INTRODUCTION:
An Agency/Organization Program Coordinator (A/OPC) is an individual designated by their office to perform administration within the limits of delegated authority to manage the Travel Card program for their organization.  The A/OPC has overall responsibility for the Travel Card program within their organization.  The A/OPC generally serves as the focal point for answering questions, coordination of applications, issuance and destruction of cards, establishment and review of reports, administrative training and is the liaison between cardholders, Travel Card Program Manager, Citibank and GSA. The A/OPC is authorized to request that Ciitbank establish new accounts.  The A/OPC oversees the Travel Card program for their organization.
A/OPC RESPONSIBILITIES:
· Maintain a general knowledge and understanding of the applicable Government travel regulations and their organization’s policies and procedures regarding official Government travel and authorized purchases using the contractor issued Government charge card.

· Keeping Under Secretaries, Assistant Secretaries, Deputy Assistant Secretaries, or Other Key Officials in Central Office, and VISN Director, area directors, or field facility directors informed of the status of all Government contractor-issued charge card accounts issued to employees assigned to their organizational elements.
· Notify the cardholder when their account is 30 days past due.  Supervisors need to be copied on this and all email related to the travel card.  This keeps the supervisor aware of any impending problems that may arise in the future.

· When misuse or abuse is suspected on the card the A/OPC will notify the employee’s supervisor immediately.  Have all documentation ready for presentation to the supervisor.  Documentation should include copies of past statements which can be obtained in CitiDirect.  If the employee is trying to use the card and the card is declining it’s because the merchant code is blocked, you will need the Declined Authorization Report (TBR00370).  If the employee is taking cash advances with no travel involved, you need to provide a copy of the Account Cash Advance (TBR00320).  These reports are provided to you monthly by CERS.  
· Communicate program information to cardholders within your purview.

· Maintain a list of all accounts under your purview, including traveler names, address, email addresses, organization defined identification numbers, accounts number and telephone numbers.  

· Notify Citibank 45 days prior to the expiration date of accounts which are not to be renewed or reissued (Forecast of Reissue Report – TBR230)
· Review monthly reports.

· A/OPC has the authority to suspend or cancel a travel card should misuse or abuse be suspected.

· A/OPC has the authority to lower the card limit to $1 when cardholders are not in travel status.

· A/OPC is responsible for preparing the offset letter to an employee, should the need arise.

· A/OPC is responsible for keeping Citibank information current, such as an address change or hierarchy change.

· A/OPC is responsible for forwarding Reinstatement requests to the Travel Card Program Manager in Central Office.
ACCOUNT SETUP AND MAINTENANCE:
All travel cards are set-up with a $5,000 monthly travel limit and a $400 weekly cash advance limit.  These are pre-set limits.  Should an employee need a higher limit you can call the Travel Card Program Manager on 202-273-5524.

All Citibank forms can be found on the VALOCITI web site: http://www.va.gov/ofinop/valociti/  

Citibank issues travel cards to designated Government travelers upon request.  Individual cards will be established based on the organization requirement.  Individual billed accounts will be established without prior creditworthiness checks.

When you are requested to set up a new account you must have the employee complete the information in Section IV and sign the form in Section VI on the CITIBANK GOVERNMENT TRAVEL CARD (INDIVIDUALLY BILLED ACCOUNT) SET UP FORM.  The A/OPC must complete Section II - Hierarchy Reporting Parameters.  Section III, check - Government Standard.  Do not complete Section V.  Please sign your name in Section VII.  Validate all information on the set up form.

Fax the set up form to 605-357-2092.  
If this is a rush application, fax it to:  904-954-7700.  On the fax sheet, indicate this is to be FEDEXED OVERNIGHT.  Put the following information on the fax sheet:

Department of Veterans Affairs

Your name and office symbol

810 Vermont Avenue NW

Washington, DC  20005

Only use the FEDEX if it is an emergency.  A rush order takes around 4 days. A new application takes approximately 2 weeks to process and receive the card.  
TRAVEL CARD TRAINING FOR EMPLOYEES: 
You can give the employee who is applying for the travel charge card this website to visit http://apps.fss.gsa.gov/webtraining/trainingdocs/traveltraining
This is a web based travel card training course presented by GSA.  It explains the proper use of the travel charge card.  There is a quiz at the end and the computer generates a ‘certificate’.  You can ask your new employees to fulfill this training and keep the certificate with their application.  Should a problem arise in the future and the employee said they were never told the basics of using the travel card, you have proof that he was given training on proper card usage.

REPORTS:
The A/OPC receives monthly reports either on-line or paper from Citibank.  These reports assist in monitoring delinquencies.  You have access to information on all purchases made by travel charge cardholders. 

Reports are accessed through CERS  https://www.electrpts.cards.citidirect.com 

You will be notified by email each month when your report is ready to be viewed.

This eliminates storing paper reports and reduces the delivery time of the reports.

OFFSET PROCESS:
The Offset Process is the process by which Citibank can recoup funds owed to them by the card holder when the cardholder fails to pay their debt to Citibank.  VA can only offset what has been reimbursed to the cardholder. You will receive an email from Citibank requesting offset begin on an employee.  This occurs after an employee hasn’t paid their bill in over 120 days.  You must provide the following information to the employee and the supervisor:

Copy of the Email from Citibank requesting offset


Letter to the employee - found on VALOCITI
A copy of the OF Bulletin 01GC1.03 COLLECTION OF UNDISPUTED DELINQUENT AMOUNTS OWED TO THE CONTRACTOR ISSUING THE INDIVIDUALLY BILLED TRAVEL CARD - found on VALOCITI
Copies of past statements – found in CitiDirect

Direct Deposit form FMS2231 –found on www.fms.treas.gov , scroll   to FORMS 
The letter is to be signed by the Chief Fiscal Officer in the field.  In Central Office it will be signed by the Assoc. Deputy Assistant Secretary for Financial Operations (Room 482).

The A/OPC is responsible for tracking this package and assuring that it gets to Payroll within 45 days after receipt by the employee.

This information is sensitive and personal.  You need to work with the employee’s supervisor, not the employee.

REINSTATEMENT PROCESS:


The employee had a travel card, but lost the card privileges due to non-payment, misuse/abuse, or paying with non-sufficient funds.  They can request Citibank review their account for reinstatement.

The employee must write a letter to Citibank explaining why their card privileges were revoked, and what steps they intend to take to assure that this will not happen again.


The letter is forwarded to the A/OPC who in turn forwards it to the Travel Card Program Manager in Central Office.  This Office reviews the request and forwards it to Citibank, Risk Management Division for reinstatement consideration.  Once Citibank makes their determination, the Travel Card Program Manager is notified and relates the information back to the A/OPC.   Cards are reinstated at a limit of $2,500.  
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