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Travel Card Delinquency Fact Sheet
This fact sheet has been developed as a reference guide on travel card related delinquency issues to help APCs, commanders, supervisors, and cardholders better understand this area of the program.  The fact sheet is divided into the following:

I.    The Delinquency Formula

II.   Factors Contributing to Travel Card Delinquency

III.   Travel Voucher Settlement Submission

IV.  Checking on Travel Voucher Settlement Status

V.  Actions to Avoid or Eliminate Delinquency

VI.  Terms / Definitions

I.  The Delinquency Formula

Army has set a goal of not more than 4% of accounts delinquent that is calculated by the following formula: 

Number Of Delinquent Accounts 60 Days After Billing Cycle

Total Number Of Active Accounts

Number Of Delinquent Accounts 60 Days Since Billing Cycle.  Total number of delinquent accounts (taken from the Bank of America monthly Aging Analysis Report*) that are 60 days delinquent after the end of the billing cycle.  For reporting purposes, the total number of accounts in the 60 thru 180 days aged category is considered delinquent.  Accounts over 180 days old are written off.

Total Number of Active Accounts.  Total number of accounts (taken from the Bank of America monthly Aging Analysis Report*) that has had a transaction posted to it during a billing cycle.  This includes a billing cycle where a fee (e.g. $29 late fee, $20 expedite fee, or $10 pay-by-phone fee) has been posted even though no direct travel related charges have been incurred.  It is the total number of active accounts in each aging category from current status up to180 days after the end of the billing cycle.

*Note:  the delinquency rate cannot be calculated without this report due to the fact that Active Current Accounts (part of denominator) data is only available in this monthly report

II.  Factors Contributing to Travel Card Delinquency

The following, while not all-inclusive, are some factors that may contribute to an individual travel card delinquency:

· Travel card billing statement is not paid or not paid by due date

· Travel settlement vouchers are not submitted timely upon completion of travel, resulting in late reimbursements to pay travel card billing statements

· Interim settlement vouchers are not being filed every 30 days for those on extended TDY

· Travel settlements that go directly to a personal bank account are used for other purposes (e.g. spouse may write checks not knowing it is to be used to pay travel card bill)

· Misuse of travel card and poor debt management

· No fear of repercussion (i.e. disciplinary action) by commanders/supervisors for misuse or delinquency

· Commander/supervisor unaware of cardholder delinquency status, therefore no action is taken or follow up done to resolve delinquent account

· Delinquent accounts are transferred into the command.

· Delinquent accounts of the losing command are not being picked up timely by gaining command

· Billing statements or payments are received late due to mail delays, particularly in overseas areas

· Processing delays by DFAS-IN, despite timely submission by traveler (e.g. DFAS backlog , lost, or misplaced voucher, etc.)
III.  Travel Settlement Voucher Submission
Travel settlement vouchers should be submitted within 5 days after completion of travel.  Timely submission of travel vouchers should allow ample time for travelers to receive reimbursement from DFAS-IN in order to make timely payments to the bank to settle their travel card accounts.  Travelers on extended TDY should file interim vouchers every 30 days.  Another option to consider when submitting travel settlement vouchers is to elect the “split disbursement” option as the payment method.  This allows DFAS-IN to make payment of an amount, designated by the traveler, directly to the bank, thus relieving the traveler of having to make a separate payment to the bank.  

There are three methods to submit a travel settlement voucher to DFAS-IN:

1.  Regular mail (by either USPS or FedEx) to:  


Defense Finance and Accounting Service - Indianapolis Center

Travel Operations - Indianapolis

Dept 3777

Indianapolis, IN  46249-3777

2.  Fax - vouchers and supporting documents can be faxed to DSN (699) or commercial (317) 510 - to any of the following extensions 5551, 4143, 4053, 4124, 4351, or 6213.  DFAS-IN is developing a mechanism which will provide the sender a confirmation that a faxed settlement package has been received.  

3.  Email - scanned vouchers and supporting documents (preferably in the .pdf format) can be emailed to travelopns@dfas.mil.  However, only one settlement claim per email is permitted.

Travelers can call DFAS-IN (1-888-332-7366) to check on the receipt status of their voucher.  

