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PREFACE
P.1 Purpose 
This National Aeronautics and Space Administration (NASA) Procedural Requirement (NPR) provides the financial management requirements for travel cards.
P.2 Applicability 

a. This NPR is applicable to NASA Headquarters and NASA Centers, including Component Facilities and Technical and Service Support Centers.  This language applies to the Jet Propulsion Laboratory (JPL) (a Federally Funded Research and Development Center (FFRDC)), other contractors, grant recipients, or parties to agreements only to the extent specified or referenced in the appropriate contracts, grants, or agreements.

b. In this NPR, all document citations are assumed to be the latest version unless otherwise noted.

c. In this NPR, all mandatory actions (i.e., requirements) are denoted by statements containing the term “shall.”  The terms:  “may” or “can” denote discretionary privilege or permission, “should” denotes a good practice and is recommended, but not required, “will” denotes expected outcome, and “are/is” denote descriptive material.

P.3 Authority 
d. Federal Travel Regulations (FTR) 41 Code of Federal Regulations (CFR) Subtitle F (§ 300-1.1 et seq.).
e. Travel and Transportation Reform Act of 1998, Pub. L. 105-264, 112 Stat. 2350 (1998).
f. Government Charge Card Abuse Prevention Act of 2012, Pub. L. 112-194, 126 Stat. 1445 (2012).
g. NASA Policy Directive (NPD) 9010.2, Financial Management.
P.4 Applicable Documents and Forms
h. Federal Travel Regulation System 41 CFR Subtitle F.
i. Paying Travel Expenses, 41 CFR § 301-51.2.
j. Paying Travel Expenses, 41 CFR § 301-51.3.
k. Office of Management and Budget (OMB) Circular A-123, Appendix B, Improving the Management of Government Charge Card Programs (01/15/2009).
l. NPD 1040.4, NASA Continuity of Operations (COOP).
m. NPD 3280.3, Detail of Military Personnel to NASA. 

n. NPD 5104.1, Government Charge Cards.
o. NPD 9800.1, NASA Office of Inspector General Programs.
p. NPR 9710.1, General Travel Requirements. 

P.5 Measurement/Verification
Quality assurance reviews and analysis of financial and budgetary reports and data submitted through the Travel Card Program Monitoring and Reporting will be used to measure compliance with this NPR.
P.6 Cancellation 

None.
CHAPTER 1. General Overview 

1.1 Overview

This NPR supplements the travel card provisions in 41 CFR Subtitle F which implement statutory requirements and Executive branch policies for travel by Federal civilian employees and those authorized to travel at Government expense and is mandatory for Government agencies including NASA and its employees.  All general travel provisions contained within NPR 9710.1 also apply.
The General Services Administration’s (GSA) Government-wide travel card program, GSA Smart Pay Program, and 41 CFR pt. 301-51 mandate employees use Government-issued travel cards (hereafter referred to as “Travel Card”) to pay for official travel expenses while in a temporary duty (TDY) travel status, unless otherwise exempt.
1.2 Roles and Responsibilities

NPD 5104.1 provides definitions on the roles and responsibilities for all individuals involved in travel card-related activities.  This includes the Agency Office of the Chief Financial Officer and the NASA Shared Services Center (NSSC) which acts as the designated travel card Agency Program Coordinators (APC), the Center Agency Program Coordinators (CAPC), the Approving Officials, and the Cardholders.  

CHAPTER 2. Eligibility to Receive a Travel Card

2.1 Individuals Required to Receive a Travel Card

NASA employees authorized official travel shall use their travel card for all official travel expenses as the method of payment, unless exempted in accordance with 41 CFR § 301-51.3. This applies to all forms of travel, including Temporary Change of Station (TCS) and Permanent Change of Station (PCS). 
2.2 Individuals Exempt from Receiving or Mandatory Use of a Travel Card

The expenses and classes of travelers exempted from the mandatory use of the travel card in accordance with 41 CFR § 301-51.3 are also exempt under NASA policy, including employees with a pending application and expenses for which use of a travel card is impractical (e.g., the vendor does not accept any credit cards).  
Additionally, a traveler may elect to use another credit card if there are unreasonable costs for using the travel card (e.g., if savings can be realized, by use of alternative forms of payment that avoid vendor surcharge fees, in excess of 2 percent of the expenses) or if a transaction using the travel card is declined.
Other classes of exempt travelers include the following:

Intermittent or seasonal employees or temporary employees who have limited appointments under three months in duration.

