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PURPOSE.

This document establishes local standing operating procedures (SOP) specific to the U.S. Army, North Atlantic Treaty Organization (USANATO) Headquarters Deputy Chief of Staff for Resource Management (G8) funding and budget related issues.  This document identifies requirements and the responsible personnel.  It addresses the management of fiscal resources and focuses on the functions and responsibilities of Government Travel Card and IMPAC Card users and managers, and DD Form 1610 responsibilities.  It is a resource intended to assist the administrators completing DD1610s, IMPAC Cardholders and Billing Officials and Government Travel Card Holders/program managers in performing their duties/understanding their responsibilities.  This SOP is based on current Army and DOD regulations and published policy.

SCOPE.

This SOP applies to personnel assigned, attached, or employed by USANATO and its subordinate commands.  Changes to this SOP must be coordinated in writing with the DCSRM/G8, USANATO.

REFERENCES.

a.
AR 600-8-105, 28 October 1984, Military Orders.

b. Assistant Secretary of the Army, Financial Management 9 December 1999 Memorandum, Subject:  Interim Guidance on Implementation of the Government Travel Card 

c. Deputy Assistant Secretary of the Army, Financial Operations 22 February 2000  Memorandum, Subject:  Final Implementation of Public Law 105-264, “Travel      and Transportation Reform Act (TTRA) of 1998” 

1.0.  Delegation of Authority Standard Operating Procedure

1.1.  Intent

The intent of this standard operating procedure (SOP) is to simplify and expedite processing of DD Forms 1610, SUBJECT: Request and Authorization for TDY Travel for DOD Personnel, for United States Army North Atlantic Treaty Organization (USANATO), Supreme Headquarters Allied Powers Europe (SHAPE) personnel.  Commanders, staff directors, section leaders, and office supervisors must establish internal management controls to ensure the below procedures are implemented and the TDY funds use is not abused.

1.2.  Temporary Duty Travel.

All TDY requests for medical appointments, ANCOC, BNCOC, PLDC and TDYs enroute will be prepared by Headquarters Company, Headquarters Command.  For these TDY requests, the HQ Company Commander, or his designated representative, will serve as the requesting official, Item 17.  The Battalion Commander, or his designated representative, will serve as the approving official, Item 18.  The order authorizing official, Item 20, will be in accordance with paragraph 5, below.  NOTE:  All designated representatives will be appointed in writing by the Company Commander or Battalion Commander, as appropriate.

1.3.  Security Awareness Training.

As a reminder, personnel traveling TDY to OCONUS locations other than their host nation are required to receive security awareness training and/or review EP 25-1 and relevant State Department publications.  In some cases, other training and certifications may be required depending on the type and level of threat associated with the country visited.  NOTE:  Travelers and/or supervisors should contact the G3, Deputy Chief of Staff for Operations and Plans (DCSOPS) to determine if travel restrictions or training requirements apply.

1.4.  Delegation of Authority.

Effective immediately, IAW AR 600-8-105, the personnel identified in the sub-paragraphs below are delegated authority to sign specific items of DD Form 1610.

1.4.1.  Item 17, Requesting Official.  The requesting official is normally the traveler’s immediate U.S. supervisor or a person who has full knowledge of the purpose and requirement of the travel.  This official must ensure that TDY travel is required and that all entitlements and special authorizations are essential to the mission.  Only U.S. supervisors, or their designated representatives, will serve as requesting officials for personnel under their direct supervision and control.  Note:  Travelers are not authorized to sign their own orders in any capacity.

1.4.2.  Item 18, Approving Official.  The approving official is normally the U.S. Army NATO Executive Officer.  Commanders, staff directors, section leaders and office supervisors are authorized to serve as the approving official for medical TDYs only.    Note:  Approving officials will not sign both Items 17 and 18.  In the absence of a qualified requesting official or approving authority, Items 17 or 18, the request for TDY will be forwarded to the Resource Management Office (DCSRM), ATTN: USANATO TDY Travel Monitor, for processing.  Additionally, for the OSACEUR, the Executive Officer to the SACEUR(XO to SACEUR) or the Administrative Assistant in the XO to SACEUR’s absence is authorized to serve as the approving official in Item 18 for all OSACEUR blanket TDY orders.  For all other TDY orders (other than medical), the Chief of Staff, USANATO, or the Executive Officer, or the Deputy Commander will serve as the approving official in Item 18.
1.4.3.  Item 20, Order Authorizing Official.  The order authorizing official ensures that funding is reasonable, and entitlements are properly authorized under governing regulations.  Designated order authorizing officials are as follows:

     (1)  Executive Officer, USANATO.

(2)  G8 DCSRM Budget Officer, USANATO.

(3)  G8 DCSRM Budget NCOIC, USANATO.

(4)  G1 DCSPER/Adjutant General (AG), USANATO

NOTE:  Personnel authorized to serve as order authorizing officials, Item 20, may also serve as approving officials, Item 18, under unusual circumstances and/or time-sensitive situations.

1.5.  Signature Block Format for Items 18 and 20.

The following signature block formats will be used for Items 18 and 20 for consistency within each activity/section:

1.5.1.  Item 18:  The full name, rank, branch and title of the person signing as the approving official will be provided.  NOTE:  Only the person identified in Item 18 as the approving official may sign Item 18.  No other person is authorized to sign “for” the person identified as the approving authority.
1.5.2.  Item 20:  In all cases, Item 20 should read as indicated below; in the absence of the DCSRM Budget Officer, designees stated in paragraph 5.c. above may sign “for”:

        DA HEADQUARTERS, U.S. ARMY, NATO, APO AE  09705

        FOR THE COMMANDER:

        DOUGLAS D. WHITNEY, Budget Officer

2.0. Government Travel Card Procedures

2.1.  Purpose

2.2.1.  Issue guidance for managing use of the Government Travel Card.

2.2.  Applicability

2.3.1.  This standard operating procedure [provides guidance/instructions for Department of the Army (DA) soldiers and civilians assigned or attached to the U.S. Army, North Atlantic Treaty Organization.

