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. * | The Inspector General
Washington, D.C. 20230

November 2003

MEMORANDUM FOR MEMBERS OF THE
PRESIDENT’S COUNCIL ON INTEGRITY AND EFFICIENCY
EXECUTIVE COUNCIL ON INTEGRITY AND EFFICIENCY

SUBJECT: Common Problems and Uncommon Solutions: How OIGs Are Helping Improve
Federal Travel Card Programs

1t is with considerable pleasure that I convey this latest publication of the PCIE/ECIE Inspection and
Evaluation CommilLee, one of a growing number of program-specific documents developed by the I&E
Committee intended to contribute to the Rnowledge and skills of members of the OIG community. This
publication focuses on opportunities for enfiancing OIGs’ oversight of federal travel card programs through
rigorous audits, tnspections, and evaluations.

And this publication is indeed timefy. The General Services Administration reported that federal employees
and agencies charged §6.42 billion in travel expenses on government-issued credit cards in fiscal year 2002.
Congressional hearings and recent reports by OIGs and the news media concerning federal purchase and travel
card use have prompted both the Office of Management and Budget and Congress to consider remedies to
address purchase and travel card abuse. Thus our mission to enfance efficiency and effectiveness of program
activities and prevent fraud and waste becomes more prominent.

Common ®roblems and Uncommon Solutions: How OIGs Are Helping Improve Federal Travel Card Programs
synthesizes the results of OIG reviews of various federal agencies’ travel card programs. But more important,

it is offered as a primer that in very brief and simple terms highlights the most common problems identified by
some OIGs while concurrently offering some proven solutions and best practices for fixing or avoiding these
same problems. In addition, this publication incorporates otfer useful information about such matters as (1)
GSA's Master Contract, Terms and Conditions in relation to travel cards, (2) guidance that should be consufted
in assessing a travel card program, (3) GAO's Standards for Internal Control in the Federal Government, and
(4) the roles and responsibilities of parties involved in the federal travel card program.

While several OIGs participated in the development of this project, special thanks are due to the Department
of Labor’s Office of Inspector General for taking the lead in developing this guide and to the Commerce OIG
staff who worked to finalize and prepare it for publication. For additional information about the guide, please
contact my office at (202) 482-4661, or Gordon Heddell's office at the U.S. Department of Labor, at

(202) 693-5100.

ofinnie Frazier, Cﬁa:r
Inspection and Evaﬁmtwn Committee
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-I-he purpose of thisguideisto enhance the Offices of Inspector General
(

OIG) oversight of the Federal Travel Card Program. According tothe
Generd ServicesAdminigtration, Federal employeesand agenciescharged
$6.42hillionintravel expenseson government credit
cardsinfiscal year 2002. With recent congressional
and OIG reports, hearings, and press stories on
Federd purchaseandtravel card use, both the Office
of Management and Budget (OMB) and Congress
are contempl ating ways to address purchase and
travel card abuse.

Thisguide synthes zesthe experiencesand results of Ol G evaluationsand audits
of variousFederd agencies travel card programs. Although not al of theagencies
contract with the same service provider or organizetheir travel card programsin
the same manner, weidentified common weaknesses and best practicesamong
these agencies. Inaddition, the guide providesinformation on the pertinent terms
and conditionsof the GSA Master Contract, guidancethat should beconsultedin
assessing atravel card program, the GAO’s Sandardsfor Internal Control in
the Federal Government, and therolesand respons bilitiesof the partiesinvolved
inthetravel card program.

Thefollowingisalist of themore common problemsrelated to the use --and
sometimes misuse-- of Federa travel cardsthat wereidentified by Inspector
Generd offices

X Lack of adequate written policies, procedures, and
training for thetravel card program.

X Failuretoroutinely review and/or closealarge
number of inactive accounts.

X Outdated employeeinformation.
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< | neffective blocking of (inappropriate) merchant
category codes.

X L ateidentification of misuseand delinquency, andfailureto
providetimely notification of such to acardhol der’ssupervisor.

< Failureto monitor transactionsfor misuse, aswell as
ddlinquencies.

< No or inadequate written records of referralstoand
follow-up with supervisorsor employees.

X | nadequate control s over employee use of automated
teller machinesto obtain fundsfor travel.

X Failureto disciplineemployeeswho refuseto pay their billsor
knowingly makeinappropriate charges.

X Useof travel advancesby employeeswho have“lost” theuse
of their cardsthrough delinquency or misuse.

Problemsare only part of the story with our guide. We have attempted to discuss
the problemsin the context of waysto addressthem by highlighting some of the
best practices and other findings by Ol Gsthat should be pursued to promotea
moreefficient and effectivefederd travel card program. Hencethisguideincludes
adiscussionof acompositeof best practicesfrom severa agenciesthat should be
useful inassisting agenciesreduce the number of travel card delinquenciesand
improve management of theoverall program. Wehavefound just how beneficia
it canbewhenthereis:

X clear management support for the program;

X timely identification and referrd of delinquenciesand chargecard
abusesto the cardholder’ ssupervisor;

X timely referrd of unresolved delinquenciesand seriousor frequent
misuseto higher level sof management;
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referra of unresolved ddlinquenciesand seriousor frequent misuse
to component investigative units;

meaningful, consistent disciplinary action against cardhol dersfor
early infractionsaswell asfor frequent delinquenciesor for serious
or frequent misuse of the charge card;

strong headquartersoversight of thelocal travel card program
coordinators;

prohibition of the use of advancesto fund travel for employees
who havelost theuse of their charge cardsthrough delinquency
or misuse;

routine provisionto the service provider of updated information
about cardholdersand their duty stations;

control and restricted use of ATM access;

limited distribution of charge cardsto or physical control over the
charge cardsof employeeswhorarely travel; and

adequate guidanceandtraining for locd coordinatorsand briefings
for cardholders on the proper use of thetravel chargecard.

Note: To access OIG reports that synthesize the results of OIG evaluations and audits of
various Federal agencies' travel card programs, please visit the President’s Council on
Integrity and Efficiency (PCI E)/Executive Council on Integrity and Efficiency (ECIE) I nspection
and Evaluation Committee’'sDirectory of Purchaseand Travel Card Reportsat www.ignet.gov.

1V
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-I-he President’s Council on Integrity and Efficiency (PCIE) andthe

Executive Council on Integrity and Efficiency (ECIE) were established
by Executive Order 12805, May 11, 1992, to

< addressintegrity, economy, and effectivenessissuesthat
transcend individua government agencies, and

< increasethe professionalism and effectiveness of Inspector
Generd personnel throughout the government.

ThePCIE isprimarily composed of the presidentially appointed |Gs. TheECIEis
mainly composed of the | Gswho are appointed by agency heads. Chairing both
councilsisthe Deputy Director for Management for the Office of Management
and Budget. The Chair appointstheVice
Chair for each council toassistin carrying
outitsfunctions. Officiasfrom OMB, the
Federal Bureau of Investigation, Office of
Government Ethics, Office of Special
Counsel, and Office of Personnel
Management a so serve on both councils.

