Local Travel Management Plan

Agency/Organization requesting authorization to use GSA SmartPay2 travel charge card for local travel expenses: ______________________________________________________________
Submitting Travel A/OPC Contact Information (must be Level 1): 

Name: ________________________________________________________________

Title: _________________________________________________________________

Email Address: _________________________________________________________

Office Address: _________________________________________________________
                      Phone: ________________________________________________________________

Provide a copy of the proposed agency/organization policy governing the use of the travel card for local travel. At a minimum, this policy shall include the following elements:
1) Which cardholders will be delegated authority to use the card for local travel and how will that be determined?

2) What local travel expenses will be allowed to be charge to the card?

3) How will local travel be defined?

4) How frequently are cardholders to voucher (in view of any applicable eTs voucher fees)?

5) What management controls will be implemented for local travel use of the card and how will the agency/organization conduct effective oversight?

6) What management reports will be required and why?

7) Describe the timeframe for implementation. (Caution: Please consult with your organization’s labor relations staff to determine if this new use of the travel card would be subject to any collective bargaining.)
8) How will employee training be provided on the new card capability?

9) How will the effectiveness of this new capability be measured and fine-tuned over time?

10)  How will misuse of the card in the context of local travel be addressed?

11)  Describe how cardholder questions about local travel policy will be handled.
12)  Outline what coordination will occur with your GSA SmartPay2 travel charge card contractor bank.
-DRAFT-


