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40.6  Metro Fare Card Program 

40.6.1  Purpose.  This manual section is to ensure the effective procurement, distribution and control of Metro fare cards for TIGTA Headquarters (HQ) employees.

40.6.2  Overview.  TIGTA offices are located in several locations in the Washington, DC, area.  Metro fare cards are provided to employees to travel between offices and to attend local training without the need for personal funds or travel vouchers.

40.6.3  Responsibilities

· The Human Resources Division will manage and control the Metro fare card system.  The Human Resources Division will:

1. Monitor the expenditure of funds used to purchase fare cards, including preparing fiscal year budget requests for funds.

2. Review the effectiveness of the procedures and policies set forth in this document and ensure they meet customer needs as well as maintain adequate controls to minimize abuse and loss.

3. Issue guidance and general information to HQ Staff regarding the procedures outlined in this document and provide directions regarding the use of the cards according to the TIGTA Manual.

4. Conduct annual reviews of the program including controls and the distribution process to identify needed improvements.

· TIGTA HQ employees will use request and use the Metro fare cards only for official business purposes for travel between local offices or local training travel.

· TIGTA HQ managers will be aware of their employees’ use of fare cards and will investigate any suspected fraudulent use of the cards when contacted by the Director, Human Resources.

40.6.4  Procedures.  The Human Resources Division will purchase and maintain an inventory of fare cards for TIGTA HQ employees.  Upon purchase, the Metro fare cards will be stamped “Official Use Only.”  Fare cards will be kept in a secure location in the TIGTA Headquarters Mailroom. 

A Fare Card Control Log will be used to record employee usage; employees will acknowledge receipt for fare cards by printing and signing their names in the Fare Card Control Log.

The employee will retain the fare card if he/she reasonably expects to use the full amount within 2 weeks from the date of issue.  Otherwise, the fare card will be returned to the distributing office and the remaining balance amount and date will be recorded in the Metro Fare Card Control Log.

A quarterly review of the Fare Card Log will be performed by the Mission Support Team to identify employees who have used more than $60.00 worth of fare cards during that period.  Managers will be contacted to verify that it is reasonable for that employee to use that amount of fare for business use. 