To accomplishtheir missions, the PCIE and
ECIE conduct interagency audit, inspection,
evaluation, andinvestigative projectsamed
at promoting economy, efficiency, and
effectivenessin Federal programsand operations. To enhancetheefficiency of
these projects, the councilshave a so devel oped palicies, tandards, and gpproaches
that have hel ped build awell-trained and highly skilled OIG workforce. Because
the PCIE and ECI E are made up of membersfrom many Federal agencies, these
projectscan effectively address crosscutting or government-wideissuesof fraud,
waste, and abuse.
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I NsPECTION AND EvALUATION COMMITTEE

Thelnspection and Eva uation Committeeof the PCIE/ECI E providescontributions
tothelnspector Generd community aswell asthe Federal government asawhole
by helping toimprove (1) themanagement of Federal programs; (2) the conduct
of ingpectionsand eva uations by sharing effective practicesand insights; and (3)
theanaytic and adminigtrativeskillsof Ol G ingpectorsand eva uatorsby providing
training on avariety of pertinent topics. The Committeeissupported by avery
activelnspectionsand Evaluation Roundtable. The Roundtable, createdin 1993,
isgeneraly comprised of thedirectorsor heads of inspection and evaluation units
within the Federal Officesof Inspector General. Itspurposeisto promotethe
professional development of employeesin those units, improve the practice of
evaduationand andys's, and provide positive contributionsto the Ingpector Generd
community. These advancesin professionalism and service aid the Federal
government asawholeinimproving the management of programsand operations.
The Roundtable aso serves as an adjunct to the Inspection and Evaluation
Committee of the PCIE/ECIE.
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Concern over the government’stravel card program arose at aMay 1, 2001,
Congressiona hearing beforethe U.S. House of Representatives Committeeon
Government Reform, Subcommittee on Government Efficiency, Financial
Management and Intergovernmental Relations. The General Services
Administration (GSA) testified that asof March 2001, Federal employeeswere
delinquent in paying morethan $25 million on their travel card accounts.* The
following chart showssomefairly recent delinquency ratesof 12 Cabinet-level
agencies.

Figure 1
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Outstanding Total Travel Card Balances
61+ Days Delinquent -- Agency Yearly Average
October 2001 - September 2002
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TheTravel and Transportation ReformAct of 1998 (Public Law 105-264) requires
government employeesto usethegovernment travel chargecard (travel card) on
officia business. However, according to a2002 amendment to the Federal Trave
Regulation,? employeeswhotravel 5timesor lessayear are now exempted from
themandatory use of thetravel card although agenciesstill havethediscretionto
issueacardtoinfrequent travelers.

1“Federal Workers Misuse Travel Charge Cards,” Gover nment Executive Magazine,
May 2, 2001.
2 Federal Register, September 13, 2002.
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Bank One, NationsBank [now Bank of America] and U.S. Bank) to provide

travel card services. The GSA contracts are
effective from November 30, 1998, through L
November 29, 2003, with five one-year optionsto The individual
renew. Thecontractsset upapoint systemthatallows  [Laiabo s uEaic

I N 1998, GSA awarded atask order contract to four service providers(Citibank,

Federal agenciesto receiverebatesfromtheservice agency, I1s
providersbased ontravel card use. Each Federal personally
agency choosesoneof thefour service providersto responsible for
providetheservices. all travel card

payments.

The individual cardholder, not the agency, is
personaly responsiblefor dl travel card payments.
Variousgovernment regulaionsand palicies, including the Federd Travel Regulaion
and ethicd standards, requirethat cardholderspay their travel cardbillsinatimely
manner and that the travel card not be used for persona purposes. Agency
employeeswho have beenissued travel charge cardshavearesponsibility to pay
for all charges made with those cards and to use the cards only for official
government travel. Cardholder agreementsusudly statethat by usingthecard or
signing the agreement, the holder entersinto acontractual agreement with the
serviceprovider to pay for the chargesincurred and to usethetravel card only for
officid travel and officia travel-related expenses. Employeesarereimbursed by
their agenciesfor travel expensesand are expected to usethe reimbursement to
pay their travel card bills.

When a cardholder fails to make payments and
§ continua delinquenciescausetheservice provider to
cancel or suspend atravel card, an agency may be
harmed. Employeeswho areunabletotravel because
of aloss of a card disrupt agency operations, and
’ employeesin postionsof responsibility who have accrued
considerable debt are vulnerableto failing suitability
standards or succumbing to corruptive influences.
Moreover, under future contract modifications, an
\ agency could lose hundredsof thousandsof dollarsin
rebatesif ahigh level of written-off delinquenciesis
expected to continue.
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PURPOSE %

The primary purpose of thisguideistoidentify
and determine the control practices used by
agenciesfor monitoring the Federa Travel Card
Program aswdll asto provideuseful informationto
organizationsthat administer theprogram. Atthe & )

time of our survey of the |G community, 28 Federal

Ol Gshad performed eva uations or auditson the Federal Travel Card program.
(SeeAppendix B for alisting of the OI G reports.)

Theprimary objectivesof atravel card review areto assess (1) compliancewith
lawsand regulations, (2) efficiency of operations, and (3) adequacy of internal or
management controlsto help prevent fraud, waste and abuse by cardholdersor
otherswho attempt to manipul atethe program. Wewereableto identify common
weaknesses and best practices among the agencies reviewed. The common
problemsidentified can apply to all agenciesregardliessof whether they contract
withthe same serviceprovider or organizetheir travel card programsinthe same
manner.

In addition to discussing common weaknesses and best practices, this guide
providesinformation on the pertinent terms and conditions of the GSA Master
Contract, guidancethat should be consulted in assessing atravel card program,
the GAO's Sandardsfor Internal Control, and therolesand responsibilities of
thepartiesinvolvedinthetravel card program.
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GSA MAsTER CONTRACT

In 1998, GSA awarded contractsto four service providersto providetravel card
services. Each Federa agency thenissued atask order to one of thefour service
providersunder the Master Contract. The Master Contract has specific terms
and conditionswhich the service providersmust adhereto for thesuspension and
cancellation of thecard.

O Suspension —Under thetermsof the Master Contract, Section CB.17,
theserviceprovider may suspend anaccount if payment of the undisputed
principa amount hasnot been received 61 cdendar daysfromtheclosing
date on the statement of account inwhichthe charge appeared. Suspended

accounts are reinstated by the service provider upon payment of the
undisputed principa amount.

O Cancdlation —Under thetermsof the Master Contract, Section CB.18,
thesarviceprovider may initiatecancedlationof anindividudly billed charge
accountif:

1. Itispast due 120 daysfrom the closing date on the statement of
account inwhichthe charge appeared, or

2. Theaccount has been suspended two timesduring a12-month
period and ispast dueagain, or

3. The card is used for other than authorized purchases and
cancellationisapproved by theAgency/Organization Program
Coordinator (A/OPC).

