       GOVERNMENT TRAVEL CARD (GTC) REFRESHER TRAINING  

                                    [REVISED - 30 SEP 03]

PURPOSE: 

 Compliance with HQDA memorandum, 21 Feb 03, subject: Policies, Procedures and Responsibilities for the Army Travel Charge Card Program, for initial training and annual refresher training on the requirements of the Travel Charge Card Program and the responsibilities of Agency Program Coordinators (APC), managers/supervisors, Government Travel Card (GTC) account members (cardholders), and U.S. Government employees (military and civilian). 

 Compliance with CG AMC mandate to develop a proposal for (GTC) training: How Commanders and Staff can educate employees/Government Travel Card users. 

REQUIREMENT:

       All GTC Agency Program Coordinators (APC), cardholders, and U.S. Government (USG) employees must annually access the AMC GTC Refresher Training at the HQ AMC Homepage, http://www.amc.army.mil/amc/rm, and review applicable portions of the training at the indicated web sites.  GTC APCs are responsible for reminding the cardholders within their GTC hierarchy level regarding the annual training requirement.

       All AMC personnel are responsible for reviewing the compact disc (CD) "Upholding the Integrity of the Charge Card Program," developed by The Federal Law Enforcement Training Center, on behalf of the DoD Charge Card Task Force.  AMC APCs received the CD during 2003, and will require annual review of the original CD or subsequent revisions thereto.  The CD contains a 4 minute opening audio visual explanation of the subject, followed by audio segments pertaining to the Government Travel Card (about 25 minutes) and the Government Purchase Card (GPC) (about 32 minutes).  All AMC personnel will review the GTC portion of the CD.  Your APC will play a pivotal role in the assurance that the HQ AMC work force within their organizational span of control is aware of the CD, views/listens to the CD, and complies with the basic intent of the GTC Program, i.e., "upholding the integrity of the Charge Card Program" within AMC.  

APPLICABLE MANUALS AND REGULATIONS AND WEBSITES:  

http://www.bankofamerica.com/government/ is BOA Homepage

http://www.dtic.mil/comptroller/fmr/09/index.html is DODFMR 9 http://www.bankofamerica.com/government/index.cfm?template=gsa_eagls.cfm is EAGLS LOGIN

http://www.gcsuthd.bankofamerica.com/ is GCSUTHD Homepage

http://www.dtic.mil/cgi-bin/opdrates.pl is per diem rates

http://www.asafm.army.mil/fo/fod/tc/tc.asp is ASA(FM) travel card page

https://dfas4dod.dfas.mil/centers/dfasin/rockisland/travelpay.htm is DFAS-RI Travel Pay

http://www.fss.gsa.gov/webtraining/trainingdocs/traveltraining/ is GSA travel card training
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Program Guidance

 Army Travel Card Program in MS Word format

HManagement Control Evaluation Checklist - Travel Charge Card Program in PDF (includes cover
memo) format (=: of s1ULoS)

Travel Charge Card Program Briefings

Travel Charge Card Program Memorandums

DD Task Order for the Travel Charge Card (PDF format only)

MACOM Agency Program Coordinators for the Travel Charge Card (s= of most cunent updatz)
Other Travel Card Program Policies

Travel and Transportation Reform Act of 1998
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MANDATORY ANNUAL TRAINING REQUIREMENT

Access ASA(FM) Web site: http://www.asafm.army.mil/fo/fod/tc/tc.asp
Training requirements are as follows:
Army Travel Card Program in MS Word format -

APCs - mandatory review of APC requirements

GTC cardholders - mandatory review of cardholder requirements 

USG employees - information only

Management Control Evaluation Checklist -- Travel Charge Card Program in PDF (includes cover memo) format (as of 31JUL03) - 

APCs - mandatory review (completion of  checklist as required)

GTC cardholders - information only 

USG employees - mandatory review by managers/supervisors; part of internal control role 

 Travel Charge Card Program Briefings - 

APCs - information only

GTC cardholders - information only

USG employees - information only

Travel Charge Card Program Memorandums -  

APCs - mandatory review

GTC cardholders - information only

USG employees - information only

DoD Task Order for the Travel Charge Card (PDF format only) - 

APCs - information only 

GTC cardholders - information only 

USG employees - information only 

MACOM Agency Program Coordinators for the Travel Charge Card (as of most current update) - 

APCs - information only 

GTC cardholders - information only 

USG employees - information only 

Other Travel Card Program Policies - http://www.dtic.mil/comptroller/fmr/09/index.html (Travel Policy and Procedures - DODFMR VOL 9) 

APCs - mandatory review, Chapter 3 

GTC cardholders - mandatory review, Chapter 3 

USG employees - information only 

Travel and Transportation Reform Act of 1998 - 

APCs - mandatory review

GTC cardholders - mandatory review

USG employees - mandatory review by managers/supervisors 
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Training

* Agency Program Coordinator (4PC) Training in MS Word format:

© Tips for Travel Card Program Management
© Tips for managing your program in MS Powerpoint format:
© Travel Pay Services Contingency Operations DFAS-IN in MS Word format

Cardholder Training Package in MS Ward format.
© Disputing Government Travel Card Changes in MS Ward format

* Command Best Practices in MS Ward format.
© Desktop Guidance for Government Travel Charge Card in MS Ward format.
© WTHC Government Travel Charge Card in MS Powerpoint format.
© Travel Card Delinguency Fact Sheet in MS Word format.
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Training requirements are as follows:
Agency Program Coordinator (APC) Training in MS Word format  - 

APCs - mandatory review

GTC cardholders - information only

USG employees - information only 

Tips for Travel Card Program Management - 

APCs - mandatory review

GTC cardholders - information only

USG employees - information only

Tips for managing your program in MS Powerpoint format  - 

APCs - mandatory review 

GTC cardholders - mandatory review

USG employees - information only 

Travel Pay Services Contingency Operations DFAS-IN in MS Word format  - 

APCs - information only

GTC cardholders - information only

USG employees - information only

Cardholder Training Package in MS Powerpoint format - 

APCs - mandatory review

GTC cardholders - mandatory review

USG employees - information only

Disputing Government Travel Card Changes in MS Word format - 

APCs - mandatory review

GTC cardholders - mandatory review

USG employees - information only

Command Best Practices in MS Word format - 

Desktop Guidance for Government Travel Charge Card in MS Word format - 

MTMC Government Travel Charge Card in MS Powerpoint format - 

APCs - mandatory review 

GTC cardholders - information only

USG employees - information only

Travel Card Delinquency Fact Sheet in MS Word format - 

APCs - mandatory review 

GTC cardholders - mandatory review 

USG employees - information only

Travel Brief with Traveler, Reviewing Official, Approving Official, travel advance  

checklists in MS Powerpoint format - 

APCs - mandatory review 

GTC cardholders - mandatory review 

USG employees - mandatory review 
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Links to Other Sites

© Bank of America Government Travel Card

© Defense Finance and Accounting Service - Travel Pay/Travel Card
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Training requirements are as follows:

Bank of America Government Travel Card  - http://www.bankofamerica.com/government/ - 

    APCs - review DoD APC and EAGLS training 

    GTC cardholders - review travel card program guidelines and cardholder responsibilities

    USG employees - review recent ("NEW") guidance.
Defense Finance and Accounting Service -- Travel Pay/Travel Card - http://www.dfas.mil/money/travel/index.htm - All review for recent ("NEW") guidance.

HQ AMC GTC Briefing (attached) - mandatory review by all USG employees

