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Responsibilities for Success

The Army Travel Charge Card program is part of the Government Travel Charge Card program was implemented to provide a more efficient means of paying for official travel related expenses for government travelers.

There are two types of accounts available with the current program: Individually Billed Accounts (IBA) and Centrally Billed Account (CBA).

CBA accounts are issued to organizations and are normally used for the payment of transportation related charges such as airline tickets.  This account carries government liability; therefore, the using organization is responsible for payment.  In addition to a CBA that is used for transportation charges, an additional CBA, called a Unit Card, may be requested by the organization to pay official travel expenses related to group travel.  Many organizations find this account convenient for use for funeral details, military band travel, and other group travel.  Again, the using organization is responsible for payment.  

IBA accounts are issued to individual government travelers for their use in paying their personal travel expenses related to their official travel.  The cardholder, not the government, is responsible for payment of any charges made on the account.  The cards are for official use only and the cardholder is required to read the cardholder agreement and sign a DOD Statement of Understanding acknowledging that fact.  The traveler accepts the conditions set forth in the cardholder agreement when they sign the charge card application and affirms their understanding of the conditions of proper use of the charge card when they sign the Statement of Understanding.  The Statement of Understanding also notifies the cardholder of disciplinary/administrative actions that are possible if the card is abused, misused, or the account becomes delinquent. Traveler’s responsibilities for charge card payment are outlined in the Department of Defense Financial Management Regulations (DODFMR) Volume 9 Chapter 3 at http://www.dtic.mil/comptroller/fmr/09/index.html
 Commanders and supervisors have the responsibility to ensure that both CBA and IBA are properly used and are paid in a timely manner.  An outline commander /supervisor responsibilities can be found in DoDFMR Volume 9 Chapter 3 paragraph 030104 (Compliance) http://www.dtic.mil/comptroller/fmr/09/index.html
AGENCY PROGRAM COORDINATOR (APC)

    Each command, organization, or unit will typically have an individual appointed by the commander or agency head to serve as their Agency Program Coordinator (APC).  Since the APC is responsible for the day-to-day administration of the travel card program, commanders and heads of agencies should ensure that the function is adequately resourced to meet the travel card requirements of the organization.

 APC duties include, but are not limited to, using the contractor’s Electronic Account System to monitor account activity, review and print management reports, adjust account limits to meet mission requirements, assist in the completion and processing of applications, and activate and deactivate individual travel charge cards.  Specific APC management responsibilities are detailed in the DODFMR Volume 9 Chapter 3.

APCs are required to ensure that cardholders complete travel charge card program training prior to issuance of a travel card. To meet this objective, travel charge card program information and training modules are available at the Defense Travel Management Office website: www.defensetravel.dod.mil/passport
CARDHOLDER RESPONSIBILITIES

     The Travel and Transportation Reform Act (TTRA) of 1998, requires that government employees pay expenses related to official travel with a government charge card unless otherwise exempt from mandatory use.  The use of the travel charge card is mandatory to pay transportation costs, rental car, and lodging, while meals and incidental expenses are exempt from mandatory use.  A list of exempt individuals and expenses is available in the DODFMR Volume 9 Chapter 3 http://www.dtic.mil/comptroller/fmr/09/index.html.  This list includes exemptions to infrequent travelers, use of the charge card during deployments, payment of PCS expenses, etc. You are required to pay your bill, in full, when it is due.  Amounts due and not paid become past due at 30 days and the account becomes delinquent at 60 days.  Delinquent accounts are placed in a suspended status making them unavailable for use until the past due balance is paid.

The government travel charge card is a safe convenient tool you can use to pay your travel expenses.  In fact, the entire process is very simple.  You travel, you charge official travel expenses to your travel card and (upon return) you file your travel claim and use the split disbursement option to pay off those charges.  

Prior to receiving your travel charge card you will be asked to read the CiTi Bank cardholder agreement which will provide program and travel card use information and restrictions.  You will than be asked to attest, by signing the space provided on the paper application or indicating acceptance on the on-line application, to the fact that you have read, understand, and will abide by the provisions of the agreement.  A travel charge card will not be issued if this action is completed.  The cardholder agreement is an agreement between you and the bank.  You will also be asked to read and sign a DOD Statement of Understanding where you will attest to the fact that you understand proper use of the travel charge card and understand the penalties that are possible for abuse, misuse, and delinquency.

In addition, you will be provided a briefing by your organizations APC that further explain the travel card program and any requirements that are unique to your organization.  General cardholder responsibilities are listed at http://www.asafm.army.mil/fo for your review.   

Training Information

     To meet program requirements, APCs should be proficient in using the  CiTi electronic program management tool.   This proficiency can be gained through basic skill training that will be provided by the CiTi for groups of 25 or more.  This training can be scheduled by contacting CiTi Customer Service help desk . This type of training is normally be scheduled by the HL 3 APC.  In addition to group training, individual training in the form of Computer Based Training (CBT) is available at www.defensetravel.dod.mil/passport.