2.3.  Discussion

2.3.1  Frequent travelers are TDY travelers that regularly travel three or more times each year.

2.3.2.  Personnel whose positions require travel at least three times per year should obtain a Government Travel Card on arrival at US Army, NATO.  Infrequent travelers may not obtain a Government Travel Card, unless directed by their Commander.  Reasons for this policy are to help the Government better track total travel costs and reduce travel advance administration requirements.

2.3.3.  Commanders must use discretion and judgment when determining which personnel will obtain a card and which type of card will be issued (standard or restricted).  Personnel experiencing financial difficulty should be issued the restricted card in order to better facilitate debt management, if required to obtain a card. 

2.3.4.  Failure to use the Government Travel Card (one issued to frequent travelers) shall not be a basis for refusing to reimburse the traveler for otherwise appropriate charges; however, such failure may subject the traveler to appropriate administrative or disciplinary action. 

2.3.5.  The following classes of personnel are exempt from mandatory use of the Government Travel Card:

2.3.5.1.  Employees who have an application pending for the Government Travel Card.

2.3.5.2.  Individuals traveling on invitational travel orders.

2.3.5.3.  Military or DA civilian personnel who are denied Government Travel Cards or whose Government Travel Cards have been canceled or suspended for financial irresponsibility or for other specific reasons. 

2.3.5.4.  Military and civilian personnel in a Permanent Change of Station status.

2.3.5.5.  Such military or DA civilian personnel traveling to or in a foreign country where the political, financial or communications infrastructure does not support the use of the Government Travel Card. 

2.3.5.6.  Such military or DA civilian personnel whose use of the Government Travel Card, due to operational, security or other requirements of a mission, would pose a threat to national security, endanger the physical safety of themselves or others, or would compromise a law enforcement activity. 

2.3.5.7.  Direct and indirect hire foreign nationals.

2.3.5.8.  Individuals employed or appointed on a temporary or intermittent basis upon a 

determination by the individual’s supervisor or other appropriate official that the duration of the employment or appointment or other circumstances pertaining to such employment or appointment does not justify issuance of a Government Travel Card to such individual.  

2.3.5.9.  Military or civilian personnel during (a) a period of war; (b) a national emergency declared by the President or Congress; or (c) mobilization, deployment, or contingency operations.

2.3.5.10.  Individuals who travel infrequently upon a determination by their commander or other appropriate official that anticipated travel does not warrant issuance of a travel card to such individual.  An individual who is anticipated to travel less than three times a year, for only a few days at a time, does not warrant issuance of a card and is defined by DoD as an infrequent traveler.

2.4.  Authorized Expenses.

The Government Travel Card should be used for official travel expenses only.  The following expenses are authorized:

2.4.1.  All expenses covered by the “meal and incidentals” portion of the per diem allowance.

2.4.2.  Lodging expenses.

2.4.3.  Approved travel costs, which are not arranged through SATO. 

2.4.4.  When a type or class of personnel or expense is exempt, one or a combination of the following methods of payment may be authorized for travel expenses:  

· personal funds, including cash or a personal charge card; 

· travel advances.  

2.5.  Expenses exempt from the mandatory use of the Government Travel Card

2.5.1.  Those incurred at a vendor that does not accept the government-sponsored, contractor-issued Government Travel Card.

2.5.2.  Laundry/dry cleaning.

2.5.3.  Parking.

2.5.4.  Local transportation system fares.

2.5.5.  Taxi fares.

2.5.6.  Tips.

2.5.7.  Meal charges when the use of the card is impractical (e.g., group meals or when the card is not accepted at a dining establishment).

2.5.8.  All expenses covered by the “meals and incidentals” portion of the per diem allowance.

2.5.9.  All local and long distance telephone calls.

2.6.  Payment.

2.6.1.  The traveler has the full responsibility to make sure the Government Travel Card is paid in a timely fashion.  

2.6.2.  In the event an individual’s Government Travel Card becomes delinquent, the following actions will be taken.

2.6.2.1.  After 30 days delinquency, the traveler will receive a letter from Bank of America  (BoA), and their Agency Program Coordinator (APC) will contact the traveler and the traveler’s chain of command.

2.6.2.2.  After 46 days delinquency, BoA will personally contact the traveler by phone, and their APC will contact the traveler’s commander.

2.6.2.3.  After 60 days delinquency, BoA will suspend the traveler’s account with a letter and a phone call.  The APC will contact the traveler’s commander again.  The commander will counsel the soldier in writing concerning the over 60 day travel card delinquency.

2.6.2.4.  After 90 days delinquency, BoA will send one additional letter to the traveler notifying them of pending actions.  This letter will notify the traveler that, unless payment is received within 30 days, salary offset will commence.

2.6.2.5.  After 120 days delinquency, the traveler’s account is closed by BoA and will be reported to the credit bureau as a delinquent account.  The salary-offset process will be initiated. 

2.6.2.6.  After 210 days delinquency, the traveler’s account is permanently reported to the credit bureau as a delinquent account and placed with a collection agency and an attorney for recovery purposes or continuation of salary-offset until debt is collected.
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