 60 days
past due and then reinstate the account when the delinquent
bal ance has been paid in full. Once the account reaches 75 days

past due, the contractor will charge a $29 dollar late fee each
nmonth. The $29 is not reinbursable to the Cardhol der.

(4) For Cardhol ders who are over 90 days past due on
their account due to extenuating circunstances (travel
settlement problem etc.) the APC can intercede with the GCSU
and have the account annotated to that effect, especially if the
Cardhol der is required to travel. The GCSU can pl ace the Card
ina“Mssion Critical” status and keep the Card active pending
resolution of the paynent problem You nust al so contact the
i ndi vidual 's personnel/adm nistrative officer to receive
assistance in getting the claimliquidated as soon as possible.
| npress upon the personnel officer the urgency of the situation.
Notify the individual's imredi ate supervisor of any action you
take, e.g., cancellation. The Contractor will issue a due
process notification letter to the Cardholder. The Cardhol der
wi |l have 30 days to resolve the delinquent account, or it wll
be turned over to DFAS at 120 days past due for sal ary-offset.
| f the Cardhol der has not received rei nbursenent for properly
cl ai med travel expenses, the APC nust contact the contractor to
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prevent the account from being subject to sal ary-offset.

Sal ary-of fset will not exceed 15% of disposable pay. Accounts
referred for salary-offset will also be subject to collection
fees charged by the contractor and DFAS.

(5) Docunent your actions and maintain file copies. The
MCAAT and I1Gteans wll review your files.

c. 120+ Day Deli nquenci es.

(1) If the above steps for 60-day and 90- day
del i nquenci es are followed, accounts should never reach 120 days
del i nquent. Once accounts are over 120 days past due, a
Car dhol der has until the 126'" day to pay the account or the

account will be canceled by the contractor and consi dered
“credit revoked” unless there is APC intervention and the
del i nquency is beyond a Cardholder’s control. Cases that could

be consi dered beyond a Cardhol der’s control include, but are not
limted to, situations where claimsettlenent is delayed due to
adm nistrative error. Accounts 120 days past due will be
subject to salary-offset. Cardholders wll be subject to fees
as established in the reference.

(2) If an account is cancel ed due to Cardhol der
negl i gence, the Cardhol der nust re-apply for a new Card.
However, the contractor reserves the right to decline issuance
of a new Card.

(3) If paynent has not been nmade, unless the delinguency
is through no fault of the Cardhol der, cancel the Card. Refer
the case in witing to the Commander for potenti al
di sci pli nary/ adverse personnel action. An exanple notification
letter is provided at figure 4. Cardholders are required to
si gn/ acknow edge recei pt of delinquency notifications. |[If not
resol ved, continue notifications at the 150-day and 180- day
mar ks.

(4) Docunent your actions and maintain file copies. The
MCAAT and I1Gteans will review your files.

(5) Be aware that once an account reaches this status
(126 past due), the contractor retains the right to report
negative credit information to credit bureaus. Accounts on
Car dhol ders no | onger enployed by the governnent, where sal ary
of fset cannot be applied, wll be reported to credit bureaus.
The contractor may al so turn the account over to a collection
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agency, take |egal action against the Cardhol der and garni sh
pay/ sal ary.

(6) A Cardhol der’s agreenent with the contractor, or the
col |l ection agency, to pay the bill in installnents does not
relieve hinmher of potential disciplinary/adverse personnel
action. As a general rule, you should not get involved in
arranging for installnment paynments unless directed by your
Commander, as this is a matter for the Cardhol der to address
with the contractor

(7) Contact your IAPC if you need assi stance.

(8) Under the contractor’s current policy, accounts wl|
not be reinstated for any Cardhol der 126+ days del i nquent whose
account was cancel ed due to delinquency (credit revoked).

Travel ers whose accounts have been cancel ed due to delinquency
are consi dered exenpt from Card use per the reference and can
draw a travel advance.

(9) Paynents. Paynents are applied to the nost
del i nquent bal ances first. As a general rule, do not get
involved in arranging partial paynments unless directed by your
Commander as this is a matter for the Cardholder to address with
t he contractor.

(10) Docunent your actions and naintain file copies.
The MCAAT and I1Gteans wll review your files.