Travelers whose cards have been lost, stolen, or damaged and have not yet received replacement cards.

Commercial Service Officers assigned to locations outside of the United States.

A traveler may also request an exemption for an official travel expense under exceptional or unusual circumstances before such expenses are incurred by submitting a waiver request with justification for the exemption to the Director for Policy, Office of the Chief Financial Officer.  Such exemption may be granted when determined to be necessary in the interest of the Agency.
2.3 Individuals Ineligible to Receive a Travel Card

Employees from other Government agencies on detail to NASA shall apply for a travel card within their respective agencies.  Exceptions to this requirement are limited to the following:

2.3.1.1 NASA may issue a travel card to military personnel on detail and performing services for NASA under the guidelines of NPD 3280.3.
2.3.1.2 NASA may issue a travel card to non-Federal employees on an Intergovernmental Personnel Act (IPA) assignment to NASA.  IPA individuals granted a NASA travel card shall comply with all travel requirements as if they were a NASA employee.
Employees whose travel card accounts are cancelled and continuing in a state of delinquency shall not be authorized to reapply for a new travel card.

NASA will not authorize employees who have a charged off travel card account under the GSA Smart Pay or SmartPay2 contract to reapply for a new travel card, regardless of whether the charged off account is related to employment at NASA or another Agency.
2.3.3.1 The CAPC, APC, Agency OCFO, and travel card provider may review exceptions in cases with extenuating circumstances.  
2.3.3.2 Exceptions will rarely be approved.  All reinstatement decisions by the travel card provider are final.
2.4 Mandatory Training Requirements

All employees applying for a travel card shall complete the Agency’s mandatory travel card training in accordance with NPD 5104.1.
NSSC shall ensure all travel cardholders complete the Agency’s mandatory travel card refresher training at least every three years from the date of last completion.
Failure to complete the mandatory refresher training may result in disciplinary action and suspension of the travel card until such training has been completed. 

CHAPTER 3. Cardholder Responsibilities

3.1 Responsibility to Pay

Travel cardholders shall remit payment for their travel card bill, in full, no later than 25 calendar days from the closing date on the statement in which the charge(s) appeared.

Travel cardholders shall read and adhere to the policies and procedures specified in their cardholder agreement.
3.1.2.1 Under the cardholder agreement, the travel card bill is due and payable in full upon delivery to the cardholder’s billing address.

3.1.2.2 The travel cardholder is liable to the travel card provider for full reimbursement of all undisputed charges authorized by the cardholder.
Cardholders shall pay the amount owed to the travel card provider in accordance with the cardholder agreement, even if NASA has not yet reimbursed the cardholder for those expenses appearing on the billing statement.

If an unauthorized or other disputed charge appears on the employee’s travel card billing statement, the cardholder shall follow the disputed charge procedures included in the cardholder agreement.
3.1.4.1 NSSC shall report all disputes to the travel card provider no later than 90 days from the date the transaction is charged.  If NSSC does not report the disputed charge within 90 days, the employee shall be liable for payment of the charge. 

3.1.4.2 Once NSSC properly submits the dispute, as directed in the cardholder agreement, the travel card provider will issue a temporary credit to the employee’s account.  While the dispute is being investigated, the cardholder does not need to pay the amount of the disputed charges, and it will not be considered past due. 
3.2 Responsibility to Engage in Prudent Security Practices

Upon receipt of the travel card, cardholders shall exercise care and responsibility for the security of the travel card.

