









MEMORANDUM FOR:	All J.P. Morgan Chase (JPMC) Government Travel Cardholders

FROM:     			Jon P. Alexander
				Director, Finance Office/Comptroller

SUBJECT:          		Travel Advisory 11-3
				Renewing JPMC Government Travel Cards 
The purpose of this advisory is to inform employees who have a JPMC government travel card that their card will be expiring soon, and to advise employees on the importance of updating their JPMC personal profile information to ensure receipt of their new card.  Travel cards issued in Fiscal Year (FY) 2008 during the transition from CitiBank to JPMC are the first round of cards that are due to expire soon.  As a cardholder you will need to check the expiration date on your travel card and if you do not receive your new card by the expiration date, contact your servicing Agency Organization Program Coordinator (AOPC) listed at the end of this advisory.  Please note, your new card will come in a plain white envelope and can easily be mistaken as junk mail.  When you receive your new travel card,  you need to activate it right away and shred your old card.  If you do not activate the card, it will be canceld and you will have to reapply for a new card.  As a reminder, you will need to contact vendors who retain your credit card information that your travel cards has a new expiration date in order to charge future expenses.
You are strongly encouraged to access JPMC’s automated on-line PaymentNet system to view your personal profile information, such as your e-mail address, phone numbers, and most importantly, your home address.  If your home address is incorrect when JPMC reissues your card, your new card will be returned to JPMC and will not automatically be reissued until you contact JPMC directly and provide them with your new address.
If you discover that your mailing address is incorrect, please call JPMC at 1-888-297-0781 and update it before the 10th of the month prior to your card expiring.  For instance, if your card expires May 2011, all updates must be made by April 10th, otherwise you risk not receiving your new card.
You can access PaymentNet from our website http://www.corporateservices.noaa.gov/~finance/JPMC.html which also contains instructions on how to access the site.  Please note that you can utilize the PaymentNet system to view your account transactions, dispute charges, access account statements, as well as pay your travel card bill.  You may contact JPMC’s customer service at (888) 297-0781 if you need to:
· obtain a PaymentNet User ID, 
· reset your Pass Phrase, 
· forgot your User ID or Pass Phrase, or 
· update your account profile information. 
You must exercise the same care and responsibility for the security of the card and account number as you would with a personal charge card.  In order to keep your card secure and possibly prevent fraud, you must not allow a secretary, administrative or executive officer, or supervisor, to store the card. You must exercise caution and care when giving the account number to another employee to make travel arrangements on your behalf.
Please review general rules of the travel card below:
· You are required to use the travel card if you travel on official business more than five times a year. Using the travel card is optional if you travel on official business less frequently.
· Use of your card is limited to expenses incurred incident to officially-authorized government travel. These expenses include meals, lodging, rental cars, gas, and cash advances limited to 80% of the estimated cash expenses on the travel authorization from the automated teller machines (ATM). Although the preferred method to obtain common carrier transportation is through a Centrally-Billed Account (CBA) managed by ADTRAV, the travel card may be used, when necessary.
· Use of your card at or in the vicinity of your official duty station or residence is strictly prohibited.  Personal and family member use of the card and purchases made in retail stores are also strictly prohibited.  You are personally liable for all charges which have been incurred on your travel card, regardless of whether or not you’ve been reimbursed for the charges by NOAA, and regardless of whether the charges exceed the amount reimbursable under travel regulations. To ensure you receive reimbursement in time to repay JPMC, you must prepare and submit your travel voucher to your servicing finance office within 5 days of completing a trip. Approving officials must promptly review and approve travel vouchers to ensure they are submitted within the required 5 days.  In most cases, when vouchers are submitted to the servicing finance office in a timely manner, employees will be reimbursed for their expenses before payment is due to JPMC. You must pay your bill in full when you receive it, but no later than 25 calendar days from the closing date on the statement.  In addition, upon written request from JPMC, your servicing WFMO may collect from your disposable pay any undisputed delinquent amounts that you owe JPMC.  For additional information, please review JPMC’s “Travel Cardholder Agreement” which accompanies the travel card when it’s issued: http://www.corporateservices.noaa.gov/~finance/JPMC.IB%20Agreement.pdf.
· If you become delinquent or use your JPMC government travel card for non-official purposes, your supervisor, in conjunction with your servicing Workforce Management Office (WFMO), may take appropriate disciplinary action(s) in accordance with Department Administrative Order (DAO) 202-751.  Penalties range from written reprimand or suspension to removal from your job.  For more information on disciplinary actions, see Department Administrative Order (DAO) 202-751: http://www.corporateservices.noaa.gov/~finance/JPMC.misconduct.pdf.
At the discretion of your supervisor, the AOPC or JPMC, your travel card can be revoked at any time for any of the infractions listed above.  Travel cards that are canceled or revoked are generally not reinstated.  For additional information on the proper use of the travel card, please review “Travel Card Do’s and Don’ts” http://www.corporateservices.noaa.gov/~finance/JPMC.do-dont.pdf .  If you have any questions regarding this travel advisory, please contact your servicing AOPC:
NWS employees contact Yvette.Garnett-Singleton@noaa.gov 301-713-0720 x112;
NMFS employees contact Marlena.Bowman@noaa.gov 301-713-1364 x194
All other line office employees contact Jessica.hammond@noaa.gov 301-444-2109

