lost or stolen cards 

Before travel, make a record of your travel card account number.

_______-_______-_______-_______

If your card is lost or stolen, report it immediately to the following number:

CONUS:  1-800-472-1424 

Worldwide: 1-800-VISA 911
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PROBLEM REPORTING

For problems with the travel card, do the following:

1. Call Bank of America Card Services: 1-800-472-1424.

2. If you still have a problem, Contact your unit APC.  My APC is ___________________.

3. Finally, raise your concern to the base-level APC, through your unit APC.

The HQ AU Financial Services Office takes great pride in providing YOU the best service possible.  If we fail to provide you such service, PLEASE let us know by filling out a customer feedback form (available in our lobby) or sending an email to finance@maxwell.af.mil

Visit our website for more information:         https://au-fm.maxwell.af.mil/custforms.htm                           http://www.maxwell.af.mil/msd/newcomer/ inproc/ymm.htm
TRAVEL NOTES
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HQ AU/FMF

50 LeMay Plaza

Maxwell AFB, Alabama  36112

Phone (334) 953-3288

Fax (334) 953-5269

DSN 493-3288


HQ AU FINANCIAL

SERVICES

GOVERNMENT TRAVEL CARD
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“Highly Trained and Motivated Financial Leaders Providing Top Quality Customer Service to All of Team Maxwell”

What EVERY TRAVELER NEEDS TO KNOW

This brochure is intended to educate the Maxwell AFB populace on the Bank of America Government Travel Card program.  The travel card program was implemented to allow government employees and military members the freedom and flexibility to spend as needed during official government travel.  This brochure will discuss the limitations and details of the program.

What Can the card be used for?

The government card can only be used for official government travel.  It is mandatory to use the card for airfare, lodging, and rental car expenses, but the card can be used for most TDY associated expenses.  Keep in mind that the card must be paid in full on a monthly basis.

ATM cash advances are authorized in association with TDY expenses.  Withdrawals may not exceed a total of $500.00 per billing cycle.  The banks ATM fee’s associated with the card are 3% or $2.00 (whichever is greater).  These fees can be claimed on the Reimbursable Expenses portion (block 18) of travelers settlement voucher (DD 1351-2).

[image: image3.wmf]Cardholder responsibilities

It is the cardholders responsibility to pay their bill in full every thirty days.  The billing cycle ends the 3rd of each month and bills are typically due the 28th.  The traditional method of payment is to pay by mail.  A second method offered by Bank of America is pay by phone.  This can be done by calling (800) 472-1424 (a $10.00 non-reimbursable fee is associated with this method of payment.)

The most widely recommended way to pay is to select “Split Disbursement” on your travel voucher.  By electing this option, the amount you request in Block 1 of your travel voucher will be sent via EFT to Bank of America and applied to your account.  The remainder of your travel settlement will go to your bank account.  This option eliminates writing a check, postage, and conventional mail system delays.

For Extended TDYs of 45 days or more, the Comptroller Squadron in cooperation with your Units Agency Program Coordinator (APC) have come up with additional options for you to pay your card.

Option 1: Advance Accrual - Split Disburse All allows the traveler to submit an accrual voucher prior to travel and to annotate “ALL” in the split disbursement amount box of the travel voucher.  This will be kept on record and will authorize finance to send ALL accrued travel entitlements to Bank of America every 30 days for the duration of the TDY.  This includes all perdiem and estimated travel expense to the TDY destination. Travelers are reminded to keep receipts for their settlement voucher, which is required upon completion of travel.

Option 2: Advance Accrual - Payment Notification allows the traveler to submit an accrual voucher prior to travel.  This accrual voucher will be kept on record with finance for the duration of the TDY.  Upon notification through any form of communication, the cardholder can authorize finance to send a certain amount of their accrued travel entitlements to Bank of America.  Travelers are reminded to keep all relevant receipts for their settlement voucher, which is required upon completion of travel.  

Option 3: Standard Accrual Voucher process allows the cardholder to fax a travel voucher, along with the front and back of their orders, to finance for payment of accrued travel entitlements. This must be done every 30 days to receive payment.  Travelers are reminded to keep all relevant receipts for their settlement voucher, which is required upon completion of travel. 
Commercial FAX: (334) 953-5269

DSN FAX: 493-5269
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