3.2.2.1 Travel cardholders shall not provide the travel card account number and/or expiration date to anyone but a travel card vendor. 

3.2.2.2 Travel cardholders shall not allow others to store, keep, or use their travel card.

3.2.2.3 Travel cardholders shall exercise the same care in incurring expenses that a prudent person would exercise if traveling on personal business.
3.3 Responsibility to Report Lost or Stolen Cards

Travel cardholders shall report a lost or stolen travel card to the travel card provider and his/her CAPC immediately upon discovery.

3.4 Responsibility to Return Cancelled Cards

A travel cardholder shall return the travel card to the CAPC and request account cancellation upon transferring to another Government agency, separating from NASA, or retiring. 

A travel cardholder whose travel card account has been cancelled or revoked due to misuse or delinquency shall return the card to his/her supervisor or CAPC.  If the card is returned to the supervisor, he/she will return the card to the CAPC.

3.5 Split Disbursement (Split Pay)

In accordance with OMB Circular A-123, Appendix B, NASA mandates the use of split disbursement for all Government travel charge cardholders.   

3.5.1.1 Split disbursement divides a travel voucher reimbursement between the NASA Government charge card vendor and the traveler.  When used correctly for the direct payment of common carrier, lodging, rental car, and other authorized miscellaneous expense transactions charged directly to the card, split disbursement reduces the cardholder’s burden in making personal payments and assists in reducing delinquencies.  

CHAPTER 4. Mandatory and Allowable Usage of Travel Card

4.1 Official Travel Expenses

 The use of travel cards is mandatory for all official travel expenses, except for narrow exceptions.  If a prospective traveler does not currently have a travel card, the application should be completed prior to travel commencing and preferably as soon as it is apparent that travel will take place. 

Travel cardholders may use the travel card to pay for incidental non-reimbursable expenses where it is impractical to separate the cost from an allowable official travel expense (e.g., an in-room movie rental charge included on a hotel receipt, an alcoholic beverage with a meal, an employee group setting where the establishment will not accept separate checks, etc.).  The travel cardholder shall deduct such non-reimbursable expenses from the total cost of the requested reimbursement when preparing the travel voucher.
Employees in an official extended TDY status, shall use the official travel card to cover all official expenses, such as long-term lodging, meals, incidentals, etc., unless a particular use is exempted. 

4.2 Relocation Expenses

Employees in an official TCS and PCS status shall use the travel card to charge for their and immediate family members’ travel expenses, as approved on the employee’s relocation travel authorization.

4.3 Cash Travel Advances

Because almost all travelers will now have a travel card, any cash advances and ATM charges for using the travel card to obtain these advances shall be limited to those exceptions under the FTR at 41 CFR § 301-51.2.  For example, under the FTR, use of cash advances or other means of payment are permissible at foreign locations where use of the charge card is not accepted, or “impractical” or an unreasonable fee will be charged.  However, a use is not considered “impractical” because one or more vendors only accept cash if reasonable alternative vendors are available, nor is a minor surcharge (2 percent or less) for use of a travel card in addition to a cash price considered an unreasonable fee by itself justifying a cash advance.  
Any cash advance will be accompanied by a brief justification on the travel orders describing both the reason the cash advance is needed and the item(s) paid for by cash.  This should be included in the travel authorization including the amount anticipated as reasonably necessary, but when not on the travel authorization the justification shall be included on the voucher.  
Aside from cash advances obtained using the travel card under 4.3.1 above, no other form of cash advance shall be authorized except:  (a) where a Center Deputy Chief Financial Officer grants a temporary exemption because the traveler’s card has been suspended or charged off and the travel card will not be immediately reinstated (the exemption to be reviewed annually to ensure all necessary steps to correct the problem have been taken); or (b) where a waiver has been granted pursuant to sec. 2.2.3 above including a request and approval for cash advance. 