6. Unit Card (Centrally Billed Account) Billing Statenents.

a. |If these billing statenments/invoices are nailed to the
command for reconciliation, reconcile the charges against the
charge Card receipts provided by Cardhol ders within 5 working
days of receipt of invoice.

b. Notify Cardhol ders to reinburse the conmand for any
unaut hori zed expenditures or expenditures for which no receipt
has been provided. A signed, witten statement (with item zed
expendi tures) may be accepted in place of a receipt.

c. Arrange for Cardhol der reinbursenent of those itens for
whi ch they received travel claimreinbursenent.

d. Sign and submt the Statenment of Account to the
Commander for review prior to subm ssion for paynent. The
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Commander will review the statenent and approve for paynent once
charges are verified.

e. Submt the approved Statenent of Account, claimvoucher,
and any nonies received to the appropriate paying office for
processi ng.

7. Account Mai nt enance.

a. Cardholder Confidentiality. Privacy Act restrictions
apply to Cardhol der account information. Cardholder files nust
be kept in a | ocked storage container/area. Docunents and
reports containing names and account nunbers shoul d be di sposed
of in accordance with | ocal procedures for destruction of
sensitive informati on. Cardhol der delinquency information is
al so considered confidential, and should be treated as sensitive
i nformation

b. D sputed Charges. Cardhol ders should notify the
contractor GCSU i medi ately in the event of any disputed charge
on their billing statements. The contractor will act on behal f
of the Cardhol der with the vendor concer ned.

c. Deactivating/ Suspending Cards for Ot her than
Del i nquency.

(1) "At R sk" Personnel. Cardhol ders who nay be under
financial pressure to msuse the Card. You may deactivate
standard Cards between TDY trips for those Cardhol ders the
Commander / supervi sor deens "at risk." Cards can be deactivated
via EAGS or by contacting the GCSU. Restricted Cards nust be
deactivated when a Cardhol der is not on travel

(2) Safekeeping of Cards. Since Cards are issued to
individuals, it is not recomended that APCs, or any person
ot her than the Cardhol der, hold any individual’s Card because of
i ssues of availability, access, potential msuse/fraud. For
Cardhol ders at risk of abuse/m suse, the APC shoul d deactivate
the Card. Once the Card is deactivated no charges can be nade
on it. For Cardhol ders who are separating, the APC nust
recover, cancel, and destroy the Card by cutting it in half and
di sposing of it and provide proof of cancellation to the forner
Car dhol der

(3) Oders Issuance. APCs mnmust be included in the TDY
order issuance process to ensure travelers apply for the Card
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prior to travel, to activate restricted Cards when orders are
i ssued, and to deactivate restricted Cards follow ng conpl etion
of TDy.

d. Unit Cards (Centrally Billed Cards). You nust naintain
these Cards in a limted access safe as a controlled itemor
deactivate these Cards between TDY trips, whichever best assures
the integrity of the account. Note: your unit/command is |iable
for all charges on these Cards.

8. Merchant Category Code (MCC) Acceptance.

a. MCCs are codes used by the bank Card network to describe
the nerchant type. As a neasure to control inappropriate Card
use, DoD has directed the contractor to close a nunber of
nmer chant codes that are not nornally associated with official
Governnment travel.

b. If a Cardhol der attenpts to use the Card at a merchant
with a closed MCC the charge will be denied. APCs can contact
the GCSU for a forced authorization to allow the charges to be
approved for legitimte travel charges at a cl osed MCC

9. ATMWthdrawal Linmts.

a. Limt Exceptions.

(1) Decreased Limts. ATMIimts may be decreased for
i ndividuals via EAGS or for all unit personnel by the APC
making a request in witing to the contractor.

(2) Increase Limts.
(a) One-tine increases up to $1,000 may be requested
by APCs to support a given m ssion.

(b) Requests for ATM cash Iimt increases in excess
of $1,000 nust be fowarded to the Marine Corps CPM wi th
justification.

10. Cardhol der Change in Status.

a. Transfer. Unit personnel are required to check in and
check out with the APC

(1) Check-Qut (PCS).
(a) DoN policy is that cards will be deactivated
upon PCS transfer. Instruct personnel that they nust check-in
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with their new APC at their gaining command and that if they do
not do so, they will not be able to use the Card until it is
nmoved to their new unit’s hierarchy and activated. The

Fi nance/ Di sbursing O fice will process travel advances to fund
PCS travel

(b) Ensure you receive periodic listings of outgoing
per sonnel and transfer dates.

(2) Check-1n.
(a) General.

