Travel Charge Card Use

USBank Card Services 888-994-6722 (*)
e Card isissued in the traveler’s name — an individually billed account (IBA)
A credit check determines if a PIN# is issued for ATM use (20% cash advance)
Card possession is a privilege and necessity
Payment is due on statement due date regardless of reimbursement
Incorrect use generates automatic reports to ARS and the MWA
0 May result in delinquent notices from Travel Policy Headquarters and/or
0 Suspension of the card and possible management action
= No advance allowed

Application
e Ag-Learn Training — USDA Travel Card 10/10
e Acknowledgement Form signed by the traveler and supervisor
e USBank Application 10/10

DO use the travel card for:

BCD/Concur Charges (airfare, lodging, rental cars)
Lodging

Rental Cars

Restaurants — personal meals only (NO CARD SHARING)

Do NOT use the travel card for:
e Conference registration fees — use a purchase card and SF-1164 instead
Multiple traveler’s meals (card sharing)
Retail stores including drug, newsstands, liquor, souvenir, online
Move theater
At or near your duty station or local airport unless there was an unexpected layover
Internet purchases (including internet service when card is swiped in the room)

Travel Charge Card Payment

e Bill is mailed to the traveler’s residence
Agree to keep the account current
Submit travel receipts immediately upon return from travel for voucher (5 days max)
Pay the bill without service fee by calling 888-994-6722(*) allow 24 hours to process.
Allow 10 days for mail to be processed and posted.

Billing Schedules

USBank sends their bills out each month with a payment due date of the end of the month. If
payment is received before that date or posted during the grace period (usually midnight on the 7™
of the month), the payments will be recorded before the delinquent report is generated the next day
on the 8" of the month. If a payment is received and posted on the 8", it won’t appear as paid
because the cutoff was midnight the previous night and the statement will be generated on the 10"
of the month based on information at the time of the cut off. Be aware that the USBank in-house
posting
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process may take a couple days. So payments received on the 6™ will probably not be posted by the
7"

NOTE: Because of the billing cycle, charges can be planned to show on the following statement by
waiting until after the 9" of the month to ticket airfare, etc.

USBank Split Disbursement
Travelers need to see the voucher document showing what will be paid to their IBA, their salary
account, or to the CBA.

Travelers, also expect to see their voucher payments posted to their statement when the USBank is
being paid directly during the Split disbursement process. Look at the date the voucher was stamped
APPROVED. It takes 3 to 7 days from that date to process from Concur through NFC where an EFT
payment is issued to USBank. It takes the same length of time for expense payments to route to their
salary check bank. Their bank may even take a day or two to post the payment after receipt of the
EFT.

If their voucher was stamped APPROVED on 4/4, the payment made directly to USBank would
probably net show up on the statement issued based on the 4/7 midnight cut off date. The account
will be considered delinquent.

Online Payment
The traveler is encouraged to call USBank at the phone number on the back of their travel card to
make payments FREE of charge.

View USBank Statements
The traveler may view their account online. See the Instruction Sheets in this section.

NO Card Sharing

If the travel card is used to buy a meal for someone else, it is considered “card sharing’ and is strictly
prohibited. If the traveler wants to pay for multiple meals, they need to use their personal credit card.
The Inspector General will question a large dollar amount charged to a restaurant.

Credit Card Numbers in Concur

The Travel Arranger has the ability to add a first time credit card to a traveler’s profile. They also
have the ability to change the expiring date for future cards. However, the Travel Specialist needs to
input the travel card number if there is a new card issued for fraud or being lost. Enter a request in
the AFM SP (portal) to have a new number entered into the profile.

Activation
The Traveler needs to activate the card immediately. SA would enter the new info into  oncur.

IBA — Individually Billed Account
All government travelers need to apply for travel cards that are issued in their name.

CBA — Central Billed Account
Primarily invitational travelers’ airfare and fees are placed on the CBA. Em loyee aree ected
toa lyforandu ethe USBank BA.
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Name Change
If the traveler has a name change, a work request should be entered into the AFMSCP portal

verifying the current address and the name change information. The Travel Specialist will verify the
address and call USBank to have them change the name and issue a new card and PIN#.

TMC & TAV Fees on Canceled Trip

If the trip is canceled after the ticket has been ‘ticketed’, the Authorization Fee, and the VVoucher Fee
will be charged and due for payment. The fees should NOT be added to another document to save
time or money. The fees should be associated with the trip.

CGE Document Canceled in Error

f the airfare wa ticketed and the authoriation wa canceled in error a new authori ation will
need to be created and the remark hould clearly how the TA of the canceled document.
U load ori inala ro al andrecei t .

Local Travel Expenses

Local expenses for parking or tolls may be processed on the T&A. Per diem and fees cannot
be processed in the T&A and would require that an authori ation or voucher in Concur be
created.

Credit on Account
The traveler may call USBank at the number on the back of their Travel Card and request a
refund of any credit on their Account. A check will be mailed. Expect it to take two weeks.
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Required Method of Payment for Expenses

Federal Travel Regulations
Subpart A—General

§301-51.1 What is the required method of payment for official travel expenses?

*ou are required to use the Govemment contractor-issued travel charge card for all official travel expenses unless you have an exemption.
§301-51.2 What official travel expenses and/or classes of employees are exempt from the mandatory use of the
Government contractor-issued travel charge card?

The Administrator of General Services exempts the following from the mandatory use of the Government contractor-issued travel charge card:

(&) Expenses incurred at a vendor that does not accept the Government contractor-issued travel charge card;

(b) Laundry/dry cleaning;

(¢) Parking;

(d) Local transportation system;

(&) Taxi;

(f) Tips;

(g) Meals {when use of the card is impractical, .., group meals or the Government contractor-issued travel charge card is not accepted);

(h) Phone calls (when a Government calling card is available for use in accordance with agency policy);

(1) An employee who has an application pending for the travel charge card;

(j) Individuals traveling on invitational travel;

(k) New appointees;

(1) Relocation allowances prescribed in Chapter 302 of this title, except en-route travel and househunting trip expenses; and

(m) Employees who travel 5 times or less a year. Even though exempt, agencies have the discretion to issue a travel charge card to such an employee.
§301-51.3 Who in my agency has the authority to grant exemptions from the mandatory use of the Government contractor-
issued travel charge card?

The head of your agency or his/her designee(s) has (have) the authority to grant exemptions from the mandatory use of the Government contractor-issued
travel charge card.

