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SUBJECT:  TRAVEL CHARGE CARD PROGRAM

1. PURPOSE.  This Chapter relates to DOE O 552.1 (formerly DOE 1500.4A), TRAVEL CHARGE
CARD PROGRAM, dated April 22, 1991, by assigning responsibility and accountability and
providing administrative and/or contractual guidance to Oak Ridge Operations (ORO) and the
Office of Scientific and Technical Information (OSTI).  Nothing in this issuance changes any
requirements in any DOE Order.

2. CANCELLATION.  This Chapter cancels and replaces OR 1500.4, TRAVEL CHARGE CARD
PROGRAM, dated November 8, 1988.

3. APPLICABILITY.  The provisions of this Chapter apply to ORO and OSTI employees who are
designated to use charge cards for travel expenses.

4. RESPONSIBILITIES.

a. Director, Financial Management Division (FMD).

(1) Designates individuals to serve as program coordinators who:

(a) Perform those tasks identified in DOE O 552.1, subparagraphs 7d, 7f(1), and
7f(5)-(8).

(b) Review American Express applications and Employee Acknowledgments
(included in Attachment 1 below) for completeness and accuracy and complete
the agency information on the applications. 

(c) Forward the completed application to American Express and retain the agency
copy with the original Employee Acknowledgment statement.

(2) Determines the extent of charge card usage for ORO travelers.

(3) Ensures ORO's implementation of the charge card program is consistent with the
provisions of DOE O 552.1.

b. Employees (see paragraph 3 above).

(1) Complete a "Government Card Application & Agreement For Employees of the United
States Government" (included in Attachment 1 below).

DISTRIBUTION:  ORO, OSTI, AND CONTRACTORS                            INITIATED BY:  FINANCIAL MANAGEMENT DIVISION
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(2) Sign an Employee Acknowledgment to certify receipt and understanding of the memo,
"Issuance of American Express Government Charge Cards" (Attachment 1), which
prescribes the rights and obligations related to use of a Government-issued charge card. 

(3) Forward the American Express application and Employee Acknowledgment to their
designated program coordinator for appropriate action.

(4) Promptly report lost or stolen cards to American Express. 

(5) Perform those tasks identified in DOE O 552.1, subparagraphs 7e(5) and (6).

5. REQUIREMENTS AND PROCEDURES.

a. Travel Advances.  If authorized a travel charge card, employees who travel or expect to travel
at least two times per year should use their charge cards in lieu of cash advances for most
travel expenses (see DOE O 552.1, paragraph 11).

b. Automated Teller Machine (ATM).

(1) A maximum advance amount of $500 for each seven-day period may be received via an
ATM.  The advance amount may be withdrawn in increments or in total.  Employees on
travel longer than seven days can withdraw the maximum amount every seven days.  A
higher advance may be requested by the program coordinator on a case-by-case basis
for unusual circumstances.

(2) The fee for an ATM cash advance (2.75 percent of the advance amount) will be added
to monthly bill. 

(3) The ATM cash advance should coincide with the advance authorized on the travel
authorization except in certain emergency situations.

c. Financial Obligations and Liability (see DOE O 552.1, subparagraph 8j).

(1) All amounts charged to the card, including cash advances, purchases, or fees, will be
called "charges" for billing purposes.  American Express will send monthly statements
of all charges to each cardholder.  Payment for these charges is due upon receipt of the
monthly billing statement.
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(2) When any undisputed amount is first included as a "Previous Balance" on the monthly
statement, it is considered to be delinquent.  If it is included as a "Previous Balance" a
second time, it is considered to be seriously delinquent and may result in suspension of
credit card privileges.  With the consent of ORO, the card may be cancelled if the
undisputed amount is not paid in full within 120 days of the date of the first billing
statement.  If a traveler's card is cancelled for nonpayment, he/she will only be
authorized the maximum travel advance of up to $45 per day as if the card was still
active.

  (3) FMD will receive monthly reports from American Express showing all ATM activity
similar to the reports currently being received for the normal Government credit card
activity.  These reports are reviewed to ensure that travelers are utilizing the cards in the
manner they were intended.  Use of the charge card for expenses other than for
officially authorized government travel could constitute violation of the provision under
10 Code of Federal Regulations 1010.207, "Use of Government Property," and may
result in disciplinary actions of the employee.