IV.  Travel Settlement Voucher Status
When DFAS-IN initially assumed travel processing functions in summer of 2001, there was a backlog in processing settlement vouchers.  Since then, DFAS-IN has improved and there have been only isolated instances reported by Army activities, citing an abnormal delay in processing settlement vouchers.  DFAS-IN standard turn around time is 7 business days from time of voucher receipt till disbursement.  Based on a DFAS travel settlement report, for the period of Oct 01 thru Apr 02, average processing time by DFAS-IN for approximately 1,800 travel settlements was 5 days.

Although there is no automated mechanism, as yet, for DFAS-IN to confirm that they have received a travel settlement package, one way to check physical receipt by DFAS-IN is to call their customer service number (1-888-332-7366).  Also, if the settlement claim and supporting documents are sent via email, DFAS-IN has stated that they will acknowledge receipt.  In addition, if the "return receipt" feature in MS Outlook is activated, a sender should get a "systems delivered" message, indicating that the email was delivered to the DFAS-IN file server.  DFAS-IN is also developing a mechanism which will provide the sender a confirmation that a faxed settlement package has been received.  

Provided below are several websites to view or obtain a copy of the travel settlement voucher after processing by DFAS-IN.  Use of AKO and E/MSS will require the user to obtain a userid and password to access information.

DFAS-IN travel website -  https://dfas4dod.dfas.mil/centers/dfasin.travpay/submission.html
Army Knowledge On-line (AKO) – https://www.us.army.mil/portal/portal_home.html


Employee / Member Self Service (E/MSS) – http://emss.dfas.mil/emss.htm
V.  Actions to Avoid or Eliminate Delinquency

· Pay your entire travel card bill promptly before the due date.  This includes mailing it in sufficient time for the payment to be posted by Bank of America to your account.


· File a timely travel settlement voucher (within 5 business days) upon completion of travel.  Follow-up with appropriate personnel in all stages of the approval/review process to ensure timeliness of submission.  Refer to the three methods to submit a voucher in section III.

· Elect the split disbursement option as the payment method.  Ensure the appropriate block on the DD Form 1351-2 is marked and that a specific monetary amount to be sent to Bank of America is designated.  Failure to designate a monetary amount will cause the entire reimbursement to go directly to your personal bank account instead of Bank of America.  

· If payment by electronic funds transfer (EFT) or payment by check is selected as the payment option on the travel settlement voucher, advise account holders that funds deposited are intended to pay for government travel card expenses and not a “surprise refund or credit.”

· Check the status of your travel settlement (refer to section IV above).  DFAS standard turnaround time to process settlement vouchers is 7 business days.  This includes computation to disbursement.  Follow-up if reimbursement in not received 7 business days after the travel voucher has been submitted.

· If on extended TDY, file interim travel settlements every 30 days.  If necessary, take pre-made travel settlement vouchers and select the split disbursement option as the payment method to have payment sent directly to Bank of America. 

· Government travel card should be used only during official government travel 
(i.e. TDY).  Do not use the card while on leave status (e.g. after a TDY).

· Charges incurred should only be made for travel related expenses of the account holder of record.  Do not incur charges for anyone else.

· Charges incurred should be for expenses authorized on the travel orders and for items that are reimbursable when settling a travel voucher.

· If payment of the entire delinquent amount is a financial hardship, sign up for the Reduced Payment Plan.  Your delinquent balance will be eliminated over time when the agreed upon payment between you and the bank is made each month.

· As a last resort, your delinquent balance will be placed in the salary offset program.  A maximum of 15% of net pay will be garnished until the delinquent amount is paid in full.  Contact your APC if you are having problems with your travel card account, especially if you are unable to resolve them with the bank.  Your APC may be able to provide assistance.
· The Department of Defense Financial Management Regulation (DODFMR), 
Volume 9, Chapter 3 exempts an “infrequent traveler” from mandatory government travel card use.  An infrequent traveler is defined as a military member or employee who travels two or less times per year.  If you are an infrequent traveler, you are authorized to obtain a travel advance and/or may use personal credit cards for official government travel expenses.

· If you know in advance that you are being deployed to an area or on a mission that will prohibit you from receiving prompt reimbursements to make timely payment towards your travel card account, then seek alternative sources of funding such as a travel advance or use of personal credit cards.  The DODFMR Volume 9 is being revised to include a new exemption from mandatory government travel card use for military members who are deployed to remote areas or on missions that prohibit timely settlement of their travel card accounts.