2/17/16 64



FxdkxxkxRxR*kPage intentionally left blank****xxkxxk*

2/17/16 65



Posting Transactions Fees

e BCD - Travel Management Company (TMC) Fee is
charged at the time the ticket is issued.

CGE - Travel Authorization Voucher (TAV) Fee is
charged when the new voucher is stamped PAID

"  TAV Fee on the billing statement is followed by
the Travel Authorization number so that it can
be cross-referenced to a particular TDY trip.

Transaction o tin

Airfare Ticketed before the 9th of the month will be
due to USBank by end of the month.

Airfare Ticketed AFTER the 9th of the month will
be due to USBank by the end of the NEXT month.

Airfare ticketed more than ~ day rior to
oucher creation return of tri re uire a RE
TR oucher for airfare fee hotel de o it .
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CARDHOLDER SETUP — USDA
Travel - Individually Billed Account — 448622

TYPE IN ALL CAPS

B GOVERNMENT SERVICES

To ensure timely processing of your application, please make sure to do the following:
1. Complete all fields as they are REQUIRED unless noted as (optional).

2. Choose the address to which you would like your card shipped.

3. Authorize U.S. Bank to obtain your credit information, sign under the Employee Understanding, and send to your Program Coordinator.

Step 1: APPLICANT INFORMATION (To be completed by applicant)
TYPE IN ALL CAPS

Applicant Name:

(max. 21 char.)

Social Security Number:

Dept./Office/Agency Name:

(9-digits — no spaces or dashes)

Date of Birth: (mm / dd / yyyy)

(max. 21 char.)

Step 2: CHOOSE CARD DELIVERY ADDRESS (To be completed by applicant)

Home [] -OR- Alternate Address []

Complete ONLY if Alternate Address was chosen

Home Alternate
Address1: Address1:

(max. 35 char.) (max.35 char.)
Home Alternate
Address2: Address2:

(max. 35 char.) (max.35 char.)
City: (max. 25 char.) | City: (max. 25 char.)
State: Zip: Country: State: Zip: Country:

(two char. only) (5-digits) (max.10 char.) (two char. only) (5-digits) (max. 10 char.)
Home Phone Number Business Phone Number REQUIRED
(10-digits — no spaces or dashes) (10-digits — no spaces or dashes)

Business Fax Numper | REQUIRED Business E-mail Address: REQUIRED

(optional) (10-digits — no spaces or dashes)

(max. 60 char)

Employee Understanding/Signature:

Creditor is U.S. Bank National Association ND. Applicant understands that this card is to be used for official travel related expenses.
Applicant understands that the U.S. Bank billing statement is due and payable in full upon receipt. Applicant understands that he/she is
liable to U.S. Bank for full payment of all Charges authorized by applicant, independent of any agreement or program for reimbursement
that may exist between applicant and agency/organization. Information on delinquent accounts may be furnished to consumer reporting
agencies or others who may properly receive that information and you consent to the foregoing.

Applicant acknowledges that all information provided herein is true and correct.

Additionally, (Please CHECK either A. or B. below):

A. [ Iauthorize U.S. Bank to obtain credit information in connection with this application.

B. [] I do not authorize U.S. Bank to obtain credit information.

NO PIN # ISSUED

Applicant Signature/Date

Step3: SEND FORM TO YOUR AGENCY/ORGANIZATION PROGRAM COORDINATOR (A/OPC) FOR COMPLETION
AGENCY/ORGANIZATION INFORMATION (To be completed by A/OPC)

Bank 812(0]1 Agent Number Company Number Division
Reporting Levels (TBR) Level 1 010]0]1f2 Level 2 0[1)2]0]2 Level 3
Level 4 Level 5 Level 6 Level 7
Credit Limit Cash Limit MCCG

[ Default ($2,900) [ Default (20.0%) [ Default

[ Restricted ($2,900) [ Restricted (0.0%) [ Other

[ other

(Unusual $7,500)

[ other

(Unusual 50.0%)

Step 4: AUTHORIZED A/OPC SIGNATURE

Signature

Step 5: SUBMIT COMPLETED FORM
A U.S. Bank Travel Card will be issued within 3 days
following the receipt of the completed application

Print Name

Phone

Fax

Date Submitted

Fax form to: 800-974-0777
Or mail form to: U.S. Bank Government Services
200 South Sixth St. EP-MN-L25C
Minneapolis, MN 55402
Questions?
Call Customer Service at 888-994-6722

2/17/16
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THE DEPARTMENT OF AGRICULTURE (USDA)
GOVERNMENT TRAVEL CARD PROGRAM
INDIVIDUALLY BILLED ACCOUNT
ACKNOWLEDGEMENT & ACCEPTANCE STATEMENT

The Government Travel Card Program provides travelers with a means of financing their official travel expenses
without obtaining costly travel advances or using their own funds. Only official Government expenses incurred
as a result of temporary duty travel may be charged to the travel charge card. Expenses include meals, lodging,
rental car, transportation tickets, and any other authorized travel related expenses for which the use of the travel
card is allowable under DR2300-001.Travel Card Regulations. Travelers are expected to directly use the travel
charge card whenever and wherever practical for all these expenses prior to the use of an automatic teller machine
(ATM). ATM use is available for limited cash advance amounts where use of the travel charge card is impractical.

Use of the travel charge card for any other purpose than official Government travel business is NOT
AUTHORIZED and is considered misuse of the travel charge card program. Delinquency in payment of the
monthly travel card billing is considered card abuse. The frequent issuance of Non-Sufficient fund checks to
repay the contractor is also considered a form of travel card abuse. Card misuse and abuse may be subject to
disciplinary actions under the appropriate agency and civilian personnel regulations.

The USDA Zero Tolerance Policy strictly prohibits the following use of the card:
e Unauthorized charges not associated with official travel.
1. Personal and family member use of the card is forbidden.
2. Use of the card for activities listed in Section 7b(7) and (8) of the USDA Government Travel
Card Guidance are forbidden.
e Use of the card while not on official travel status, except for cash withdrawals from an automated teller
machine within 3-5 days before travel begins is forbidden.
e Shared use of the card with another employee for official travel purposes. Shared use includes placing
charges for another traveler, including group meals, on your card.
Account delinquency beyond a 30-day period.
Failure to use the card while on travel.
Failure to pay accounts with sufficient funds.
Failure to use Government issued voucher reimbursement to repay travel expenses.
Excessive cash advances, or cash advances not commensurate with official travel.