6. REFERENCES.  DOE O 534.1, ACCOUNTING, dated September 29, 1995, which prescribes the
policies and general procedures for the accounting and financial management of Department of
Energy accounting operations.

7. DEFINITIONS.  None.

8. CONTRACTOR REQUIREMENTS DOCUMENT.  None.

9. ATTACHMENTS.

Attachment 1 - Memorandum from James R. Martin, Director, Financial Management Division, to
Addressee; subject: "Issuance of American Express Government Charge Cards."
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United States Government 

memorandum 
Department of Energy 

Oak Ridge Operations Office 

DAE 

REPLY TO 

All-N OF: 

SUBJECT: 

TO: 

FM-71 1 :Cooper 

ISSUANCE OF AMERICAN EXPRESS GOVERNMENT CHARGE CARDS 

Addressee 

The use of an Ametican Express Government Charge Card for oflicial Government business 
travel has many advantages for you and for the Department of En,ergy. The card will afford you 
financial flexibility and convenience. It is issued without a personal credit check or credit limit. 
No annual fees or interest charges are applicable to the card. Full payment is due upon receipt 
of an American Express monthly billing statement. Filing tr,vel vouchers promptly will result in 
allowable expense reimbursement before payment is due. 

The American Express card is accepted in more than 3.5 million establishments worldwide. 
Travelers are to use the card whenever and wherever possible for cash advances, airline tickets, 
hoteis/mote!s, restaurants, automobile rentals, and other expenses incurred incident to official 
travel. With major expenses charged to the card, the need for large cash advances or carrying 
large cash amounts becomes unnecessary. With the Automated Teller Machine option, cash 
advances will be limited initially to the travel order authorized amount not to exceed S500 during 
a 7-day period. 

The Oak Ridge Operations Ofice policy is to encourage all travelers who make two or more trips 
a year to apply for an American Express card. However, any employee who is authorized to 
travel is eligible to apply. 

Passenger tickets for common-canier transportation and rental car reservations will continue to 
be obtained through the Travel Management Center (TMC), Omega Travel, Inc. The American 
Express travel accident insurance (S200,OOO) will be provided automatically free of charge 
through TMC. __ 

To obtain the American Express Government Charge Card, complete the employee portion of the 
attached application and return it to the General Ledger and Accounting Operations Branch. 
Please read the summary of benefits, sewices, and protection provided to travelers before 
signing the employee acknowledgement form. The understanding of your rights and obligations 
is essential to the successful program implementation. 

Your cooperation will be sincerely appreciated. If you have any questions, please call me or 
?enny Cooper on (423) 576-9612. 

&(ad& 
Financial’Management Division 

Attachments: 
1. Government Application 
2. Employee Acknowledgement 
3. Features and Benefits 

III-4 
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A:.lERIChN EXPRESS’ COVERNhlENT TRAVEL PAYblENT PROGR,‘i;\I 

GO\‘ERNMENT CARD hI’I’LIC:ITION ,e AGREEhIENT 
For E~~~plo~ccs IIT IIIC Unitctl S(a(cs Covcrnmcnt 

hn,rccrncnt Uc~wcen AgcncylOrgmiwtion Employee and hncrican Espres TCIW~ Rrhtcd Scrviccs Comptwy, Ini: 
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__ 

Government 

” I’PJ.1 .AhII.KlC,\N liSI’XlSSlXnVl3. WlllhlPD SERVICIS COM’.ANY. INC. 
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DEP.4RTMENT OF ENERGY 
OAK RIDGE OPERATIONS OFFICE 

EMPLOYEE ACKNOWLEDGMENT 

I certify that I have received, read, and understand the memorandum (with attachments) issued by 
James R Martin, Director, Financial Management Division, entitled “Issuance of American 
Express Government Charge Cards.” I also certify that I will abide by such policies, procedures, 

and other instructions as may be issued by the Department of Energy andfor American Express, 
pertaining to the use of any card issued to me for purposes of conducting ofkial Government 
travel. , 

, 

Employee Signature and Date 

Name (Type or Print) 

Title 

__ 

Organization and Location 

Rerum this acknowledgment along with your signed application to the coordination located in 
FM-71 1. 

. . 

III-7 
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