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September 9, 2003
(UT952/UT953)  

Instruction Memorandum No. UT 2003-091
Expires: 30 September 2004

To:

All Employees

From: 

State Director

Subject:
Reduction of Charge Card Delinquency

Washington Office Instruction Memorandum No. 2003-229, requires States to implement new policy to ensure delinquency rates for the Government MasterCard accounts are reduced to reach a near-zero rate.  To reach this goal all employees and supervisors must adhere to the following policy:


Supervisors/Approving Officials must counsel cardholders with charge card balances that 
are 30 or more days past due, about the necessity of paying their bills on time and 
avoiding future delinquencies.


Employees with accounts which are, 60 days past due, in whole or in part, must provide a 
written explanation of why they have not paid the account in a timely manner and what 
actions are being taken to pay off the past-due account balance.  The explanation from the 
employee must be forwarded through the immediate supervisor to Ray Holmes, (UT952), 
the State Agency/Organization Program Coordinator (A/OPC), within 15 calendar days 
after the delinquent notifications are forwarded to the cardholders.  The letters of 
explanation will be maintained with the monthly delinquency reports.  


Supervisors are required to take disciplinary action for accounts which are, 60 days past 
due, in whole or in part, for a second time which at a minimum must include issuance of 
a Letter of Reprimand.  Further disciplinary action is required if delinquent accounts go 
beyond 60 days for subsequent months or if accounts go beyond 90 days delinquent.  
Supervisors should work with Kris Wilkins, (UT-953), the State Human Resource 
Specialist, to pursue these additional disciplinary actions. A sample Letter of 
Reprimand for delinquent payments can be found on the USO, Acquisition homepage at:  
http://www.utso.ut.blm.gov/admin/credit_cards.htm

Individual Employee Performance Plan and Results Reports must be updated for 
supervisors for FY 2004 to clearly state their responsibility to address charge card 
delinquencies with individual employees.   

In addition, the State Director must approve any future travel vouchers submitted if the travel period ended more than 30 calendar days before submitting the voucher.   The voucher must include a statement from the employee explaining why the voucher was not submitted on time.   

Any action taken, including counseling, must be documented so that supervisors can demonstrate that appropriate action was taken.   As a reminder, cardholders are required to reconcile their accounts within five business days after receipt of their statements.  Ref. to Instruction Memorandum No. UT2003-11, dated November 15, 2002, for additional guidance on reconciling accounts.  Please contact Ray Holmes, Procurement Analyst, at (801)539-4172, or Kris Wilkins, Human Resources Specialist, at (801)539-4194, if you have any questions. 
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