Cardholders are responsible for reading and familiarizing themselves with the contents of the bank’s cardholder
agreement, the USDA Travel Card Regulation 2300.001 and agency specific policies regarding the use of the
card. Questions concerning the card should be addressed to the local or primary travel card coordinator.

I hereby acknowledge that I have read and understand the above policy. I agree to the terms of the vendor’s
agreement and to abide by the USDA Zero Tolerance Policy.

(SIGN/DATE)
SIGNATURE OF CARDHOLDER

The application for the above to participate in the Travel Card program is recommended for approval.

(SIGN/DATE)
SIGNATURE OF IMMEDIATE SUPERVISOR

NOTE: THIS STATEMENT MUST ACCOMPANY THE TRAVEL CARD APPLICATION SENT TO THE
PRIMARY AGENCY/ORGANIZATION PROGRAM CARD COORDINATOR.
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Aglearn Training Module - USDA Travel Card Training

1. The training is a series of PowerPoint slides. A window will open with the slide show.
You may expand the slide window by clicking on the full window button on the upper

right of the new window. Review the slides at your own pace. Use the page down and
page up key on your keyboard as you wish to navigate through the slides. The
Department will be updating the slide to reflect FY 2012. It is fine to take the training while
the slide says FY 2010, the training is still valid.

aglearn

A hittosfagleamusda.gov/customcontent/OCFO- TravelCard/USDA_TRAVEL CARD Training_2010.p.
@1 MY g oo .

Travel Card Program

Annual Travel Policy Training
FY 2010 Version

< Unknown Zone | Pratected Mode: O

2. When the slides no longer advance, you are at the end of the program. Close the slide
show by clicking on the red X at the upper right hand corner of the window.

E) d CFO-TravedCard/USDA_TRAVEL CARD Training_2010.5 - Wirkhows Internat Explocer [ @
Fle Ede GoTo Favesites Help

¢ Favores ] Free Hotmal 8 Suggested Sites +
Lt~ E) - 2 ® v Page™ Sebetyv Took~ @~ & 0
BAO & 14D e8| -] g Collaboat #Sion- | H

Just a Reminder

DO DO NOT
Use ravel charge card to | Submit Use the apit Wait to reporta | Ignore emors
pay for authorized official | payment in payment Izt or stzlen sted on your
travel sezanses tullfor ravel | featre of carzito the monmly b
acbiby | USDAS eTravel bank and your
aterant system trawei
due dats. coodinator,
feguard your Chargaofice | Viak for your
i & repont ¥ upplesiequip || volieed
lost or stolen, ment, phata. reimbursement
copias, taining. | 1o pay yeur cil
cortatence ul
Teos on Your
travel charge
carg.
Contact the bank Cetaincasn | Secoms Winara cash | Use your ravel | Al othars tz
customer senice = fyou | advances ¥ | tamiar witnthe | tromaTti tor charge
hane quesbens about authorzea by | fecersl ang FOrBONM B, PUEhDSS
your monthly bil youragency | USDA your b
for afficial regulabicns.
travel i
rese—
e b
carc
+ Unknox
|FETY 2011 Tra.. " Thox - M., | [T Waosott I@= R
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3. Click on the button titled “Return to Content Structure.”

ag_learn A

My Tmployees Catalog

Online Content Structure & Help

USUA Travel Card Training
Wed Based DUFD-TravelCard
Bevision: 1 122000 10:28 AM Aemerica/ew York

Retumn to Content Mructure

4. You will be returned to the Online Content Structure page. Click on “Travel Card
Exam”.

a&learn +

Online Content Structure

USDA Travel Card Trabning

Web Dased OCPO-TravelCard

Hevigion: 1+ 373/ 0000 D024 AM Americaibew York

Oniing Content Structurs

The mib-objec iz need to b+ conpleted in

Cantans Stnture At Camplation Date

BE5/2001 G321 PM Americalbew York

5. A new window will open. The exam will display. You may expand the window by
clicking on the full window icon at the upper right hand side of the new window.

cglearn+

Exom: OCFO-TravelCardExam  Grade

Question 1 of 10

May | use my travel card to pay for my
feas?

o Yes

© No

Once you check your answers, you cannot change them.
Creck dngees

" Trusted sites | Protected Mode: Off
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6. Answer each question by choosing one of the radio buttons next to the choice that best
answers the question. To progress to the next slide, click on the “Next”.

| @ ntips://aglearn.usda.gov/?studentComponentlD=5856955&modulelD=82713 - Plateau Exams - ... E

xam: OCFO-TravelCardExam | Grade Close | Help

Question 1 of 10 @

May | use my travel card to pay for my training or conference registration
fees?

Once you check your answers, you cannot change them.
Check Answers

Done /' Trusted sites | Protected Mode: Off o v ®100% ~

7. After completing all questions, you will be prompted to grade the test. Select the “Yes”
button.

T
af & https://aglearn.usda.gov/?studentComponentlD=5856955&modulelD=82713 - Plateau Exams - E@

n N [ |
earn Exam
A
=
sty
Grade the Exam
Are you sure you want to grade the exam now?
Yes| | Mo

8. Your score will display. You may now exit by selecting the “Close” button. Please note
that there is no exam certificate provided on thi e.

AT
pai @ hitps//aglearn.usda.gov/ - Grade the Exam - Windows InteW E@
Ajon / ~
Exam: OCFO-TravelCardExam @ Help

stri

Exam Completed Exam Review: Display Question List

& Congratulations! you have PASSED

Exam Summary:

Your points: 10.00 Questions Answered: 10/10
Points Needed to Pass: 7.00 Correct: 10
Percent Needed to Pass: 70 (%) Incorrect: 0
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9. After selecting close, select the “Return to Content Structure” button on the next page.

cgearn A

My Employess Catalog

Online Content Structure 8 Help

USDA Travel Card Training
Web Based OCFO- TraveiCard
Bevision: 1 122000 10:28 AM Aemerica/ew York

Rtun ta Content Waucture

10. Click the “Home” tab.

|

My Employees

aglearn:+

Online Content Structure

USDA Travel Card Training
Web Based OCFO-TravelCard
Revision: 1 -3/2/2010 10:24 AM America/New York

‘Online Content Structure

The sub-objects need ta be completed in sequential order

Content Structure Status Comp!
USDA Travel Card Training 10/25.
[ Travel Card Exam 10/25.