Oncecancelled, itisdifficult to get thetravel card reinstated. To havethecard
reinstated, the employeeisrequired to undergo acredit check (whichisinitially
waived asacourtesy to thegovernment). When an account has an outstanding
baancethat is180 daysold, by Federal regulation that account iswritten off asa
credit lossto that specific service provider andisreferred to acollection agency
or attorney. Service providersconsider delinquency rateswhen deciding whether
or not to assume aFedera agency’scontract. Therefore, ahigh delinquency rate
could diminish theavailablepool of contractorsfor an agency.
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FeEperAL L awsAND GUIDANCE

In addition to the GSA Master Contract, agencies can find guidance on travel
card programsinthelaws, regulationsand policiesthat concern employeetravel.
Inparticular, agenciesshould review thefollowing when assessing their travel card

programs.

U TheTravel and Transportation ReformAct of 1998
(Public Law 105-264)

U Federal Travel Regulation, at 41 Code of Federal Regulations(C.F.R.),
Chapter 301

U Title5, C. F R, Part 2635, Sandards of Ethical Conduct for Employees
of the Executive Branch

U Agency directivespertainingtotravel cards

GAQ’ s STANDARDS FOR I NTERNAL CONTROL

TheFederd Manager’sFinancia Integrity Act of 1982 requiresthe GAOtoissue
standardsfor internal control in government. The GAO standards definethe
minimum leve of qudity acceptablefor interna control in government and provide
thebasisupon whichinternal control isto be evaluated. (Sandardsfor Internal
Control in the Federal Government. November, 1999, GAO/AIMD-00-
21.3.1)

TheGAO ligtsthefollowing fivestandardsfor internal control:

O Control Environment — Management and employees should
egtablish and maintain an environment throughout the organi zation thet
setsapositive and supportive attitude toward internal control and
conscientious management.

0 Risk Assessment—Internal control should providefor an assessment
of therisksthe agency facesfrom both external and internal sources.
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O Control Activities — Internal control activities help ensure that
employeescarry out management directives. Thecontrol activities
should be effectiveand efficient in accomplishing theagency’scontrol
objectives. Control activitiesinagovernment travel card program
include a wide range of diverse activities such as approvals,
authorizations, verifications, reconciliations, reviews, and thecregtion
and maintenance of rel ated recordsthat provideevidence of execution
of theseactivities.

O Information and Communication — Employeesshould record and
communicateinformation to management and otherswithintheentity
who need it inaform and within atime framethat enablesthem to
carry out their internal control (and other) responsibilities.

O Monitoring—Internal control monitoring should assessthe quality of
performanceover timeand ensurethat audit and other review findings
arepromptly resolved.

RoLESAND RESPONSIBILITIES

Finally, itisimportant that everyoneinvolved understand hisor her rolesand
respons bilitiesin the management of each agency’ stravel card program.

O Departmental or Agency Travel Card Program Coordinator
(A/OPC) —Thedepartmenta coordinator isresponsiblefor developing
and disseminating department or agency-widetravel card policiesand
procedures, monitoring card use, disputes and delinquencies, and
representing the agency on government-wide travel card program
workshopsand committees. Theagency’soverall travel card program
coordinator isusudly located in the agency’ s Office of the Chief Financia
Officer. Thedepartmental coordinator also servesasthelia son between
the A/OPCs, theissuing service provider, and GSA.

U Agency/Organization Program Coordinator — The A/OPC servesas
an intermediary between the cardhol der, the service provider, and the
agency’smanagement. Each operating unit or bureau withinaDepartment
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or agency usually has an A/OPC. The A/OPC isresponsible for (1)
educating cardhol ders on the proper use of travel cardsand obtaining
each employee's acknowledgment statement certifying that he/she
understandsthe government’ stravel card policiesand procedures; (2)
implementing agency policy related to the travel card program; (3)
reviewing monthly reportsof travel card activity fromtheservice provider;
(4) reporting possible card misuseto employees supervisorsand/or other
appropriate officials; and (5) following up on delinquent cardholder
accountsand travel card misuse. TheA/OPC also generally servesasthe
focal point for answering questions, coordinating applications, and issuing
and destroying cards.

Supervisors — Supervisors are responsible for holding employees
accountablefor paying their travel card billson time and taking notice
when employeesare delinquent or misusetheir cards. They also should
initiate and/or ensurethat suitable administrative action istaken against
cardholderswho have misused thetravel card.

Travel Cardholder — The cardhol der isresponsiblefor understanding
and adhering to his or her agency’s internal policies and procedures
regarding the use of the card and signing the cardholder agreement.
Cardholder responsibilitiesal so include record keeping, reconciliation,
paying hisor her monthly bill ontimeandinfull, reportinglost/stolen cards,
and notifying the service provider within 60 daysof adisputed charge.
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The Officesof Inspector Genera haveidentified thefollowinglist of the
common problemsinvolving thetravel card program aong with severa best
practicesuggestions:

L aAck oF ADEQUATE WRITTEN POLICIESAND
PROCEDURESAND TRAINING

Educating cardhol ders, coordinators, and management about their responsibilities
under thegovernment travel card programisimportant. The Ol Gsfound agreat
variation among their agencieswith regard to written policies, procedures, and
training provided totheir employees. Each service provider includesacardholder
agreement when it mailsthetravel cardtotheemployee.
Many agenciesrequirethat employees, asacondition
for program participation, certify that they haveread,
understand, and agree to abide by the regulations.
However, employeesneed additiona guidancetoensure
they areawareof their respong bilitiesunder thepprogram,
the prohibition against personal use of thetravel card,
and the disciplinary actions that may be taken for
inappropriate use of the card.

Written policiesand proceduresareacritica element in any agency’stravel card
program. They are needed to provide guidance and ensure that the programis
administered consistently. Without written policiesand procedures, thereisan
increased risk for incons stencies, abuse or misuse of thetravel card, and higher
delinquency rates. Thepoliciesand procedures should beclear, up-to-date, and
distributed or made availableto al employeeswho participatein the program.

In addition to specific guidance for program participants, the policies and
proceduresshould dsoincludeguidancefor A/OPCs. Thisguidanceshould outline
thecoordinators' rolesand responsibilitiesand offer red flagswhen they review
monthly reportsfromthe service provider or card-issuing company. Labor OIG
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found that thelack of guidance provided to A/OPCsresultedin “Written
employeesbeing treated differently depending onwhichA/OPC policies and
monitored their account. |nresponseto the OIG’sreport, Labor

issued specificingtructions for A/OPCsmanaging delinquencies br Ocedg r eare
andmisuse. Theingructionsincluded alist of transactionsthat a criti Ca_‘l
may indicate misuse and when and how an employeeand/or ~ €l€ment in
supervisor should benotified of misuseand delinquencies. (See  any agency’s
Figure2for thelist of transactionsor patternsof transactionsthat ~ travel card
couldindicate possiblemisuse. Pleasenotethat thisisnotan  program.”
exhaustivelist and A/OPCs should befamiliar with the general

travel rulesand regulationsin order to detect inappropriatetransactions).