1 The check-in process allows you to transfer
the new individual's nane to your hierarchy account. |f you do
not do so inmedi ately, you risk the Card's cancellation by the
i ndi vi dual’s previous APC. Once cancel ed, the individual nust
go through the application process again. Make every effort to
ensure no Cards are unnecessarily canceled as it creates
Car dhol der hardshi p, increased contractor costs, and additiona
wor k for you.

2 Ensure you receive periodic new join |istings.

3 Use check-in as an opportunity to counsel
Cardhol ders on authorized Card use, your role as the APC, and
any Command- uni que procedures. Encourage personnel to notify
the contractor of their new addresses as soon as possible. This
can be done through the contractor GCSU at the 1-800 nunber
found on the back of the Card. Address changes can al so be done
via EAGS by the APC or the Cardhol der.

(b) Statenent of Understanding. APCs will maintain
a Statement of Understanding (SOU) (figure 1) on file for al
Car dhol ders. Future disciplinary/or adverse personnel action is
facilitated by having a signed statenment on file. Al newy
j oi ned personnel who already have Cards nust sign new SOUs.

(c) Canceled Cards. New joins whose Cards were
canceled at their prior command for reasons other than
del i nquency, nust reapply unless exenpted from Card use.

b. Separation/Retirenent/ Term nation of Enpl oynent.

(1) Cancel Cards for all such individuals.
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(2) Verify account balance via EAGS. |f the Cardhol der
has an out st andi ng bal ance the Conmander nust be informed prior
to detachnent.

(3) Inplenment procedures to receive periodic lists of
unit personnel to keep your account current and to avoid Card
m suse by forner enpl oyees/ Service nmenbers. The Mari ne Corps
often has no authority over personnel who abuse the Card after
separ ati ng.

(4) Provide the contractor with forwardi ng addresses if
request ed.

11. APC Files.

a. Contents. Miintain files on all Cardhol der activity for
whi ch you are invol ved, including records of tel ephone calls,
check-in/out, docunment copies, Statenents of Understanding, etc.
Mai nt ai n copi es of Commander del egations of authority relative
tothis Oder. Set up and maintain your files in accordance
wi th SECNAVI NST 5212.5D. The MCAAT and I G teans wil |
exam ne/ audit your files.

b. Reports. Maintain all Managenent |Information Reports for
2 years. It is recommended that reports be maintained in
electronic format to save paper and space.

12. Charged-Of Accounts. Accounts that reach 210 days
delinquent are witten off as bad debt by the contractor as
requi red by federal banking regulations. Charged-off accounts
may be reported to credit bureaus. Only accounts which the
contractor is unable to initiate salary-offset will be charged-
off unless paid in full prior to 210 days deli nquent.

a. Credit Inplications. If the contractor reports adverse
credit information to the national credit bureaus it can have a
I ong lasting negative effect on a Cardholders ability to obtain
personal credit, e.g., car |oan, honme nortgage. Individuals may
al so be subject to higher interest rates or denied credit
because they are viewed as a credit risk. Even if a Cardhol der
pays off the charged-off balance, the matter will still be
reflected on their credit record and could inpact their ability
to obtain personal credit for many years.

b. APCs should ensure that all unit Cardhol ders are aware of
t he consequences of a charged-off account. Aggressively working
del i nquency reports, pre-suspension/pre-cancellation reports,
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good internal control procedures during check-in and check-out,
and pronpt attention in the early stages of delinquency wll
prevent Cardhol ders fromreaching a charged-off status.

13. Lost or Stolen Cards and Invalid Billing.

a. Cardhol ders nust imedi ately contact the APC and the
Government Card Services Unit (GCSU) upon discovery of a |ost or
stol en Card.

b. Cardhol ders must imediately notify the contractor when
bills include invalid charges. The contractor will intercede on
their behalf and not require paynent for the disputed charge
during the dispute period. During this period, the amount in
di spute will not be considered delinquent.

14. Training. The contractor’s training materials for APCs are
avai l abl e via the technical hel pdesk web site:

www. gcsut hd. bankof aneri ca. com and are al so avail abl e upon
request fromthe BoA GCSU. APCs nust advi se new Cardhol ders of
the proper use of the Card, and ensure that current

Car dhol der s/ supervi sors/ Commanders are i nforned of policy and
procedure changes to the travel Card program It is highly
encour aged that Commanders add training on the use of the GICC
to any annual training stand down prograns.
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Figure (1)
DEPARTMENT OF DEFENSE/ USMC STATEMENT OF UNDERSTANDI NG
GOVERNMENT TRAVEL CARD PROGRAM

| understand that the Government Travel Card Programis designed to
i nprove the managenent and control of governnent travel and thereby pronote the

efficiency of the Federal Service. |I also understand that | am authorized to
use the Card only for those necessary and reasonabl e expenses incurred by ne
for official travel. I will abide by these instructions issued

by the Departnent of Defense (DoD).