11. Under Learning Status on the lower right of the screen click “Completed Work”

Learning Status

Curricula

W Overdue (0)
Due in 30 days (0)
W Due Later {2)

Completed Work

1 item completed in the last 30 days.

Coamnatencios

12. From the list mouse over the USDA Travel Card Training text. An information balloon
will pop up. Select “Print Certificate:

iy _ - R U ——— e e
USDA Travel Card Trai
Learning — 8/2013 01:55 PM
= Contact Hours: 0.50
View Details
Completion Date : 1/18/2013 D1:55 Pl Q
Leamning ~ pletion Date : /IBEOTBOISERAN i e - 3012012 01:38 P
Learning — i3 Review Content 25/2012 10:54 AM
Learning — 25/2012 10:32 AM
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13. The completions certificate will display in a new window or tab. You may print your
certificate using the print icon on the menu bar.

it/ faglearn. usda.go... % = mm o= Safety= Tooks=
& Pttp/faghen ge. g

T ]| & ® (3% - gl Colsbonate v # sgn | = g |[Find .

learn

Certificate of Completion

This certifies that

Has successfinly complated
USDA Travel Card Training

Completed on 1/5/2011
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U.S. Bank Access® Online: Online Registration Quick Reference

Online Registration

You can use this quick reference guide as 4. Review the license agreement and
a fast reminder of the basic steps for then click | Accept.
registering online.

Online Registration

Passwerd and Centact Infermation

O ganization Shord Name;  CHES

Welcome to Access Online!

User 1D & Password

" | } * = vl rad

Flease enter the information belovy and login to beain

Flzaze entar an (D between 7-Z0 aphanumernc charactars snd a password becween 8-10 alphanumenc
charatters Lise s combination ofletters and numbers easy far wou o remermber but oot for others t guess

Organization Short Name:

Lizerin-
User ID: I
P;':IISSWUTUZ_ ; Re-anler lew Passwon ©

Authentication

Plaaze alect an authantication quasion and enter 3 response thatwill e B33y 10 rmember. This
Infarenation Wil be ised In he auanl fal you frget s passa o,

Autenticailon REspongs:

i, Pt L i T P e S AT B £ B o W,

Contact [nTarmation

AN e B i i, St et S+ A T k8o e e b T e e e o i n T BT e 1 T W, T

1. Navigate to hitps://access.usbank.com ke AL e
and then click the Register Online = T
Ilnk Ciby = ElataProvince = IpdPo skl Jode:~
| —I
Online Registration i AL
At AcpUts { Phorie Munber * Far himb
Tojoin Access Online, you will need a minimum of ona valid account number "REgi.q I
walidate a-single account “Additonal Accaunt will sllow multinle accounts to be incl Erria |l Aadress: B
process y |
*= raquied  Coninie

t
k

e P L T S

5. Specn‘y your user ID, password,
authentication, and contact
information.

6. Click the Continue button to complete
the process. You are automatically
logged into Access Online.

2. Specify your organization short name, >Llearn More: For more

account number, expiration date, and detailed information, refer to the Online

ZIP code. Registration web-based training lesson
3. Click Register This Account. and user guide available at:

Licensing Agreement

Qrganization Short Mame: =

r

Account Number T Aceourt Expiration Date:*  Account Zin Code =
1 |Jan 'a |2naa!§ |
“wRegister Titis Accouny

==HBack i [ onin Pane

T

Bodiional Accouiy

Click to register
another account.

B I, TSP R o

https:/lwbt.access.usbank.com
Please read and aceept the Licensing Agreement bo tonbifue

zcessiniincterms erseres { Contact your Program Administrator for
the most current passwords.

©2008 U.S. Bancorp. All rights reserved. U.S. Bank

PA—

-

| ACHNOWLED GMENT BHD RGCEFTRRCE OF TERME OF ACCESSONLNE

NANGNNAVAVAVAN /\/\/\/\/\4

i 4;2?:??;’;?.‘12‘?;1"‘.’..”ffn".';‘""°.'f.".22"*1.1‘:;'.2'5“1'1?3:”"1‘"?‘ bl : Corporate Payment Systems is a division of U.S.
& { Bank National Association ND. All other trademarks
:ri?;ila’ﬁntélﬁ in e ATS afe solelf Uzed for e corsenience ofife paries and have nolegal o corractual i are the prope I.ty Df th eir respectﬂl"e owners You may
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) Deciine | not reproduce this document without permission.
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U.S. Bank Access® Online: View a Cardholder Statement Quick Reference

View a Cardholder Statement

You can use this quick reference guide as
a fast reminder of the basic steps for
viewing a cardholder statement in
Access® Online.

Viewing your statement in Access Online
is simple. If you have access to more than
one account, you can view the statements
for each account you have access to.

Message from U.S. Bank

Whelcn el

You are Mawing Accass Qnlma, e lxkast
Enlifa = a wab-gnablaid program rmanag
masly corfigurad snd deploved o meat tha o
imiplementthe faiures and funclignally that o

Home
Contact Ls

Arress Onling namesses e pov
3coess i helr payment s ol

AN T i s et

1. Select the Account Information high-
level task.

Account Informatia

Bratement
e account siataman(sn

nlderstaler
Houmiz Account Prfile

Contact s WiEs) Breaunt Cern graphies, i ns, Aecodring coe,
ang ather relakd inforration

= CardhoiderEimlis

2. Click the Statement sub-task or the
Cardholder Statement link.

Cardhalder Statamerit
Skt Cycls

3. Select a cycle from the drop-down list.
4. Click the View Statement button.

Ehank _
o St e (151 ACHE CHRPORATION 3
iy L5 BANCORP SERVICE CENTER WIEMO STATERER T i
[
p Famo WD selR s ACOUNT HUMBER 46 Qa0 Co6a 277
L STATEMENT DRTE i) 2803‘
TOTAL BCTIVITY 3 H4
AIDUNT DUE

CONGTREMT s

CHASTIN | DORD NG ]

2223 £ 7TH ST §
EF-MN-TT2 )
WIANERPOL 15 Wi 55458.1308 ]

L

!