Furthermore, severd Ol Gsreported that their respective agenciesdid not
provideformd training for new cardholdersor refresher training for current
cardholders. Assuch, cardholdersrarely receive guidance unlessthey
become delinquent or misuse their cards. The General Services
Adminigtration hason-linetraining availablefor thetravel card program.®

Figure 2

Examplesof Transactions That Could I ndicate Misuseor Abuse

ATM transactions, usually at establishments near a person’s home or office,
without travel-related charges. For example, ATM charges are posted to the
account absent an accompanying airline or hotel charge.

Restaurant charges or other transactions in out-of-town location with no
related hotel charges.

More than one airline charge, and for the same amount and transaction date
(e.g. the employee may have purchased an airlineticket on the travel card for a
spouse, friend).

Excessive cash withdrawals.
Credit card chargesthat are not incidental to government-related travel.

(Pleaserefer to the GSA SmartPay A/OPC Survival Guide, Merchant Category
Codes, and agency policiesfor further guidance.)

Swww.fss.gsa.gov/webtrai ningdocs/travel training/index.cfm
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The course can be accessed by
any Internet user, requires about an hour
to completeand concludeswith aquiz. Participants

Al
1 may print acertificateto demonstrate they have successfully

completed the course. Agenciescould usethiscourse, or develop their

own course, to ensuretravel cardholdersareinformed of therequirementsof the
travel card program. Training could be mandatory for al new cardholdersand
refresher training could be provided to existing cardhol derson aperiodic basis.
Travel cardissuescould aso beincluded inthe agency’sorientation programsor
ethicstraining.

Inadditionto your agency’stravel policy, you should comply with thefollowing
guiddines

5 888 8 & & 8

useyour Government Travel Cardto pay for official travel expenses.

obtaintravel advancesfor officia travel throughan ATM if authorized
by your agency.

track your expenseswhileontravel soyou have accurateinformation
forfilingyour travel clam.

fileyour travel clamwithin 5 daysafter you completeyour trip or
every 30 daysif you areon continuoustravel.

submit payment infull for each monthly bill.
follow your bank’sdispute processfor chargeswhich areincorrect.

contact your bank’s customer service number if you have questions
about your monthy bill.

beawarethat misuse of the card could result in disciplinary actionsby
your agency.

=
o
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Reminders...

ponk
ponk

ponk

useyour Government Travel Card for persona use not
relatedto officid government travel.

obtaintravel advancesthroughthe ATM which exceed
your expected expendituresfor atrip.

obtaintravel advancesthroughtheATM unlessyou are
ontravel or will beontravel shortly.

alow your monthly bill to becomeoverdue.

wait for recei pt of your monthly bill tofileyour travel claim.

forget that the card isissued in your nameand payment
isyour responsibility.

makelate paymentsbecausethiscould resultin sus-
pension or cancellation of your card.

Agenciesmay alsowant to develop materialssuch asa“Do’'sand Don'ts” list or
“Frequently Asked Questions’ to placeon their websitesor giveto employeesto
useasareferencesource. Inadditionto employeesknowingtheir responsibilities,
they should beawarethat their transactionsare being reviewed, and what actions
will betakenif they misusether cardsor aredelinquent in paying their bills.

Finally, toimplement effective disciplinefor charge card delinquents and/or
employeeswho misusetheir travel cards, each agency needsto develop and
disseminateawritten policy that outlinesspecific disciplinary actions, ranging from
ora reprimandtodismissal.

PCIE Fall 2003 ECIE 11



Best Practices Summary

v

Developwritten policiesand proceduresthat includeindividua
cardholder responsibilities, service provider responghilitiesand
the oversight respong bilitiesof A/OPCs, immediate supervisors
and management. The procedures should a so cover what to do
in casesof suspected fraud, cancellation proceduresfor terminated
employees, employeependltiesfor abuseor misuseof thetravel
card, and charge card privilegereinstatement.

Requireemployeesto takean on-linetraining courseonthetravel
card program. Current cardholders, aswell asnew cardholders,
should completethe course. Training should be recurring; e.g.,
annually and upon reinstatement of asuspended or terminated
card. It should dsoprovideinformationtailored for supervisors
andA/OPCs.

Provideinformation onthetrave card program during employee
orientation programsand ethics classes.

Develop and distributeinformative materialsonthetravel card
programto all employeesto useasareference, suchasa
“Do’'sand Don’'ts’ list and * Frequently Asked Questions.”
Theinformation should be current and highlight any program
changes.

12
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A LARGE NUMBER OF
INACTIVE, BuT OPEN ACCOUNTS

Depending on an agency’s criteria,

employeeswho travel infrequently may still
be issued travel cards. For instance,
Commerce' scurrent policy istoissuea
cardto all employeeswho are expected

to travel at least 2 times a year.
Employeeswho are exempt are expected
to use a personal credit card to pay their
travel expenses.

Whilethereisno cost to Federa agenciesfor maintaining open accounts, therisk
for lossor misuse of thetravel card exists. Education OI G reported that many
employeeshad travel cards, but they did not frequently travel. It asoidentified Six
cardholdersfrom its sample of employeeswho did not conduct any official travel
but made personal purchasesand ATM withdrawal s—totaling $32,648 over a
two-year period—withtheir travel card. Justice Ol G a sofound that someof the
delinquencies contained in its sample were made by cardholderswho traveled
infrequently and were unableto resist using the available credit to make ATM
withdrawals or inappropriate purchases. According to the OIG, one Justice
employeewhoseddinquency wasin excessof $8,000, including persona charges
and ATM withdrawals, told her A/OPC that she voluntarily called the service
provider and canceled her travel card because of her inability to control her

Spending.

Redtricting distribution of travel charge cardsisoneway to reduce delinquencies
and curtail misuse. Asmentioned previoudy, arecently published amendment to
the Federa Travel Regulation* exemptsemployeeswhotravel 5timesor lessa
year from the mandatory use of thetravel card. While agenciestill havethe
discretiontoissueacard toinfrequent travelers, they might want to assessthe
travel requirementsof their employeesand consider not issuing cardsto employees
whorarely travel or, in some cases, consider having administrative staff maintain
custody of travel cardswhen employeesarenotintravel status. Another optionis

“Federal Register, September 13, 2002 Amendment 108.
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to place minima limitson cards of infrequent travelersto beincreased only when
travel isauthorized. Commerce Ol G noted that one of itsdepartmental bureaus
givesitsinfrequent travelersa$1 balanceontheir cardsuntil travel isauthorized.