4.4 Mission Critical Travel Status

NASA employees identified as part of the NASA, Continuity of Operations Policy (COOP) or Emergency Responders shall be authorized use of their travel card for all official travel-related expenses during an emergency situation and for COOP exercises without prior notice, to the extent such travel is mission critical.

CHAPTER 5. Prohibited Usage of Travel Card
5.1 Personal Purchases

Employees cannot use the travel charge card to make personal purchases or ATM withdrawals for personal use. 
 Employees shall have a signed, approved travel authorization in order to officially use the travel card.  The travel card can only be used by the person whose name is on the card.
Personal or family member use of the travel card is strictly prohibited, unless such use is related to an approved and allowable relocation expense, as described in Section 4.2.
The following are also considered a personal expense:  individual travel-related expenses for Transportation Security Administration (TSA) Pre-Check, U.S. Customs and Border Protection Trusted Traveler Programs (Global Entry, Secure Electronic Network for Travelers Rapid Inspection (SENTRI), and NEXUS), or other commercially provided programs, such as CLEAR®, on behalf of NASA civil service employees/travelers.
5.2 Local Travel
The travel card is authorized for use in connection with official travel and is generally inappropriate to use for local travel.  An exception is permitted for use of travel cards for an approved car rental for local travel related to an area site visit or similar purpose, provided the employee first has a prior approved travel authorization for the travel including cost of the rental car.  In this case, the rental car shall be booked through the automated travel system.
5.3 Non-Travel-Related Expenses

Employees shall not use the travel card to pay for non-travel related expenses (e.g., for procurements like office supplies that should be purchased using a PCard or purchase order), even if such expenses are incurred during or fees are associated with official TDY.
5.4 Disciplinary Actions

NASA is obligated under OMB Circular A-123, Appendix B, to initiate administrative and/or disciplinary actions against cardholders who (a) fail to meet their responsibilities with respect to appropriate use and timely payment of the charge card or (b) who engage in charge card misuse as defined therein. 
If a CAPC identifies facts indicating that a cardholder is, as described in Section 5.4.1,  potentially failing to meet his/her responsibilities or is potentially engaged in misuse, the CAPC shall provide written notification to the travel cardholder and cardholder’s supervisor within two business days of such identification.
A travel cardholder notified under Section 5.4.2 shall provide a formal response explaining the circumstances to the CAPC and cardholder’s supervisor.  Any disciplinary action will be held in abeyance pending the CAPC’s and supervisor’s evaluation of cardholder’s formal response.  
The CAPC will evaluate the cardholder’s explanation and determine if the response adequately addresses the facts that necessitated notification under Section 5.4.2.  The CAPC will coordinate with Human Resources and the appropriate legal office as needed in making this determination.
If the CAPC or travel cardholder’s supervisor does not receive an adequate explanation and suspects that the cardholder failed to meet his/her responsibilities or engaged in potential misuse, he/she shall report the matter to the level One and Two APC.  If the circumstances raise allegations of fraud or abuse, the requirements of NPD 9800.1 sec. 5.m., to report allegations of fraud to the Office of Inspector General also apply.  
APPENDIX A. Travel Card Supplement
A.1 Travel Card Credit Limits

A.1.1 Travel card limits are assigned based upon the results of a creditworthiness review conducted by the travel card provider.  

A.1.2 Depending on the results of the creditworthiness review, travel cards will be issued with the following maximum credit limits.

A.1.2.1 Cardholders assigned a creditworthiness Pass identifier will receive a travel card with a $10,000 credit limit.

A.1.2.2 Cardholders assigned a creditworthiness Restricted identifier will receive a travel card with a $5,000 credit limit.

A.1.2.3 Cardholders that refuse to allow a creditworthiness check will be assigned a creditworthiness Restricted identifier and will receive a travel card with a $5,000 credit limit.

A.1.3 ATM cash advances using the travel card are limited to $320 per week for domestic travel and $1,550 per week for foreign and extended travel.

A.1.4 Temporary credit limit increases on a restricted card may be requested by the traveler from his/her Center CFO.  