424L040009594774 000000000 |

7

DATE  DWTE  TRANSAGTION DESSRIPTION REFERENCE AUMEET Mo amounT ©
LERL] AT UAT JOHHNZOME FRANTING BOSTON A TATIEE T BITIIITITE 2T 2T i
LER L] BT UATOFFICE FURNITURE TO GD 5T LOUIS WO TETIEIE MO BT 11186 21 L5000 i
0226 =26 JOHMED NE PRIMTING B9S TOMN WA TATHEZE WSO KT IN TS a1 2100 {
0630 s DERICE FURMITURE To G0 5T LAls b N
#

e o T e UL D SR X S

The statement opens as a PDF file in a
new window. You need Adobe® Acrobat
Reader to view statements.

»>Learn More: For more
detailed information, refer to the Viewing
Statements web-based training lesson
and user guide available at:

https://wbt.access.usbank.com

Contact your manager for the most
current passwords.

The WBT also has a glossary available.

©2008 U.S. Bancorp. All rights reserved. U.S. Bank
Corporate Payment Systems is a division of U.S.
Bank National Association ND. All other trademarks
are the property of their respective owners. You may
not reproduce this document without permission.

©2008 U.S. Bancorp

9/15H/R009

79



U.S. Bank Access® Online: Resetting Your Password Quick Reference

Resetting Your Password

You can use this quick reference as
reminder of the basic steps for resetting
your password if you forget your password
when you go to log in to Access Online.

Welcome to Access Online!
Please enter the information below and login to begin

Organization Short Name:

lacme

User ID:
[ianedae7s|

Pagsword,

l

Login

i
Forgot your password?

Eegister Onling

Wiebsite/Browser Requirements

|
= |

1. If you forget your password, type your
organization short name and user ID
and then click the Forgot your
password? link.

PRt o it T e P

Login

Forgot Password
administrator

User ID: ch1purchase
Organization Short Name: acme71

Authentication Question: Pet's Name

Enter the response to your Authentication Question;
lficlo

\ Continue J

==Backto Login Page
P e A S e v W i

3
Enter the response to your authentication question. Ffi

il

2. Type your authentication question
answer and click Continue.

2 ]

Login

New Password

Pleasze enter a new password betweeh 8-20 a
numbers easy for you to rermember but not far

User ID: Chipurchase
Organization Short Name:ACMET1

Enter Mew Password:
Ill..l..i..

Re-enter New asswurd:

(IIITIILY 4

==Hackto Authentication

wm

3. Type a new password two times.
4. Click Save.

Passwords must be 8—20 alphanumeric
characters, with at least one letter and
one number. You cannot reuse a
password for 12 months.

»Learn More: For detailed
information, refer to the Navigation Basics
and My Personal Information web-based
training lessons and user guides at:

https://wbt.access.usbank.com

Contact your Program Administrator for
the most WBT current passwords.

©2008 U.S. Bancorp. All rights reserved. U.S. Bank
Corporate Payment Systems is a division of U.S.
Bank National Association ND. All other trademarks
are the property of their respective owners. You
may not reproduce this document, in whole or in
part, without written permission from U.S. Bank.
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My Personal Information

E-mail Notification

E-mail notification is a way you can be notified via e-mail when your statement is available
for viewing in Access Online. This notification is automatically enabled for your directly
associated accounts. If you do not want to be notified, you must disable the status of the e-
mail notification for the account. This function also lets you set up notification for all
accounts you can access within your hierarchy. In addition, you can specify notification
about data exchange downloads and transaction approvals (if you use this function).

Viewing and Setting your E-mail Notification

My Personal Information

[ uzer 00 cordich |

Password
Change your systerm passwig
resotting & password,

d create or modify an authentication response that will be usedwhen

Contact Information
Update your user|D cogdact information {name, address, phone no., ete.).

= Ermail Motitication

Contact Us

Account Accass
Wiew access rights and user specific information, such asaciounts and hierarchy level aciess.

= Add Accounis

To view and set your e-mail notification:

1. Click the My Personal Information high-level task. The My Personal Information screen
displays.

2. Select the E-mail Notification link. The My Personal Information. Email Notification
screen displays.

©2007 U.S. Bancorp 10
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United States Department of Agriculture
Research, Education, and Economics

ARS J CSREES UJ ERS I NASS

Bulletin
Title: Use and Management of the Travel Charge Card
Number:  07-301
Date: December 13, 2006 Expiration: December 12, 2007

Originating Office: Travel and Relocation Services Branch
Financial Management Division, AFM/ARS

Distribution: All REE Employees

This bulletin replaces REE Bulletins 05-313, Use
and Management of Travel Charge Cards, dated
October 5, 2005 and 06-302, Changes to the
Travel Charge Card Application Process —
Creditworthiness, dated March 1, 2006. This
Bulletin states USDA and REE policy on
applying for, using and managing the
Government contractor-issued individually billed
travel charge card.
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This bulletin prescribes guidance to the Research, Education, and Economic (REE)
agencies for the use of and management of travel charge cards. This guidance is effective
for official travel performed on and after October, 1 2006. The REE Travel Charge Card
Policy will be updated to reflect the recent publication of the Office of Management and
Budget Circular (OMB) A-123, Appendix B, Improving the Management of Government
Charge Card Programs. Until this new policy is published, REE employees will use this
Bulletin as the source of policy and guidance for the Travel Charge Card program.

1. POLICY

The Government travel charge card program was developed to procure transportation
services, subsistence, and other allowable travel and transportation expenses incurred
during official travel. The Travel and Transportation Reform Act of 1998 requires the
mandatory use of the travel charge card by employees who meet REE requirements for
issuance of the card. Exemptions to mandatory use are; 1) new employees who are
required to perform temporary duty travel en route to their first post of duty; 2)
employees who have had their travel charge card canceled for cause by Bank of America
(BoA); 3) Intermittent/seasonal employees; or 4) employees not expected to travel once
or more a year. The use of the travel charge card is limited to reimbursable travel
expenses incurred in conjunction with official travel. The provisions of this policy apply
to all employees, supervisors, and managers of REE who have been issued or are
applying for a travel charge card.

This policy sets forth a “USDA Zero Tolerance Policy” for any inappropriate charges and
delinquencies. Zero tolerance strictly prohibits the following uses of the card:

e Unauthorized charges and charges not associated with official travel.

o Personal and family member use of the card is forbidden.

o0 Additional prohibited activities are listed in Section 3.

e Charges while not in an official travel status.