In addition to thelarge number of inactive accountsdueto infrequent travelers,
several OlGsreported that travel card accounts are not being cancelled in a
timely manner when staff separatefrom the agency. For instance, OPM’sOIG
found that 46 terminated

employees still had active

cards at the time of its ~ “Updating employee information

evaluation. Twoofthose46  on a regular basis improves the
employeesused the cards — gc0cyracy of travel card reports,

after their termination dates. . . :
Defense OIG also found which is important to effective

1,276 open accounts for monitoring of travel card
personnel no longer  accounts.”

assigned to an Air Force

base and 15 of the accounts

had delinquent balancestotaling $9,268. A Defense OI G review of cardholder
listingsand personnel records at another Air Force baseindicated that 19 of 30
cardholderswereno longer assigned to the base. One of these cardholdershad
purchased seven airlineticketsand madeloca gasstation chargesafter separating
fromtheAir Force. Inaddition, Education OI G reported that an employeewho
left theagency in 1994 incurred chargestotaing $7,075 from January 1999 through
May 2000. Chargestotaling $3,665 had not been paid at thetimethe card was
canceled.

Updating employeeinformation on aregular basisimprovestheaccuracy of travel
card reports, which isimportant to effective monitoring of travel card accounts.
A dustice OI G report highlighted the FBI’ s practice of sending theservice provider
amonthly update of employee name and address changesfrom its personnel
records, which the service provider usesto updateitsrecords. Thissavesthe

A/OPCsfrom monitoring or tracking down employeeswho nolonger work in
their divisions. In 2001, Defense OI G reported that itstravel card company
provided alist of inactive accountsto itsA/OPCsto review for potential travel
account cancellation or deactivation. Thisresulted inthe cancellation of over
115,000 travel cardsand the deactivation of an additional 112,000 travel cards.
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In addition, when an employeetransfersto adifferent officewithinadivision/
component, theemployee normally maintainsthe sametravel card. Transferscan
resultinagapinmonitoring coverage. Without updatesof personned changes, the
lack of monitoring and follow-up by theemployee’ sSA/OPC increasesthelikelihood
that theempl oyee' sddinquency will continueto the point wherethecardiscance ed.
Updating name and address changes monthly would improve the accuracy of
travel card reports, thusreducing delinquencies.

Best Practices Summary

v Review inactive accountsand determineif someshould
be closed.

v Assesstrave requirementsand congder notissuing cards
toemployeeswhotravel infrequently.

v Congder having adminigrative staff maintain custody of
travel cardswhen employeesarenotintravel status.

v Congder placingaminimal dollar limit ontravel cardsof
infrequent travelerswhen they arenot intravel status.

v Egtablisharegular scheduletosendalist of dl opentravel
accountsto supervisorsto review and to notify the
A/OPCsof accountsto be closed.

v Send the service provider amonthly update of names
and address changesfrom the personnel system.
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v Establish aprocedureto receivetimely notice of all staff
separated from the agency so accounts can be canceled

upon separation.

v Ensurethat employeesturnintheir travel cardsaspart of
their checkout procedures when leaving an agency, and
make surethat each employee'stravel card bill ispaid
before settling any outstanding paymentsduethe
employee.

v Whenanemployeetransferswithin an organization, ensure
that A/OPC oversight authority istransferred if
appropriate. If thereareknown problemswith that
employee' suseof thetravel card, thenew A/OPC should
benotified of theneed for extravigilance.

| NEFFECTIVE BLOCKING
oF M ERCHANT CATEGORY CODES

Service providerscan block certain Merchant Category Codes(MCC) ontravel
card accounts thereby preventing employees from using the travel cards at
inappropriate vendors. However, not al agencieshaveimplemented thisfeature.
With the use of MCC blocks, a
significant improvement in

preventivecontrolsover travel card -
chargescan occur. FDIC initiated _
automated blocking/prohibition of _

vendor codes during 2001 to 200 12 010 3

prevent non-travel related

purchaseswiththecard. According

to FDIC’'sOIG thecontrol eliminated much of the earlier years inappropriate
travel card activity that resulted from employees mistaking thetravel card for
another personal charge card and using the card unintentionally. Inaddition,
Education’s OIG found that in FY 2001, 618 charges totaling $93,642 were
madeto M CCsthat were subsequently blocked.
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Commerce sOIG a so found numerousinstances where employees used their
travel card at retail establishmentsnot normally associated with official travel
expenses, including department stores and grocery stores. It a'so found one
employeewho charged dog kennel feestothetravel card. Asaresult, agencies
might want to consider such controlsover travel card charges.

Best Practices Summary

v Work with the service provider to place appropriate
and effective MCC blockson employeetravel cards.

L ATE I DENTIFICATION OF CARD M ISUSE AND
DELINQUENCY, AND FAILURE TO PrOVIDE TIMELY
NoTIFIcATION T 0 SUPERVISORS

When an employee’saccount becomes delinquent or
when anemployeemisusesthecard, early identification
and resolution of the problem areimportant. A/OPCs
should notify supervisorsin atimely manner so that
supervisorscan determinethereasonsfor the misuseor
delinquency, and encourage the cardhol der to pay the
debt. Timdy notificationisespecialy importantin cases
of delinquency. When the cardholder’ssupervisor is
not notified in atimely manner, the delinquent amount
may become so great that the cardholder cannot readily pay it. For example,
Justice OI G reported that one of itsemployees continued to accrue charges over
aperiod of at least four months, resulting inan unresolved delinquency of $23,139.
A moretimely referrd tothesupervisor might haveresolved thematter and reduced
theamount owed.

Inaddition, Labor OI G reported that an employee spent $1,144 at automatic fuel
dispensersand service stations near hisduty station. Hedid not incur any other
travel-related expenses. The A/OPC did not notify the employee or the agency
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until theemployeespent $179 at acar dedership. By thistime, theemployeewas
aready $770 past due on hisgovernment travel card.

When delinquencies occur, asupervisor’searly intervention may reducetherisk
of the employee's card privileges being suspended, which can occur whenthe
employeefailsto make apayment within 61 daysfrom the closing date on the
statement of account inwhich the charge appeared, or cancel ed, which can occur
at 120 daysfrom the closing date on the statement of the account in which the
charge appeared.

Commerce OIG found several cases where supervisors were not notified of
delinquenciesand/or bounced checks before employee cardswere canceled by
theservice provider and accounts sent to acollection agency. Whenanemployee's
jobrequirestravel, suspension or cancellation of theemployee' stravel card makes
employeetravel more complicated for the component.

TheJugtice OI G reported that deinquenciesshould bereferred to the cardholder’s
supervisor well before possible suspension of the card and before additiona costs
can beincurred by the cardholder. Unfortunately, many of the A/OPCswait until
accountsareat least 90 days past dueto refer delinquenciesto the cardholder’s
supervisor. Early notification to supervisorscan a soresult inquicker action by the
employeeto pay histravel card billsand thus preclude or reducetheneed to take
disciplinary action against the empl oyeefor more serious payment problems.