A.1.4.1 Such requests will include notification to the CAPC and will be evaluated monthly by the APC.
A.1.5 Restricted travel cards cannot be approved for a permanent increase in the travel card credit limit.

A.2 Travel Card Program Monitoring and Reporting

A.2.1 The Level One Agency OCFO will coordinate all mandatory external reporting of travel card metrics and data, as required in OMB Circular A-123, Appendix B.

A.2.2 The Level Two APC (NSSC) will coordinate monthly, quarterly, and annual monitoring of the travel card program.  

A.2.3 Level Three CAPCs will support monthly, quarterly, and annual travel card monitoring and reporting activities as directed.   

A.3 Creditworthiness Requirements

A.3.1 In accordance with OMB Circular A-123, Appendix B, Chapter 6, Credit Worthiness, and Section 846 of the Consolidated Appropriations Act of 2006 (P.L. 109-115), all Federal agencies are required to assess the credit worthiness of new travel card applicants prior to issuance of cards to mitigate the risk of fraud, misuse, and abuse of the Government travel card program.  

A.3.2 NASA requires the travel card provider to conduct credit worthiness checks for all new applicants, unless the employee objects.  

A.3.3 Credit checks will show as a “soft inquiry” and will not adversely affect an employee’s credit score.  

A.3.4 Credit scores will be kept confidential by the Travel Card Provider and are never provided to the servicing CAPC.  

A.3.5 Applicants transferring from another Government agency outside of NASA that held a travel card with their prior agency will require a new credit worthiness assessment in order to receive a NASA-issued travel card.

A.3.6 Applicants that do not agree to a credit worthiness check will receive a travel card with a restricted credit limit. 

A.4 Responsibility to Report Changes in Identifying Information

A.4.1 A travel cardholder will notify the travel card provider immediately of any cardholder name or address changes.

A.4.2 A travel cardholder will notify the CAPC upon receiving final approval to complete a TCS or PCS to another Center within NASA.  This will allow the travel card accountability to be transferred to the appropriate new Center. 

A.5 Suspension of Travel Card

A.5.1 Travel card accounts are suspended from charging privileges when the travel card provider does not receive payment within 61 calendar days from the billing date.  

A.5.2 CAPCs will monitor all monthly suspension and cancellation reports and notify the employee, employee’s supervisor, and servicing Office of Human Capital whenever an account is 61 days or more past the billing date.  
A.6 Travel Card Delinquency
A.6.1 Travel card accounts are considered delinquent when the travel card provider has not received payment of undisputed charges within 61 calendar days from the billing date on the statement in which the charge(s) appeared.
A.6.2 Travel cardholders are responsible for remitting payment to the travel card provider by the statement due date, notwithstanding whether reimbursement for authorized travel expenses has been requested from or issued by NASA. 
A.6.3 Any payment received by the travel card provider for a past due account will be applied first to the oldest past due amount.  
A.7 Cancellation of Travel Card

A.7.1 A delinquent travel card account will be cancelled if any of the following situations occurs:

A.7.1.1 Payment is not received by the travel card provider within 126 calendar days from the billing date on the statement.

A.7.1.2 An account becomes delinquent after being suspended two times within a 12-month period.

A.7.1.3 Checks submitted as payment for the travel card account are returned for insufficient funds (NSF) two or more times within a 12-month period.

A.7.2 Travel cardholders whose accounts have been cancelled are still responsible for paying all undisputed amounts due to the travel card provider.

A.7.3 The traveler will be charged a late fee each month on the entire undisputed amount until payment is received by the travel card provider. 
A.7.4 Cancelled travel card accounts may be reported to the National Credit Center and may be reflected in the traveler’s credit history.  
A.8 Salary Offset 

A.8.1 NASA is obligated under OMB A-123, Appendix B, to collect from the employee’s disposable pay any undisputed delinquent amount owed to the travel card provider once the account has reached at least 126 days delinquent.  