The above linmtation on Card usage also applies to automatic teller
machi ne (ATM withdrawals. The anmpunt of cash withdrawal s may not exceed $500
(standard) or $250(restricted) per billing cycle. |If nmy account is not
del i nquent and my travel orders authorize a |larger advance, | can request an
increase in the ATMIlimt through the Agency Program Coordi nator (APC). | wll,
however, charge expenses to the account wherever feasible rather than use cash
wi t hdr awal s.

| understand that the issuance of this charge Card to me is an extension
of the enpl oyee-enpl oyer relationship and that | am being specifically directed
to:
(Card applicants nust initial all the follow ng provisions.)

- Abide by all rules and regulations with respect to the charge Card

- Use the charge Card only for official travel

- Pay all charges upon receipt of the nonthly billing statenent fromthe
Charge Card Contractor _

- Notify the APC of any problens with respect to nmy usage of the charge
Card

stol en

I also understand that failure on ny part to abide by these rules or other

m suse of the Card nmay result in disciplinary and or adninistrative action
bei ng taken against ne. | al so acknowl edge the right of the Travel Card
Contractor and/or APC to revoke or suspend ny travel Card privileges if | fail
to abide by the terns of this agreenent or the agreement | have signed with the
Travel Card Contractor.

(Applicant's Signature) (Supervisor’s Signature)

(Applicant's Printed Nane) (Supervisor’s Printed Nane)

(Applicant’s Series/Gade/Title) (Supervisor’'s Series/ Gade/Title)

NOTE: The Governnent Travel Card application cannot be processed without this
formon file.

ENCLOSURE ( 3) 4



MCO 4600. 40A
13 May 2002

Figure (2)
SAMPLE 60- DAY DELI NQUENCY MEMORANDUM

MEMORANDUM FOR ( NAME OF CARDHOLDER S | MVEDI ATE SUPERVI SOR)
SUBJECT: Delinquent Government Travel Card Paynment Notification - 60 Days
We have been infornmed by the GSA Governnent Travel Card Contractor

t hat (Cardhol der's nanme) is over 60 days delinquent in payment of his/her
account. The total amount due is $

(Provide specific information here regarding the delinquent charges, e.g.,
dat e of charge, anounts, vendor, etc.)

The Government Travel Card contract requires that all outstanding
charges be paid by the date specified on the billing statenent. The Trave
Card Contractor has suspended Card privileges for this Cardhol der. The
Car dhol der should be notified of this action by the conmand and counsel ed
concerning the use of the Government Travel Card. Cardhol ders on tenporary
duty nmore than 45 days are required to subnmit travel vouchers for paynent
every 30 days if necessary to maintain their travel Card account in a current
status. Split disbursenent is strongly encouraged.

Non- compl i ance, or failure to adhere to the guidelines for the
CGovernment Travel Card, may result in disciplinary and/or administrative
action in accordance with applicable statutory and regul atory provisions and,
if applicable, with the Multi-Unit Master Agreenent for bargaining unit
enpl oyees.

The del i nquent bal ance may be resol ved by one of the follow ng actions:
(1) paynent in full, (2) a reasonable explanation for the delinquency
docunented and submtted to the contractor through the Agency Program
Coordi nator, or (3) an agreed-upon repaynment schedule with the Travel Card

Contractor. Billing questions may be directed to the Travel Card Contractor
at the nunber printed on the billing statement for that purpose.

Additionally, at 75 days delinquent, Cardhol ders are subject to a $29.00 |ate
fee per billing cycle for each and every billing cycle until the debt is
resol ved.

Pr ogr am managenent questions may be directed to (APC s nane) at extension

I n accordance with MCO 4600. 40A, have the Cardhol der sign to acknow edge
recei pt of this delinquent notification and return it to me with your witten
response, outlining the actions taken, within 5 busi ness days.

(Si gnature)
Agency Program Coor di nat or

Car dhol der acknow edgenent of nenorandum recei pt.