Best Practices Summary

v Both program coordinators and supervisorsreview
monthly travel card activity reportsfor their officeto
identify questionable or ingppropriate charges.

v A/OPC suspendsor refersmisuse or questionable
chargesor practicesto supervisorsas soon asthey are
detected.
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v A/OPC putson hold further card use and notifiesthe
cardholder’s supervisor at the 60-day point, well before
possibleservice provider suspenson of thecard and before
additiona costscan beincurred by the cardholder.

v Supervisorsdiscuss misuseor questionable chargeswith
the cardholder as soon asthey areidentified and ensure
immediatefollow-up by the cardholder to pay thebill.

FAILURE TO MONITOR TRANSACTIONS
FOR M1suse ASWELL ASDELINQUENCIES

Severd OlGsfound that A/OPCsin their agencieswereonly monitoring travel
card usefor delinquencies, not misuse. Because the service providers send out
periodic reportslisting delinquent cardholders, it ismuch easier for A/OPCsto
identify delinquencies than misuse. However, if an A/OPC only monitors
delinquencies, employeeswho misusetheir card for persond or other ingppropriate
purposes, will not be detected unlessthey became delinquent.

Labor OI G found that whileA/OPCsdid monitor for misuse, they varied greatly
in how they identified it. For example, one A/OPC looked for improper store
names, such asdepartment stores, and notified the employee and theemployee's
supervisor if the chargewasover $100. Another A/OPC, inadditionto looking
for improper store names, looked for use in and around the employee’'s duty
station and notified the agency regardless of theamount.

Giventhat supervisorsarethe most knowledgeable about employeesofficid travel
status, Commerce OI G reported that departmental officiashave beenworking
with the service provider to ensurethat travel card statementsare sent directly to
officedirectorsand/or supervisorsin additionto the A/OPCs.
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Best Practices Summary

v Givethe supervisorsaccessto service provider reports so that
they can monitor accountsfor misuse.

v Ensurethat supervisorsor personswho approvetravel vouchers
arealsoreviewingtherelated travel card charges.

v A/OPCscan flag misusefromthevariousreportsavailablefrom
theservice providersand perform periodic reviewsof travel card
usetoidentify misuse.

v Createan objective standard, such asachecklist, for A/OPCsto
usewhenidentifying misuseto ensurethat al employeesaretrested
equdly. Thechecklist should containthetypesof transactionsor
patterns of transactionsthat warrant contacting an employeeor
an employee' ssupervisor, or checking an employee'stravel
voucher to ensurethat the expenseswereincurred during official
travel.

NoT KeEerpiING WRITTEN RECORDS OF
REFERRAL SAND SUPERVISORY FOLLow-uP

A/OPCs should maintain records of which employees werereferred to their
supervisorsfor travel card delinquency and misuse, and requirewritten feedback
from the supervisor or employee. Specificaly, the supervisor or the cardhol der
should provideawritten explanation of thereason(s) for the delinquency or misuse
and an accounting of how thesituationwill beresolved. Commerce Ol G reported
that some of itsA/OPCsand bureau headswere unableto providethe OIG with
information onwhich employeeshad been referred to supervisorsfor delinquency
or possi ble misuse and what actionsthe supervisors had taken in responseto the
referral.
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Records of referrals and written feedback not only provide a check on the
supervisorsto ensurethat they arefollowing up on thesituation, they also provide
amethod for determining how well A/OPCsare monitoring transactions. Written
recordsalso areimportant if the situation warrantsdisciplinary action against a
cardholder or canceling atravel card dueto repeated misuse.

TheSocia Security Administration’s Ol G reported that when anemployee's
travel card becomesddinguent, the agency sendsanctificationtothe
cardholder to pay the delinquent account. In addition, the appropriate Deputy
Commissioner and trave-authorizing officia areinformed. Thedeinquency
notificationisthen placed inthe employee'sfilefor oneyear. Accordingtothe
Socid Security Administration Ol G theselettersareeffectivein getting
employeesto pay their delinquent accounts.

Best Practices Summary

v K eep written records of the employeeswho werereferred to
supervisorsfor actud or questionabletravel card misuseand
ddlinquency, and the circumstances surrounding thereferral.

v Requirewritten follow-up from either the supervisor or the
cardholder explaining how and why the card wasused
inappropriately and how the situation has been handled.

v Requirethe A/OPC to prepareamonthly report on theresults
of hig’her review of monthly activity to theA/OPC’ ssupervisor
to help determine how well theA/OPC ismonitoring
card usage and following up on problems.
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| NAPPROPRIATEATM Use

TheAutomated Teller Machine(ATM) cash
advancefeatureof thetravel card program
allowstravelersto obtain cash advancesto
pay for official expenses that cannot be
chargedtothecard. Inaddition, the Federd
Travel RegulationrequiresFederd agencies
tominimizetheuseof cashtrave advances.
ATM withdrawalsarealowed only when
authorizedfor officid travel and arelimited
to the estimated amount of thetraveler’'s
mealsand incidental expenses, such astaxis, and other miscellaneous expenses
that cannot be charged. However, some Ol Gsfound that employeesused their
travel cardfor ATM cash advanceswhen not on officia travel whileothersobtained
excessve cash advancesfor officid travel.

Justice OIG identified an employee who had made 33 inappropriate ATM
withdrawals over a nearly four-month period. Another Justice employee
inappropriately withdrew atotal of $3,321 in eight withdrawa sover afive- week
period. Commerce OIG alsoidentified severa cardholderswho had withdrawn
cash advanceswhen not on officid travel or obtained excessve cash advancesfor
official travel. Two of these employees withdrew significant amounts: one
cardhol der obtained advancestotaling $20,600 and acknowledged that heroutindy
took advancesas* insurance againgt potentia delaysin receiving reimbursement”
for his travel vouchers. Another employee had withdrawn $14,300 in cash
advancesnot related to official travel. Inaddition, Transportation OI G reported
that 48 of 95 employeesfrom its samplewithdrew cash in excessof their travel
needsor when they werenot ontravel. Theseemployeesmadeover 2,000 excess
cash withdrawal stotaling about $361,000 over a1-year period. Oneemployee
withdrew about $50,000 in cash over a12-month period but was not on official
travel.

Unauthorized ATM withdrawal s often | ead to delinquencies because employees
do not receive reimbursement for those transactions and may not have persona
fundsavailableto pay thehills. However, becausealowable advancesvary from
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triptotrip, itisnot usualy feasibleto place physica controlsover ATM withdrawals
to ensure that employeesare only withdrawing the correct amounts. Itisalso
difficult to initiate control s to ensure that withdrawal s are made only when a
cardholder isintravel status. Therefore, ATM withdrawal sare subject to abuse.

