                 	Last updated: 3/19/2012
[bookmark: _GoBack]Government Charge Card Do’s and Don’ts

NOTE:  Regardless of the type of authority (purchase, travel, fleet), you are required to annotate, sign, and submit your monthly statement (with receipts attached) to your supervisor for signature, then to Assistant Branch Chief for processing Please see attached instructions for annotating your statement.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Purchase Card
Do:
· limit individual purchase from a given vendor to $3000 (total)
· purchase from required sources (such as GSA) before commercial sources
· request exemption from paying taxes on your purchase using tax exempt number on your card
· use caution when making internet purchases; guard passwords, check unknown vendors with BBB, check shipping/handling fees, know return policy
· keep a log/notebook of all transactions, along with receipts and documentation for submitting with monthly statement

Don’t:
· pay for travel-related expenses
· split a purchase to avoid the $3000 single purchase limit
· charge professional society dues; this is a personal expense
· purchase furniture, except through UNICOR or GSA
· use another employee’s charge card
· pay for shipping charges over $100
· pay for services that require a statement of work
· purchase items from online auction sites such as eBay
· set up a PayPal account using the government charge card
· purchase firearms or weapons
· purchase major telecommunications systems, such as PBX
· charge long-term rental or lease of buildings (12 months or more)
· pay for repairs for GSA vehicles
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Travel Card
Do:
· use only for official travel expenses while in “travel status” (i.e., not local travel)
· pay for all airfare, hotels and vehicle rentals
· pay for other travel expenses when possible, such as taxis, tolls, baggage fees, fuel for rental car, etc.
· request exemption from paying taxes on your purchase using tax exempt number on your card
· if desired, withdraw cash for trip from an ATM (no more than 5 days before travel; no more than anticipated out-of-pocket travel expenses)
· pay amount due, if any, by due date

Don’t:
· pay for meals (although it is allowable according to charge card policy, the Branch advises against it because of complications at voucher time)
· pay for personal hotel extras, such as pay-per-view movies, room service, etc.
· pay for travel expenses for someone else, including fuel for another traveler’s rental car
· pay for fuel for a privately owned vehicle
· arrange transportation, lodging or car rental through websites other than GovTrip, except to confirm a room being held as part of a block or a conference hotel
· pay for local travel expenses, such as taxi, parking, metro, or tolls when not in “travel status”
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Fleet Card
Do:
· pay for fuel, service and repairs for a government vehicle only

Don’t:
· pay for anything other than fuel, service and repairs for a government vehicle only
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
