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This bulletin announces the USDA mandated
annual travel card training for card holders,
supervisors, and program managers. This
training must be completed by March 31, 2012
for FY 2012.




A. Authority

Office of Management and Budget Circular No. A-123, Internal Controls, Appendix B,
Improving the Management of Government Charge Card Programs, Chapter 3.

Department of Agriculture (USDA) Regulation 2300-001, USDA Travel Card. Regulation
Section 6. (8).

Research, Education, and Economics (REE) Policy and Procedures 342.4, Use and Management
of the Travel Charge Card, Section 8.

B. Policy and Applicability

USDA policy requires annual training for current travel card holders, supervisors and the Agency
Office Program Coordinator (A/OPC). All REE employees in any of these categories must
complete travel card policy training using USDA’s AgLearn system. The training for current
card holders, supervisors, and A/OPCs must be completed by March 31, 2012.

Employees that are required to take the training and do not complete it by the March 31, 2012,
deadline may lose card privileges and may not be eligible for a monetary advance to fund travel.

C. Procedures

The fiscal year 2012 USDA travel card policy training is available on AgLearn. USDA,
through AgLearn, will record successful completion of the training.

e All current cardholders, supervisors, and A/OPCs must take this training by
March 31, 2012.

e Training is located on the AgLearn site. Cardholders, supervisors, and A/OPCs must
have access to AgLearn to take this training. See Attachment 1 for instructions on
taking this training or access the training directly at
https://aglearn.usda.gov/plateau/user/deeplink.do?linkld=ITEM DETAILS&componentID=0CF
0%2dTravelCard&componentTypelD=Web+Based&revisionDate=1267543440000. Please note
that even though the training slide states “FY 2010 Version”, the training is valid for FY
2012.

e New applicants (those who do not currently have a card) must take the training through
AgLearn and provide a copy of the completion certificate and a Government Travel
Card Program Individually Billed Account Acknowledgment & Acceptance Statement
(Attachment 1) to their A/OPC with their travel card application.

e Current cardholders must take the training through AgLearn and provide a copy of the
completion certificate and a Government Travel Card Program Individually Billed
Account Acknowledgment & Acceptance Statement (Attachment 1) to their A/OPC
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e New applicants and current cardholders without access to AgLearn may take the training
in a hardcopy form by contacting their A/OPC and providing a justification of why they
cannot use the AgLearn format.

o A certificate of completion is available through the employee’s Learning History page on
AgLearn.

D. Questions

Please contact your A/OPC (see attachment 3) with questions.

/sl

ROBERT H. MAGILL
Acting Director
Financial Management Division



Attachment 1

THE DEPARTMENT OF AGRICULTURE (USDA)
GOVERNMENT TRAVEL CARD PROGRAM
INDIVIDUALLY BILLED ACCOUNT
ACKNOWLEDGMENT & ACCEPTANCE STATEMENT

1. The Government Travel Card Program provides travelers with a means of financing their official travel expenses without
obtaining costly travel advances or using their own funds. Only official Government expenses incurred because of temporary
duty travel may be charge to the travel charge card. Expenses include meals, lodging, rental car, transportation tickets, and any
other authorized travel related expenses for which the use of the travel card is allowable under DR2300-001, Travel Card
Regulations. Travelers are directed to use the travel charge card whenever and wherever practical for all these expenses prior to
the use of an automatic teller machine (ATM). ATM use is available for limited cash advance amounts where use of the travel
charge card is impractical.

2. Use of the travel charge card for any other purpose than official Government travel business is NOT AUTHORIZED and is
considered misuse of the travel charge card program. Delinquency in payment of the monthly travel card billing is considered
card abuse. The frequent issuance of Non-Sufficient Fund checks to repay the contractor is also considered a form of travel card
abuse. Card misuse and abuse may be subject to disciplinary actions under the appropriate agency and civilian personnel
regulations including disciplinary and adverse action up to and including removal from Federal Service.