Commerce OI G reported that the established ATM limitin one bureau exceeded
the needsof most of the cardholders. TheFDIC OI G noted itsagency employees,
through FDIC'scontract withitsservice provider, arelimited toATM withdrawals
of $500total per week. FDIC aso monitorstravel ersmaking morethan 10ATM
withdrawal sin any month to assesswhether cash withdrawal s are reasonable
under theemployee' stravel -related ass gnments. Transportation hasnow revised
itspolicy concerning cashwithdrawa ssetting alimit of $400 per month. Exceptions
tothecashlimit can easily beobtained inthose caseswherethelimitisnot sufficient
to cover travelers reasonable cash needs.

Best Practices Summary

v Anadyzeemployee'spatternsof delinquenciesand inappropriate
ATM accessto determinewhether the benefitsof ATM use
outweigh the costs (delinquenciesstemming fromATM usg,
aswell asATM feesand surchargesassociated withATM
withdrawals, both authorized and unauthorized). If the costs
outweigh the benefits, agencies should eliminate ATM access.

Vv PlaceATM dollar limitsontravelers cards.
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| NSUFFICIENT OR | NCONSISTENT DISCIPLINE FOR
EmpPLoYEESWHO Do NoT PAY THEIR BiLLsoN TIME
OR KNOWINGLY M AKE | NAPPROPRIATE CHARGES

Managers need to communicate and
enforceazerotolerancepolicy for travel
card delinquenciesand abuses. USAID
OIG reported that at thetime of its2000
audit, no disciplinary action had been
taken against a USAID employee for
misuseof atravel card despite numerous

incidencesof abuse. Inaddition, Labor Ve
OIG reported that itsA/OPCs sometimes cancel travel cards because of repeated
misuse. However, card cancellation alone may not beviewed asadeterrent. To
clearly demonstrate management’ sintent to control delinquenciesand misuse,
disciplinary action against employeeswho refuseto pay their billsor knowingly
makeingppropriate chargesmay benecessary. Employeesthat makeingppropriate
chargesaremisusing their travel card privilegesfor personal gain. Inaddition,
employeeswho do not pay their travel card billsinatimely manner arenot meeting
their employee obligationsand violating thetermsof the partici pation agreement.

-

Toimplement effectivedisciplinefor charge card delinquenciesand employees
whomisusetheir travel cards, agenciesshould devel op guidelinesfor managerson
how to apply the Sandards of Ethical Conduct for Employees of the Executive
Branch to unauthorized use of travel cardsand/or delinquency. Agenciesmight
also want to devel op and disseminate awritten policy or table of penaltiesthat
outlines specific disciplinary actionsranging from ora reprimand to dismissal, as
well asguidance on mitigating factorsthat would be considered in determining
specificdisciplinary actionfor anindividua. Tobeeffective, thedisciplinary action
needsto be appropriateto thesituation and should be consistently applied. Justice
OI G reported that one of itscomponentsincorporates specific disciplinary action
initstravel card guide. For example, when afirst offense occurs, the supervisor
may issueawritten reprimand, and when asecond offense occurs, the supervisory
should cons der suspending the empl oyee from duty without pay for oneto three
days. Only whenthethird offense occursisthe supervisor required to takeaction,
by suspending theemployeefor fivedays.
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Agenciesshould aso develop apalicy requiring automaticinvestigativereferrals
to OlGsor internd affairsunitsfor travel card misuseaswell asseriousunresolved
delinquencies. Therearevariousreasonstoimplement amandatory referra policy.
First, thisaction may help demongtrate to employeesthat azero tolerance policy
isbeing enforced. Inaddition, thispolicy would hel p hold first-line supervisors
accountablefor taking action and dert management to systemic or seriousproblems.
Findly, aninvedtigation of anemployeewhofailsto pay billsmay uncover evidence
of deeper problemsor avulnerability to corruptiveinfluences.

Best Practices Summary

v

Apply appropriate and cons stent disciplinefor employeeswho
areddinquent or misusetheir travel cards.

Devel op and disseminateawritten policy that outlinesspecific
penaltiesor disciplinary actionsaswell asmitigating factorsthat
supervisorsareto consult in determining what action should
betaken against an empl oyee who doesnot abide by therulesfor
thetravel card program.

Alert upper management ininstanceswherethefirg-linesupervisor
has not resolved delinquenciesor seriousor frequent misuse.

Develop agency guidelinesfor managerson how to apply the
Sandards of Ethical Conduct for Employees of the Executive
Branch.

Implement amandatory referral policy that coverswhen
employees ddinquency or misusemust bereferredtothe OIG
and/or theagency’sinternd affairsunit.

PCIE Fall 2003 ECIE 25



Using CasH ADVANCES TO FUND THE TRAVEL OF
EmpLoYEESWHO HAVE Losr
THE UstE oF THEIR CARDS
THROUGH DELINQUENCY OR
Misuse

Some employeeswhose cards have been cancelled or
suspended dueto non-payment or misusearetill required
totravel aspart of their job. Whilean employeemay usea \
Government Travel Request to pay for airlineticketsor other
types of transportation, employeeswho havelost their travel card privileges
should not be given cash advancesfor lodging and incidental expenses. However,
the practice of denying travel advancesto employeeswhosetravel cardshave
been canceled isnot uniform. For example, Justice Ol G reported that whileits
agency’spolicy calsfor employeeswho areunableto usetheir travel cardsbecause
of delinquency to pay their travel expenseswith personal cash or credit cards, it
foundthat not al of the agency’scomponentsfollowed thispolicy. Providing cash
advances not only counteractsthe benefitsderived by the agency from having a
travel charge card programin place, but it also failsto penalize employeesfor
irresponsibleactionsand it reducestheincentivefor employeesto avoid having
their cardscanceled.

Best Practices Summary

v Require employeeswho cannot usetheir travel cardsdueto
ddlinquency or misuseto pay their lodging and incidental
expenseswith cash or personal credit cards.
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vclision

Our discussion and presentation of common problemsand best practicesinvolving
the use of government travel cards addresses crosscutting or government-wide
issuesof fraud, wasteand abuse. Whilethisdiscusson may not beexhaustive, it
isanexcdlent placefor other Ol Gsand program managersto start when eva uating
their own agency’stravel card program. Webelievethat by adopting these best
practices, Federa agencies can strengthen their travel card programsand reduce
travel card misuseand delinquency.

A goodinternd control environment requiresthat the agency understand thelikely
vulnerabilitiesand risksso that it can clearly define key areas of authority and
responsibility and establish appropriate linesof reporting. Written policiesand
proceduresarecritica eementsof awell-defined control environment. Without
written policiesand procedures, thereisanincreased risk for inconsistenciesin
the administration and oversight of thetravel card program; increased risk for
abuseor misuseof thetravel card; and increased risk for higher delinquency rates.