VI.  Definitions/Terms

Active Account.  An account that has transaction activity posted to it during a billing cycle.  This includes the posting of fees (e.g. $29 late fee, $20 expedite fee, or $10 pay-by-phone fee), even though no other travel related charges are incurred in the billing cycle.

Activity Program Coordinator (APC).  An individual designated as the coordinator for a specific organization who is responsible for day-to-day management and all aspects of the travel card program.  An APC designation is done in writing by completing the required Bank of America forms.  APCs have EAGLS access and are the only ones authorized to perform transactions on behalf of their cardholders.

Aging Analysis Report.  A monthly report provided by BOA that summarizes travel card delinquency from the hierarchy level (HL) 3 down to the HL5 level (or lower).  This report only contains summary information.  Hence no specific details (i.e. name of delinquent account) are provided.

Billing Cycle.  A 30-day period which transaction activity is posted.  The Army billing cycle runs from the 12th of the month thru the 11th of the subsequent month.  For example, April 12th thru May 11th would constitute the May billing cycle.  To illustrate:
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Cardholder goes TDY from 1 Apr thru 15 Apr.
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(Army cycle close)
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(for simplicity)
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11 May 

–

30 days since billing

11 June 

–

60 days since billing

11 July 

–

90 days since billing

11 Aug 

–

120 days since billing

11 Sep 

–
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Cancelled Account.  An account is cancelled when the balance due is not paid within 120 days after the billing cycle date.  

Charged Off Account.  An account is charged off when balance due is not paid within 210 days after the billing cycle date.  All associated fees drop off and account no longer appears on the Aging or Delinquency Report.

Closed Account.  An account that is closed to all transaction activity.  An account can be closed by the bank, APC, or cardholder for “whatever” reason (i.e. separation from service) other than delinquency.

DFAS-IN.  Travel settlement vouchers are sent to and processed by the Defense Finance and Accounting Service – Indianapolis.  The standard turn around time for processing travel vouchers is 7 business days.

Delinquent Account.  An account whose balance is not paid in full by the due date.  For reporting purposes, a delinquent account is one that is 60 days past due after the end of the billing cycle.  Accordingly, only those accounts in the 60 to 180 days aged category are counted as delinquent for reporting purposes.  

Delinquency Report.  An on-demand delinquency report that is run by an APC in EAGLS.  This report, unlike the Aging Analysis Report, provides detailed delinquency data such as cardholder name, organization, outstanding balance summary by aging category, etc.

Department of Defense Financial Management Regulation (DODFMR).   Volume 9, chapter 3 of the DODFMR contains government travel card program guidance. 

Electronic Account Government Ledger System (EAGLS).  Bank of America’s secure, web-based system designed to give APCs 24-hour access to account information, reports, etc.  An APC must apply for access using the required BOA form.

Hierarchy Level (HL) .  An account level in the travel card program structure.   Account structures vary by command, but are basically structured as follows:

HL1 - GSA

HL2 - DOD

HL3 - MACOM

HL4 - Installation

HL5 – Unit

HL6 – HL8 (optional)

Inactive Account.  An account that has not had any transaction activity posted to it during a billing cycle.

Infrequent Traveler.  Defined in the DODFMR volume 9, chapter 3 as a military member or employee who travels two or less times per year.  Infrequent travelers are exempt from mandatory government travel card use.

Transaction Activity.  Any charges, payments, credits, or fees (i.e. late fee) posted to an account during a billing cycle.

Salary Offset.  Involuntary program where a cardholder’s pay is garnished via automatic payroll deductions by DFAS.  At 90 days past due, cardholder receives notification of pending salary offset action and options available to them.   If payment is not made within 30 days or if no arrangements are made between the cardholder and bank, salary offset begins after the 120-day mark.  Accounts remain in the 180-day aging category until three consecutive payments are made to prevent the account from charging off.  After three consecutive payments are made, the account is re-aged to current and at this point is removed from both Aging and Delinquency Reports.  

Reduced Payment Plan (formerly know as Fixed Payment Plan).  Voluntary program. Available at 90 days past billing where a written agreement is entered into between the bank and cardholder.   Account is re-aged to current after the cardholder makes three consecutive payments and at this point is removed from both Aging and Delinquency Reports.  Failure to make the first three payments and subsequent payments as outlined in the agreement will cause the account to roll into salary offset.  
Suspended Account.  An account that is suspended if payment has not been received 61 calendar days after the closing date on the statement in which the charge appeared.  No charges can be made when an account is suspended.  
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