Nane, Grade, Organization Dat e
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Figure (3)
SAMPLE 90- DAY DELI NQUENCY MEMORANDUM

MEMORANDUM FOR SECOND- LEVEL SUPERVI SOR
THROUGH: TRAVELER' S | MVEDI ATE SUPERVI SOR
SUBJECT: Delinquent CGovernment Travel Card Payment Notification - 90 Days

The 90-day delinquent notification list fromthe Government Travel Card
Contractor has been received and (Cardhol der's nane) is now 90 days
delinquent in the paynent of his or her account. Total anmount due is
$ . The attached 60-day notification nenmorandum i nforned you that
paynment on the Cardhol der's Governnent Travel Card account was delinquent.

(Provide specific information here regarding the delinquent charges, e.g.,
date of charge, anobunts, vendor, etc.)

The Government Travel Card contract requires all outstanding charges be
paid by the date specified on the billing statenent. If no action is taken on
this debt, the Agency Program Coordinator or the contractor nmay cancel the
account. Meanwhile, travel Card privil eges have been suspended as of (date).
These privil eges may be restored upon conplete liquidation of the debt. |If
this debt is not resolved prior to 120 days past due, the contractor wll
initiate salary offset proceedings to recover the delinquent bal ance. The
Conmmand nust notify and counsel the Cardhol der concerning the delinquent
account. Cardhol ders on tenporary duty nore than 45 days are required to
submit travel vouchers for paynent every 30 days and maintain their trave
Card account in a current status. Split disbursenment is highly encouraged.

Failure to adhere to the guidelines for the Governnent Travel Card may
result in disciplinary and/or adm nistrative action in accordance wth
applicable statutory and regul atory provisions and, if applicable, with the
Multi-Unit Master Agreenent for bargaining unit enployees.

The del i nquent bal ance nmay be resolved by (1) paynent in full, (2) a
reasonabl e expl anati on docunented and submitted to the contractor through the
Agency Program Coordi nator, or (3) an agreed-upon repaynent schedule with the
Travel Card Contractor. Billing questions may be directed to the Travel Card
Contractor at the nunber printed on the billing statement for that purpose.

Pr ogr am managenent questi ons may be directed to (APC s
nane) at extension

I n accordance with MCO 4600. 40A, have the Cardhol der sign to acknow edge
recei pt of this delinquent notification and return it with your witten
response, outlining the actions taken, within 5 busi ness days.

(Si gnature)
Agency Program Coor di nat or

Car dhol der acknow edgenent of nenorandum recei pt.

Nane, Grade, Organization Dat e
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Figure (4)
SAMPLE 120- DAY DELI NQUENCY MEMORANDUM
MEMORANDUM FOR COVIVANDER/ DI RECTCR

SUBJECT: Cancel l ation of Governnent Travel Card - 120 Days Del i nquent Paynent
Notification

The 60 and 90 day delinquent notification nenoranda, dated and

respectively, notified the i mmedi ate supervi sor and t he Departnent
Director (or equival ent manager) of the past due account for Cardhol der

(name). It has now been brought to our attention that this Cardhol der has a
del i nquent Governnent Travel Card balance of $_ which is over 120
days past due. The Cardhol der has not resolved this debt. Therefore, the
account has been cancel ed. The Travel Card Contractor will now refer the

account to DFAS for salary offset. Collection action nmay include credit
bureau notification of the enployee’'s failure to pay.

(Provide specific informati on here regardi ng the delinquent account and any
other informati on known about the individual's response to the previous
noti ces of delinquency.)

Rei nst at ement of the Cardhol der’s account requires paynent of the debt
in full and approval by the Commander or Director. The Travel Card
Contractor reserves the right to deny reinstatement. Cardhol ders who do not
properly liquidate their Governnent Travel Card debts, or who use the Card
for personal purposes, also may be subject to disciplinary and/or
adm ni strative action in accordance with applicable statutory and regul atory
provisions and, if applicable with the Miulti-Unit Master Agreenent for
bar gai ni ng unit enpl oyees.

Pl ease contact (nane) Agency Program Coordi nator, on extension ,
shoul d further questions arise. |In accordance with MCO 4600. 40A, have the
Car dhol der sign to acknow edge receipt of this notification and return it
with your witten response, outlining the actions taken, within 5 business
days of the date of this letter.

(Si gnature)
Agency Program Coor di nat or

Car dhol der acknow edgenent of nenorandum recei pt.

Nanme, Grade, O ganization Dat e
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