0 Use of the card in the vicinity of the official duty station or residence is
forbidden unless used in connection with official travel.

o0 Cash withdrawals from an automated teller machine are also forbidden,
unless used in connection with official travel, local ATM usage is allowed
no earlier than 3 days prior to your scheduled TDY.

e Shared use of the card with another employee for official travel purposes.
e Account delinquency beyond a 30-day period.
e Failure to use the card while on travel.

e Failure to pay accounts with sufficient funds.

e Failure to use Government voucher reimbursements to repay travel expenses.

2/17/16 84


kit.mernick
Highlight

kit.mernick
Highlight

kit.mernick
Highlight


e Excessive ATM cash withdrawals or ATM cash withdrawals not commensurate
with official travel.

The underlying objective of the “USDA Zero Tolerance Policy” is to eliminate misuse
and abuse in the travel charge card program and to avoid imposing disciplinary
procedures on any REE employee. Proper use of the travel charge card will preserve the
reputation of REE, the Department of Agriculture (USDA), and its employees to achieve
its mission and goals with integrity.

2. CREDITWORTHINESS

Background and Policy:

Beginning March 1, 2006, USDA adopted a creditworthiness screening for all employees
applying for a contractor-issued Government travel charge card. The creditworthiness
screening is required by revisions to the OMB Circular A-123, Appendix B, Improving
the Management of Government Charge Card Programs. This Circular implements
Section 639 of the Consolidated Appropriations Act, 2005 (P.L. 108-447), which
mandates that agencies must assess the creditworthiness of all new travel charge card
applicants prior to issuing a card. The Circular also requires that new applicants receive
training prior to issuance of a travel charge card. Note: Current cardholders are not
subject to creditworthiness screening, and their current credit limits are unaffected.

Creditworthiness is defined in OMB Circular A-123, Appendix B, as obtaining a FICO
score of 660 or higher from a credit reporting agency. FICO is a risk-predictive score
developed by Fair Isaac and Company, and is based on five criteria, including payment
history, amount of outstanding credit debt, length of credit history, amount of new credit,
and types of credit used by the applicant. BoA, USDA’s travel charge card vendor, will
only obtain the FICO score on the applicant. BoA will not receive any information on the
composition of the score, nor will BoA provide an employee’s FICO score information to
the USDA or the employee’s agency. The FICO score information will be used internally
by BoA to determine whether the applicant will receive a restricted or unrestricted travel
charge card.

3. PROCEDURES

Beginning March 1, 2006, all REE employees applying for a new travel charge card must
complete the new version of the BoA “Individually Billed Card Account
Setup/Application Form.” The new form is available from the employee’s assigned
Agency/Office Point of Contact (A/OPC) or on the BoA website at
https://www.gcsuthd.bankofamerica.com/forms/doc/cs/S01IN1198 CS.doc (A list of REE
A/OPCs is found in attachment D of this Bulletin.)
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The new application procedures require the applicant to complete the section titled
“Signature and Agreement” whereby the applicant will either authorize or not authorize
BOA to obtain the employee’s credit report.

If the applicant authorizes BoA to obtain the employee’s credit report and the credit
report provides a FICO score of 660 or higher, the applicant will receive an
unrestricted travel charge card.

If the applicant does not authorize BoA to obtain a credit score or if the applicant
does authorize a creditworthiness screening, but the credit score is below 660, the
applicant will receive a restricted travel charge card. If the applicant refuses to
complete the “Signature and Agreement” section, BoA will not process the
application and a travel charge card will not be issued.

Only applications with the “Signature and Agreement” section will be accepted by
BoA. BoA will not process any applications submitted on prior editions of the
application form.

4. CYCLE AND SPENDING LIMITS

Spending limits for a standard travel charge card are:

e There is a monthly use limit of $5,000 and a cumulative limit (in the event travel
spans two or more months) of $10,000 for REE travel charge cardholders, based
on the monthly billing cycle.

e Employees performing foreign travel, transfer of station (relocation), or a
short/long term detail, may request, with supervisory concurrence, higher monthly
limits for a specific travel situation. Supervisors will contact the appropriate
Agency Organization Program Coordinator (A/OPC) at least 3 days prior to an
employee’s departure to request limit changes. Once an employee completes their
travel assignment, the supervisor will notify the A/OPC to initiate action to reset
the monthly limit.

Spending limits for a restricted travel charge card are:

2/17/16

e There is a monthly use limit of $1,500 and a cumulative limit (in the event travel
spans two or more months) of $3,000 for REE travel charge cardholders, based on
the monthly billing cycle.

e Employees performing foreign travel, transfer of station (relocation), or a
short/long term detail, may request, with supervisory concurrence, higher monthly
limits for a specific travel situation. Supervisors will contact the appropriate
Agency Organization Program Coordinator (A/OPC) at least 3 days prior to an
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employee’s departure to request limit changes. Once an employee completes their
travel assignment, the supervisor will notify the A/OPC to initiate action to reset
the monthly limit.

5. TRAINING

Applicants must also complete the online training for cardholders found at the GSA
website http://fss.gsa.gov/webtraining/trainingdocs/traveltraining/index.cfm

e The online training module includes a series of review questions at the end of the
course. A printable certificate of completion will be provided to applicants who
correctly answer 70% or more of the questions.

e Applicants must provide a copy of the training certificate with their BoA application.

o A/OPCs will keep a copy of the application and the training certification on file and
in accordance with National Archive record retention guidelines.

Research, Education, and Economics employees may access the OMB Circular A-123,

Appendix B at http://www.whitehouse.gov/omb/circulars/al23/a123 appendix_b.pdf.
Please direct questions on the new application procedures to your assigned A/OPC

6. MERCHANT CATEGORY CODE

BoA operates a monitoring system that incorporates use of a four digit Merchant
Category Code (MCC). The MCC groups various merchants, products, and services into
like categories i.e.; motels, restaurants, retail vendors, training establishments, banks, etc.
This process will be used by BoA to monitor and control various travel charge card
purchases.

a. Retail Block: USDA has instructed BoA to decline travel charge card use for the
following MCCs:

e Book and Magazine Subscriptions
Membership Fees
Training and Conference or Registration Fees *
Higher Education Expenses
Theme Parks
Management Consulting Services
Automobile Purchases; Car Repairs & Services
Clothing, Lingerie, Outerwear, Shoes, & Furniture
Hair Services, Cosmetics, Tattoos, & Massages
Emergency Medical Services
Office Supplies
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e Computers, Televisions, or Digital Equipment

e Any other service or product is prohibited for personal, family, or household
purposes

e Any charges associated with a Government-owned vehicle (GOV should be
charged to the VVoyager Fleet card assigned to the vehicle.