Federd employeeswho havebeenissuedtravel chargecardshavearesponghility
to pay for al charges madewith those cardsand to use the cardsonly for officid
government travel . When cardhol dersfail to make paymentsand when continua
delinquencies causetravel cardsto be suspended or canceled, aFedera agency
isharmed. Employeeswho are unabletotravel because of alossof acard disrupt
an agency’soperations, and employeesin positions of responsibility who have
accrued considerable debt are vulnerable to failing suitability standards or
succumbing to corruptiveinfluences.

Although the guide specifically addresses Federal programs, someagenciesmay
want to examinetheir contractors' travel card programsto determine whether
thereisany potentia impact on the Government, e.g. charge-back of bad debts,
andif so, includetheminreview programs.
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To accessthefollowing reportsand others, pleasevisit the President’s Council
on Integrity and Efficiency (PCI E)/Executive Council on Integrity and Efficiency
(ECIE) Inspection and Eva uation Committee's Directory of Purchaseand
Travel Card Reportsat www.ignet.gov.

|. Officesof Inspector General Reports
Appalachian Regional Commission

Memorandum Survey Report — Review of Credit Card and Travel Charge
Card Use, Report No. 02-18(H), March 11, 2002.

Consumer Product Safety Commission
Travel Charge Card Program, November 27, 2001.

Corporation for National and Community Service

Implementation of the Travel and Transportation Reform Act of 1998:
“Why Haven't Federal Employees Been Held Accountable for Millions of
Dollarsof Federal Travel Expenditures?” May 1, 2001.

Department of Commer ce
Departmental Travel Expenses Need Better Control and Oversight, Report
No. EAD-7129-5-0001, September 1995.

Internal Controlsfor Travel Cards at OAR's Environmental Technology
Laboratory Can Be Srengthened, Report No. BTD-14908-2-0001,
September 30, 2002.

Travel Card Program at National Weather Service Headquarters Needs
Additional Management Controls, Report No. BTD-14972-3-0001,
March 18, 2003.

Department of Defense
Summary of DoD Travel Card Program Audit Coverage, Report No. D-
2002-065, March 18, 2002.
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Department of Education
Audit of Controls Over Government Travel Cards, Report No. ED-OIG/
ACN-A19B0010, March 27, 2002.

Department of Interior
Advisory Report on the Department of the Interior Travel Charge Card,
Report No. 2002-1-0048, September 30, 2002.

Department of Justice
Review of Travel Charge Card Delinquencies, Report No. 1-2001-001,
March 30, 2001.

Travel Card Delinguencies, Report No. 1-2001-008, August 2, 2001.

Department of L abor
Evaluation of the Department of Labor’s Travel Card Program— OCFO
and OASAM, Report No. 2E-07-001-0001, March 26, 2002.

Evaluation of the Department of Labor’s Travel Card Program — Office of
Inspector General, Report No. 2E-09-910-001, March 26, 2002.

Evaluation of the Department of Labor’s Travel Card Program —Pension
and Welfare Benefits Administration, Report No. 2E-12-001-0004,
March 26, 2002.

Evaluation of the Department of Labor’s Travel Card Program — \eterans
Employment and Training Service, Report No. 2E-02-001-0001, March 26,
2002.

Review of Common Problems and Best Practicesin Federal Agencies
Travel Card Programs, Report No. 2E-98-599-0001, November 27, 2002.

Department of Sate
Review of the Domestic Travel Card Program, Report No. AUD-FM-03-
22, March 1, 2003.
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Department of Transportation
Audit of Use of Government Travel Charge Cards, Report No. FI-2003-
049, August 28, 2003.

Department of theTreasury for Tax Administration
Evaluation of the Risks and Costs Related to the Purchase and Control of
Airline Tickets, Report No. 082905, April 1, 1998.

Former Employees Had Accessto Internal Revenue Service Credit Cards
and Computers, Report No. 2000-10-051, April 17, 2000.

The Travel Charge Card Program's Controls Could be Enhanced, Report
No. 2002-10-183, September 23, 2002.

Federal CommunicationsCommission
Report on Special Review of Employee Use of FCC Travel Cards, Report
No. 01-AUD-10-41, March 8, 2002.

Federal Deposit | nsurance Cor poration
FDIC Travel Card Program, Report No. 02-030, August 30, 2002.

Feder al Election Commission
Review of Commission Travel FY 1995, Report No. Ol G-96-02,
March 1, 1996.

Federal Housing Finance Boar d
Audit of the Federal Housing Finance Board Government Travel Card
Program, Report No. 02-A-02-ORM, January 27, 2002.

Federal Reserve Board
Report on the Audit of the Federal Reserve Board's Government Travel
Card Program, Report No. A0011, January 28, 2002.

| nter national TradeCommission
Evaluation of the Commission’s Travel Program, Report No. OlG-AR-03-
02, September 30, 2002.
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National Credit Union Administration
Travel Card Review, Report No. OIG-02-10, September 16, 2002.

National Endowment for theArts
Review of NEA's Internal Controls for Purchase and Travel Card
Expenditures, Specia Review Report No. R-02-02, May 20, 2002.

National L abor RelationsBoard
Audit of Travel and Purchase Cards, Report No. OlG-AMR-36-02-02,
September 13, 2002.

National Science Foundation
Audit of NSF’s Travel Charge Card Program, Report No. 02-2-013,
September 25, 2002.

Office of Personnel M anagement

Report on Audit of Internal Controls Over the Office of Personnel
Management’s Travel Card Program, Report No. 4A-CF-00-01-102,
November 15, 2001.

Final Audit Report of the Office of Personnel Management’s Travel Card
Transactions, Report No. 4A-CF-00-01-103, April 8, 2002.

Peace Cor ps
Audit of Travel Card Program, Report No. |G-02-03-A, September 17,

2002.

Securitiesand Exchange Commission
Travel Management, Report No. 349, August 12, 2002.

Smithsonian I ngtitution
Travel Card Program, Report No. A-01-10, June 28, 2002.
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Social Security Administration
Congressional Response Report, The Social Security Administration’s
SmartPay Program, Report No. A-13-02-22059, November 6, 2001.

Allegations of Inappropriate Pay and Travel Practices at the Philadelphia
Regional Office, Report No. A-13-02-22097, October 8, 2002.

U.S. Agency for Inter national Development
Audit of USAID’s Internal Controls over its Government-Sponsored Travel
Card Program, Report No. 9-000-00-004-P, September 27, 2000.

II. General Accounting Office Reports

Travel Cards. Control Weaknesses Leave Navy Vulnerable to Fraud and
Abuse, Report No. 03-148T, October 8, 2002.

Travel Cards: Control Weaknesses Leave Army Vulnerable to Potential
Fraud and Abuse, Report No. 03-169, October 11, 2002.

Travel Cards. Air Force Management Focus has Reduced Delinquencies
but Improvementsin Controls Are Needed, Report No. 03-298, December
20, 2002.
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