A.8.2 At 126 days delinquent, NASA will initiate the salary offset process for the travel cardholder.  

A.8.3 The CAPC will provide all of the following to an employee subject to salary offset for travel card delinquency:

A.8.3.1 Written notice of the type and amount of the claim, intention to collect the claim by deduction from the employee’s disposable pay, and explanation of the employee’s rights as a debtor.
A.8.3.2 An opportunity to inspect and copy the records related to the claim.
A.8.3.3 An opportunity to make a written agreement with the Travel Card Provider to repay the delinquent amount. 

A.8.4 Upon execution of the salary offset, the CAPC will ensure the appropriate deductions are made from the cardholder’s salary, in accordance with the due process, policies, and procedures of salary offset described in 41 CFR § 301-54.100 and § 301-76.100.
A.9 Account Charge-Off

A.9.1 When payment is not received by the travel card provider within 181 calendar days from the billing date on the statement, the travel card provider will charge off any outstanding balance.  

A.9.2 Charged-off travel card accounts may be reported to the National Credit Center and may be reflected in the employee’s credit history.  

A.9.3 If salary offset is not available as an option for payment of the delinquent account (e.g., if the employee has retired), the travel card provider may elect to utilize a collection agency for delinquency control after charge off.  
A.10 Reinstatement of Cancelled Travel Card Accounts

A.10.1 Employees meeting any of the conditions described in Section 2.3 are not eligible for reinstatement of a travel card account, unless an exception is approved by the CAPC and travel card provider.
A.10.2 Under certain circumstances, and at the sole discretion of the travel card provider, cancelled accounts may be reviewed for reinstatement once full payment of the undisputed amount, including any penalties or late fees, are made.  

A.10.3 Employees seeking reinstatement will complete a refresher travel card training course and provide the CAPC with the certificate of completion. 
A.10.4 An employee seeking travel card reinstatement will submit to his/her CAPC a circumstance memorandum request approved and signed by the Center Director or Headquarters OIC.  The memorandum will contain the following information:

A.10.4.1 Circumstances that caused the delinquency/suspension/cancellation of the travel card.
A.10.4.2 Measures taken to prevent future delinquency/cancellation of the account.
A.10.4.3 Current status of the account balance.

A.10.5 The CAPC (Level Three) will submit the reinstatement request package to the APC (Level Two) for review and approval.  The APC will then submit the package to the Agency OCFO (Level One).

A.10.6 After the Agency OCFO reviews the package, a formal request for reinstatement will be sent to the travel card provider for review.  

A.10.7 The travel card provider may conduct a credit worthiness check prior to the review for reinstatement.

A.10.8 The travel card provider may charge employees seeking reinstatement a reinstatement fee.
A.10.9 The travel card provider may not immediately review requests for reinstatement and such requests are rarely approved.  The travel card provider’s decision on reinstatement is final.
APPENDIX B. Acronyms 
APC
Agency Program Coordinator


ATM
      Automated Teller Machine

CBA

Centrally Billed Account

CD


Center Director 

CFO
Chief Financial Officer
CAPC
Center Agency Program Coordinator

CFR

Code of Federal Regulations
COOP

Continuity of Operations Policy

ETDY

Extended Temporary Duty

FTR

Federal Travel Regulation
NASA

National Aeronautics and Space Administration

FTR

Federal Travel Regulation

GSA
      General Services Administration
HRO

Human Resources Office
IPA

Intergovernmental Personnel Act
M&IE

Meals & Incidental Expenses

NSF                 Insufficient Funds
NPR

NASA Procedural Requirements
NPD

NASA Policy Directive
OCFO
Office of the Chief Financial Officer 
OGC

Office of the General Counsel
OHCM

Office of Human Capital Management
OMB

Office of Management and Budget
PCS

Permanent Change of Station
TCS
Temporary Change of Station
TDY

Temporary Duty 
TSA

Transportation Security Administration
TMC

Travel Management Center 
NSSC

NASA Shared Services Center
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