* Training, conference, or registration fees MAY NOT be paid with the travel charge
card. All such fees must be paid using an alternate procurement method, i.e., Government
Purchase Visa card. If lodging costs are included in the registration fee, the costs must be
deducted from the employee’s travel voucher claim. It is agency policy that only official
Government expenses be financed through use of the purchase card. However, in rare,
extenuating circumstances where non-official expenses are included in the registration
fee (outside activities, social events, etc.), the employee must reimburse the agency for
those non-official expenses.

b. Dollar limitations: USDA has instructed BoA to place dollar limitations on the
following types of charges and monitor them using the MCC process. Cardholders
will be automatically precluded from exceeding the following dollar limitations.
Attempting to exceed these dollar limitations will result in the charge being declined
by BoA.

e Automated Teller Machine (ATM)

e Cash withdrawal limits are $375 weekly. No more than $50 per day. ATM
service fees will be reimbursed as a miscellaneous expense on the travel
voucher. Cash obtained from the ATM in amounts greater than required for
the travel duration are considered excessive cash withdrawals.

e Food - weekly food allowance of $400.

e Other - a billing cycle limit of $2,000 for hotels/motels, rental cars, etc.

7. TRAVEL ADVANCES

Employees that have a travel charge card have access to the ATM for cash withdrawals.
Therefore, employees who have a travel charge card may not obtain a travel advance
from the National Finance Center (NFC) through the travel system, except for foreign
travel.

A canceled travel charge card account reflects unfavorable past performance. For this
reason, employees with canceled travel charge card accounts are considered high risk in
the repayment of travel advances. Therefore, an employee who has had their travel
charge card canceled for misuse or non-payment may not apply for a travel advance from
NFC. Common carrier tickets will be paid by the agency; however, all other travel
expenses will be paid by the employee and subsequently reimbursed.

However, in the case of extreme hardship, employees who have lost their charge card

privileges may request written approval for a travel advance on a trip-by-trip basis from
the REE Chief Financial Officer (CFO). Such requests must be forwarded to the CFO
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(Director, Financial Management Division, ARS/AFM) through the employee’s travel
approving official. Consideration of such requests will be made on a case-by-case basis,
and approval should not be assumed. The CFO will maintain a written record of all such
approvals, as well as the basis for each approval for future Office of Inspector General
review during program specific audits.

8. DEACTIVATION AND REACTIVATION

Travel charge card accounts that remain inactive during a twelve-month period will be
deactivated automatically by BoA, or when requested by an employee’s immediate
supervisor.

Infrequent travelers must contact BoA Customer Service using the telephone number
provided on the reverse of the travel card to determine their card status. Employees with a
deactivated travel charge card must contact their A/OPC 3 days prior to commencing
travel (does not include weekends) to have their travel charge card reactivated, if
required. Please Note: ARS Area Offices may establish local, alternate procedures for
card reactivation.

9. RESPONSIBILITIES

The following offices and individuals have direct responsibilities for monitoring the use
of the travel charge card:

a. Employees.

Employees who are issued a travel charge card assume the responsibility to use the card
for official purposes and pay their charges in a timely manner. Use of the card does not
relieve the employee of the responsibility to employ prudent travel practices and to
observe rules and regulations governing travel as set forth under the “USDA Zero
Tolerance Policy” and agency specific policies and procedures.

Cardholders are personally responsible for all items billed to the card, unless the card was
reported lost or stolen. Employees shall pay their bills in accordance with the contractor
bank payment terms. These responsibilities are explained in the Cardholder Agreement
that each employee signs during the application process. Furthermore, employees are not
relieved of their obligation to pay the travel charge card bill in those rare instances when
the agency has not reimbursed the traveler within the 30-days after receipt of a timely
submitted voucher. (FTR 301-52.24)

Employees who apply for the card will:

e Complete and sign the Acknowledgment Statement recognizing receipt and
understanding of the policies and procedures related to the use of the travel charge
card on the cardholder application; obtain the signature of the approving official or
immediate supervisor on the cardholder application; and forward the application to
their A/OPC for processing.
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e Secure the travel charge card in the same manner as a personal charge card. The card
shall not be stored or kept by anyone other than the employee.

e Black out all but the last six numbers of the charge card number from any receipts
submitted with your travel voucher.

e Obtain cash withdrawals from ATMs as discussed in Section 2 of this policy.
Cardholders are issued Personal Identification Numbers by BoA to use this feature of
the travel charge card. Employees who have been issued a travel charge card may
not obtain a travel advance from National Finance Center unless foreign travel
is authorized.

e Pay travel charge card bills in full when due and before the next statement date.

e Conform to the “Standards of Ethical Conduct for Employees of the Executive
Branch,” 5 CFR Parts 2635. As a Federal employee, standards of conduct for public
trust positions apply. The standards in Attachment A require employees to pay each
financial obligation in a proper and timely manner.

e Dispute a charge not made by the cardholder. It is the employee’s responsibility to
contact BoA to dispute a charge. All disputes must be filed in writing within 60 days
of the date the charge first appears on the billing statement. BoA can be reached by
calling the customer service number provided on the monthly billing statement or on
the back of the travel charge card for the specific forms to file a dispute. The bank
will need to know the following:

Employee name and account number;

Reference number of the disputed charge;

Name of establishment where charge was incurred,;
Amount of the charge;

Statement date; and

Reason for dispute.

¢ Notify the A/OPC when transferring between offices within REE or USDA. This
notification is essential for internal management reports and mailing addresses to be
kept current.

e Return the card, cut in half, to your supervisor or A/OPC for cancellation when
leaving, retiring, or transferring to an agency outside of USDA.

e Employees will have seven business days to respond to official inquiries regarding
card use or payment status. Responses to official requests must be in writing (E-mail
is acceptable).

b. Agency Organization Program Coordinators (A/OPC).