3. The USDA Zero Tolerance Policy strictly prohibits the following use of the card:
a. Unauthorized charges not associated with official travel.

(1) Personal and family member use of the card is forbidden.
(2) Use or the card for activities listed in Section 7b(7) and (8) of the USDA Government Travel Card Guidance are
forbidden.
b. Use of the card while not on official travel status, except for cash withdrawals from an automated teller machine within 3 to
5 days before travel begins, is forbidden.
c. Shared use of the card with another employee for official travel purposes. Shared used includes placing charges for another
traveler, including group meals, on your card.
Account delinquency beyond a 30-day period.
Failure to use the card while on travel.
Failure to pay accounts with sufficient funds.
Failure to use Government issued voucher reimbursements to repay travel expenses
Excessive cash advances, or cash advances not commensurate with official travel.
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Cardholders are responsible for reading and familiarizing themselves with the contents of the bank’s cardholder agreement, the
USDA Travel Card Regulation 2300-001 and agency specific policies regarding the use of the card. Questions concerning the
card should be addressed to the local or primary travel card coordinator.

4. | hereby acknowledge that | have read and understand the above policy. | agree to the terms of the vendor’s agreement and to
abide by the USDA Travel Card Regulation 2300-001 and the USDA Zero Tolerance Policy.

SIGNATURE OF CARDHOLDER
(SIGN/DATE)

5. The application for the above to participate in the Travel Card Program is recommended for approval.

SIGNATURE OF IMMEDIATE SUPERVISOR
(SIGN/DATE)



Attachment 2

FY 2012 Travel Card Training
Instructions

USDA AglLearn System
Required for Cardholders,

Supervisors and Agency/Office Program
Coordinators



1. Logon to AgLearn (http://www.aglearn.usda.gov/) and click on Login.

Chris Smith, CIO for USDA
Talks about the new features, benefits, and
enhancements of the AgLearn+ system.

e Fodidst m&-q
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2. Using e-Authentication (User 1D and password or LincPass), log on to the system.

USDA united States Department ot Agriculture
Z USDA eAuthentication

Home : #bout eAuthentication! Help  ContactUs { Find an LRA
- ]
| Quick Links

b What is an account?
b Create an account
b Update your

Administrator Links ﬂlser : | \

b L I Registration Forgot your User ID?
Authority Login

Password:

Forgot your Password?
Change My Password

Login

ffogin with my USDA Employee LincPass
Login with my LincPass

3. Inthe Search Catalog field enter “USDA Travel Card Training” then click the search

2, jcon.

Administrator Role > Welcome < [sﬁrch Catalog USDA Travel Card Tra| @, ]
aglearn-



4. Click the “Launch Content” button next to the “USDA Travel Card Training” with the
online item ¥ icon.

Search Results
Enter Keywords to search Item, Curriculum title and Description fields'

Keywaords:|UspaTravel Card Training N | I ExactPhrase

¥ Curricula ™ Instructor-led ™ Online ™ Blended W Other (Sele

Search

Catalog Search Results
Title & Status Action
REE Travel Policy Training & Add to To-Do List

7]

REE Travel Card Training Request Schedule

Add to To-Da List

r
USDA Travel Card Training = Add to To-Da List

0.00 Launch content
{UsD)

USDA Travel Card Training a

5. On the Online Content Structure page, click on the “USDA Travel Card Training” text
to begin the training.

Online Content Structure @ Help
USDA Travel Card Training

Web Based OCFO-TravelCard

Revision: 1 -3/2/2010 10:24 AM America/Mew York

‘Online Content Structure
The sub-objects need to be completed in se al order
Content Structure Status, Completion Date

[ USDA Travel Card Training
[ Travel Card Exam



6. The training is a series of PowerPoint slides. A window will open with the slide show.
You may expand the slide window by clicking on the full window button on the upper

right of the new window. Review the slides at your own pace. Use the page down and
page up key on your keyboard as you wish to navigate through the slides. The
Department will be updating the slide to reflect FY 2012. It is fine to take the training while
the slide says FY 2010, the training is still valid.

aglearn

1k, g/ FOCFO-TravelCard/USDA_TRAVEL CARD Training 2010.p.
@[ /0 Y ] oefex G- Ao | H [0

Travel Card Program

Annual Travel Policy Training
FY 2010 Version

< Unknown Zone | Pratected Mode: O

7. When the slides no longer advance, you are at the end of the program. Close the slide
show by clicking on the red X at the upper right hand corner of the window.