AJ/OPC’s will regularly utilize their access to online reporting capabilities provided by
BoA to keep abreast of travel charge card misuse and delinquency trends. To increase
REE’s retention of travel card rebates, A/OPC’s are responsible for monitoring the
monthly delinquency reports provided by BoA for employees who are in a
pre-suspension status. These reports should be forwarded to supervisors for appropriate
action, including counseling, disciplinary action, and salary offset.
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A/OPC’s will also:

2/17/16

If applicable, monitor the use of centrally billed accounts (CBA). The use of a CBA
results in significant administrative costs to the agency. A CBA will be used only to
pay for common carrier expenses for non-government persons traveling on
invitational travel orders, for those employees not issued a travel charge card or for
those employees that have had their cards canceled for misuse or non-payment, and
for foreign travel common carrier tickets. The National Agricultural Statistics Service
has obtained a departmental waiver for continued CBA use.

Provide eligible employees requesting a card with a copy of the BoA Cardholder
Agreement and either a copy of this bulletin or the web location of this bulletin.
Ensure completeness of the Employee Acknowledgment Statement on the cardholder
application.

Maintain a central file of the signed cardholder applications for all employees who
are current cardholders.

Monitor the contractor-issued monthly charges and delinquency reports identified in
Attachment B of this bulletin and review BoA reports to identify employees who:
have left USDA,; have violated the “USDA Zero Tolerance Policy;”” and have had
additional administrative restrictions placed on their accounts. (Electronic and web
based reports should be used whenever possible to reduce paperwork in accordance
with the Paper Reduction Act.)

Notify the employee of possible misuse or delinquencies (30 days or greater), with a
carbon copy to the employee’s supervisor. Provide the employee 7 business days to
respond. If an acceptable response is not received within the 7 business days, the
matter will be referred to the employee’s supervisor for resolution. For consistent
notification procedures within USDA, use the Inappropriate Use, Unauthorized Use
and Delinquent memoranda found in Attachment C of this policy for warning
employees of potential travel charge card misuse and delinquency.

Notify BoA when an employee transfers between offices within REE or USDA, and
transfer the cardholder account.

Reactivate travel charge cards for employees when needed for authorized travel.

. Cardholder’s Immediate Supervisor. The cardholder’s immediate

supervisor will:

Notify the employee of any questionable or inappropriate charges and/or
delinquencies and give the employee the opportunity to explain the charge or
delinquency. A record shall be maintained of the notification and the explanation
received from the employee.

Take appropriate disciplinary action if an explanation is inadequate to support a
questionable charge. The supervisor shall contact the agency servicing personnel
office for a determination of the appropriate disciplinary action that shall be taken. At
the discretion of the agency, the card may be suspended or revoked. Maintain
documentation of referrals to the agency’s servicing personnel and document the
resolution of the incident.

Revoke the card if there is a pattern of inappropriate use or insufficient explanation
for repeated delinquencies. Appropriate disciplinary action, as recommended by the
servicing personnel office, shall also be taken.
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e Notify the A/OPC when the card should be canceled or revoked because of
inappropriate use or delinquency.

e Notify the A/OPC when an employee is transferring between offices within REE or
USDA.

e Retrieve the travel charge card from the employee and return it to the A/OPC for
cancellation when an employee leaves, retires, or transfers outside of USDA.

e Assure the appropriate official signs an exit clearance or other form to document
cancellation of the travel charge card when an employee leaves USDA.

10. USE OF CASH TO PROCURE TRANSPORTATION
TICKETS

FTR 301-51.100 states, “you must use a Government contractor-issued travel charge
card, centrally billed account (GVTS/CBA), to procure common carrier tickets when the
cost is more than $100. This regulation does not allow the use of cash or personal credit
cards to purchase common carrier transportation except when the agency authorized a
traveler to use a reduced fare for group, charter, excursion arrangements, or under
emergency circumstances where the use of other methods is not possible.” Only the
agency Administrator may approve the emergency use of cash. This regulation also
applies to non-Government travelers under invitational travel orders. Therefore,
non-Government persons under invitational travel orders must use a government
contracted travel management center for their common carrier tickets.

11. COLLECTION OF DELINQUENT AMOUNTS

In accordance with the cardholder agreement, employees are obligated to pay the
undisputed balance within 30 days. Travel charge card account balances that are
delinquent are eligible for the USDA automatic travel charge card salary offset program.
Upon written request from BoA, USDA will collect from an employee’s disposable pay
any undisputed amounts owed to BoA. Administrative offset from the employee’s
disposable pay may not exceed 15% unless a cardholder authorizes a higher amount.
USDA must follow the due process requirements contained in FTR 301-54.100 before
any deductions can be made. There may be an administrative fee added to the delinquent
balance when the salary offset is scheduled. NFC will notify the employee by letter
informing them of their rights. Before initiating a salary offset action, the agency will
verify the employee has been reimbursed for a properly filed travel voucher. Employees
with delinguent travel charge card accounts will be subject to disciplinary actions.

12. PAYING BANK OF AMERICA ONLINE

BoA offers a free online bill payment process to employees with a government travel
charge card. MyEasyPayment.com allows an employee to access and make a payment to
their government charge account with ease and convenience at no cost. All payments
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made through MyEasyPayment.com will be applied to the account within two to three
calendar days.

Any questions pertaining to this bulletin may be directed to Diane M. Eggert, Chief,
Travel and Relocation Services Branch, Financial Management Division, on
301-504-1260.

Is/

S. M. HELMRICH

Director
Financial Management Division
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Attachment A - Government Employees Standards of Conduct

The following excerpts pertinent to the use of the Travel Card are from
Title 5, Code of Federal Regulations, Part 2635,
“Standards of Ethical Conduct for Employees of the Executive Branch”

Section 2635.101, “Basic Obligations of Public Service,” state the following:

Public service is a public trust, requiring employees to place loyalty to laws and
ethical principles above private gain.
(For example, do not take advantage of the charge card privileges for your personal use.)

Employees shall put forth honest effort in the performance of their duties.
(For example, abide by the agency policy in carrying out your responsibilities as a
cardholder.)

Employees shall not knowingly make unauthorized commitments or promises of any
kind purporting to bind the government.

(For example, do not make purchases with the travel card if purchases have not been
authorized.)

Employees shall not use public office for private gain.
(For example, do not use the charge card to make a personal unauthorized purchase.)

Employees shall satisfy in good faith their obligations as citizen, including all just
financial obligations.

(For example, pay your charge card bill on time. A check returned for insufficient funds
does not demonstrate good faith in paying your bills.)

Employees shall endeavor to avoid any actions creating the appearance that they are
violating the law or the ethical standards set forth in this part.

(For example, do not avoid agency policies and procedures for administrative
convenience.)
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