E) d OFO-TravelCard/USDN, TRAVEL CARD Training 2010, - Windaows Internat Explocer [ @
Fle Edt GoTo Favesites Help

¢ Favorites | 8 Free Hotmal 8 Suggested Sites =
5o B - 2 i v Page™ Safety™ Took™ @~ i 0
SEB0 + 14 p1a k3 | e w999 - | g colaborater #sign- H 1

Just a Reminder
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8. Click on the button titled “Return to Content Structure.”

ag_learn A

My Tmployees Catalog

Online Content Structure & Help

USUA Travel Card Training
Wed Based DUFD-TravelCard
Bevision: 1 122000 10:28 AM Aemerica/ew York

Retumn to Content Mructure

9. You will be returned to the Online Content Structure page. Click on “Travel Card
Exam”.

a&learn +

Online Content Structure

USDA Travel Card Trabning

Web Dased OCPO-TravelCard

Hevigion: 1+ 373/ 0000 D024 AM Americaibew York

Oniing Content Structurs

The mib-objec iz need to b+ conpleted in

Cantans Stnture At Camplation Date

BE5/2001 G321 PM Americalbew York

10. A new window will open. The exam will display. You may expand the window by
clicking on the full window icon at the upper right hand side of the new window.

cglearn+

Exom: OCFO-TravelCardExam  Grade

Question 1 of 10

May | use my travel card to pay for my
feas?

o Yes

© No

Once you check your answers, you cannot change them.
Creck dngees

" Trusted sites | Protected Mode: Off
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11. Answer each question by choosing one of the radio buttons next to the choice that best
answers the question. To progress to the next slide, click on the “Next”.

| @ ntips://aglearn.usda.gov/?studentComponentlD=5856955&modulelD=82713 - Plateau Exams - ... E

xam: OCFO-TravelCardExam | Grade Close | Help

Question 1 of 10 @

May | use my travel card to pay for my training or conference registration
fees?

Once you check your answers, you cannot change them.
Check Answers

Done /' Trusted sites | Protected Mode: Off o v ®100% ~

12. After completing all questions, you will be prompted to grade the test. Select the “Yes”
button.

T
af & https://aglearn.usda.gov/?studentComponentlD=5856955&modulelD=82713 - Plateau Exams - E@

n N [ |
earn Exam
A
=
sty
Grade the Exam
Are you sure you want to grade the exam now?
Yes| | Mo

13. Your score will display. You may now exit by selecting the “Close” button. Please note
that there is no exam certificate provided on thi €.

AT
pai @ hitps//aglearn.usda.gov/ - Grade the Exam - Windows InteW E@
Ajon / ~
Exam: OCFO-TravelCardExam @ Help

stri

Exam Completed Exam Review: Display Question List

& Congratulations! you have PASSED

Exam Summary:

Your points: 10.00 Questions Answered: 10/10
Points Needed to Pass: 7.00 Correct: 10
Percent Needed to Pass: 70 (%) Incorrect: 0
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14. After selecting close, select the “Return to Content Structure” button on the next page.

cgearn A

My Employess. Catalog

Online Content Structure 8 Help

USDA Travel Card Training
Web Based OCFO- TraveiCard
Bevision: 1 122000 10:28 AM Aemerica/ew York

Rtun ta Content Waucture

15. Click the “Home” tab.

|

0\8!?9?’.‘..75

My Employees

Online Content Structure

USDA Travel Card Training
Web Based OCFO-TravelCard
Revision: 1 -3/2/2010 10:24 AM America/New York

‘Online Content Structure

The sub-objects need ta be completed in sequential order

Content Structure Status Comp!
USDA Travel Card Training 10/25.
[ Travel Card Exam 10/25.

16. Under Easy Links click “Completed Work”

1/31/2012 o FY2012 USDA Information Security Awareness Training

Available

No due date

e Adane ad Mata Manamamant in Aerace W7

17. From the list mouse over the USDA Travel Card Training text. An information balloon
will pop up. Select “Print Certificate:

Competency History
S Completion Date * 1v
10/25/2011 03:34 PM -
10/25/2011 12:57 PM
6/20/2011 11:57 AM
6/14/2011 04:00 PM
5/18/2011 04:00 PM
GovTrip Airfar 5/11/2011 12:00 PM
TeleWork 101 5/5/2011 08:32 AM
NARA Records Management for Everyone "Web Based Complete 4/19/2011 02:40 PM

USDA Travel Card Traini
‘Contact Hours : 0.50
‘Completion Date : 10/25/201103:34P

Ethics: Political
Crucial Convel
REE Travel Po|

+ Review Online Structure .
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18. The completions certificate will display in a new window or tab. You may print your
certificate using the print icon on the menu bar.

i &8 ﬁg-?% = | dg) Collaborate - ## sign- = &f |

cglearn

Fertificate of Completion

This certifies that

13



Attachment 3

Research Education and Economics Mission Area

Agency/Organization Program Coordinators

Agricultural Research Service:

Administrative and Financial Management & National Agriculture Library & Headquarters :

Janelle McClintock

Sherona Hopkins
Michele Williams
Laura Pope

Beltsville Area:

Ashlea Lebo
Midwest Area:

Kit Mernick

Kari Deppe

Midsouth Area:

Cack Norquist
Dianne Morris

North Atlantic Area:

Joyce Hamilton
Maria Dallara

Northern Plains Area:

Linda Sundstrom

301-504-1311

301-504-1310

301-504-1309

301-504-4400

301-504-6871

309-681-6628

309-681-6630

662-686-5384

662-686-5396

215-233-6689

215-233-6549

970-492-7026
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janelle.mcclintock@ars.usda.gov

sherona.hopkins@ars.usda.qgov

michele.williams@ars.usda.gov

laura.pope@ars.usda.gov

ashlea.lebo@ars.usda.gov

kit.mernick@ars.usda.gov

kari.deppe@ars.usda.gov

cack.norguist@ars.usda.gov

dianne.morris@ars.usda.qov

joyce.hamilton@ars.usda.gov

maria.dallara@ars.usda.gov

linda.sundstrom@ars.usda.gov
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Lisa Mullenax 970-492-7010

South Atlantic Area:

Valjean Farmer 706-546-3492

Phyllis Johnson 706-546-3162

Southern Plains Area:

Freida Williams 979-260-9493

Tina Williamson 979-260-9792

Pacific West Area:

Lisa Jackson-Beitia 510-559-6010

Janis Contento 510-559-6007

Economics Research Service
LaShawn Williams 202-694-5105

Kimberly Wood 202-694-5181

National Agricultural Statistics Service
Barbara Nelson 202-720-4913

Amy Jenkins 202-690-8141
National Institute of Food and Agriculture
Sherona Hopkins 202-720-8505

Linda Geddie-Abney 202-720-3536

15

lisa.mullenax@ars.usda.gov

valjean.farmer@ars.usda.gov

phyllis.johnsonl@ars.usda.gov

freida.williams@ars.usda.gov

tina.williamson@ars.usda.gov

lisa.jacksonbeitia@ars.usda.gov

janis.contento@ars.usda.gov

lashawnw@ers.usda.qgov

kwood@ers.usda.qgov

barbara.nelson2@usda.gov

amy.jenkins@usda.qgov

sherona.hopkins@ars.usda.gov

linda.geddie-abney@ars.usda.gov
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