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APC Minimum Essential Tasks List (METL)

The purpose of this correspondence is to provide you, the Agency Program Coordinator (APC), the tools necessary to manage a successful GSA SmartPay( Travel Card program.  Realizing that the majority of you are assigned oversight of this program as a collateral duty, the METL is geared to listing the minimum tasks you should accomplish on a monthly basis given the limited amount of time you are able to dedicate to the Travel Card program.  These tools distill the time required to run a successful program to as little as 3 ½ hours per month depending on the size and delinquency of your command.  Adhering to these guidelines and with command leadership support, you can maximize the performance of your command and realize the benefits of a properly run Travel Card program.  While copies of the primary Job Aids are attached, there are other reports that are beneficial to researching issues and suspicions of misuse available within the EAGLS Reporting Tool.  Familiarizing yourself with the Job Aids located at https://www.gcsuthd.bankofamerica.com/training/default.asp will provide you additional tools to manage your program.  The point of contact for content and updates is George McKemey at (704) 387-1313 or george.r.mckemey@bankofamerica.com.  

The following are the recommended Minimum Essential Tasks (time estimates are based on a 6000-account hierarchy with higher than average delinquency rates):

Run EAGLS Delinquency Reports  (15 minutes to schedule, 0 minutes to run if scheduled in advance, 30 minutes to print, less than 1 minute per notification letter/email)

1. Know your Cycle Date (CD).  

Army



11th of every month

2. Learn how to access EAGLS.  Request access by completing the EAGLS Access Application form which is available at the following internet address or using the attached file (EAGLS Access Form.pdf):

 https://www.gcsuthd.bankofamerica.com/forms/gsaforms/S07A1198_051799/eafs07a1198.htm

3. If unable to access EAGLS due to equipment deficiencies or deployment, coordinate with your higher APC to provide you with monthly paper copies of the minimum essential reports.  Ensure you perform the Follow-up Actions listed below upon receipt of the paper reports from your supporting APC.

4. Provide copies of all delinquency reports to your Commander for review and assistance.

5. If you have EAGLS access, set up the Reporting Tool in EAGLS to run the reports listed in the matrix below.  When scheduling the reports make sure to select “All” for Levels and “Monthly” for Recur.  See the attached files concerning the Report Tool and setting up reports (reports tool interface.pdf, scheduling reports.pdf, and info analyzer.pdf).  Scheduling your reports in advance means that the reports are run at a selected timeframe and they are usually ready for your review when you log in to EAGLS.

6. Take Follow-Up Actions listed in the matrix below.  The attached files (info analyzer.pdf and report field definitions.pdf) provide information on printing your reports and what the numbers in each field mean.  

7. Samples of Notification letters are attached.  Download the samples and type in applicable information as required and deliver/email as specified in the matrix below:

	REPORT NAME
	PURPOSE
	WHEN TO RUN
	FOLLOW-UP ACTIONS

	Pre-suspension Report (Hierarchy Level Detail)
	Displays cardholders that are 45+days delinquent.
	15 days after cycle date
	At 55 days past due, notify cardholder and the cardholder’s supervisor, by email where possible, that account will suspend in 5 days if full payment not received by bank.  Keep copies of correspondence.

	Suspension/Pre-cancellation Report (Hierarchy Level Detail)
	Displays cardholders 60+ days delinquent.  (Includes from 60 to 120 days delinquent)
	Within one week after cycle date 
	At 61+ days account is suspended by the bank.  No action required by the APC.  

For accounts 90 days past due, notify the cardholder’s supervisor and the next command level, by email where possible, that account has been suspended due to nonpayment.  

For accounts 120 days past due, notify cardholder and the cardholder’s chain of command, by email where possible, that account will be cancelled and cardholder report to credit bureaus at 126+ days past due if full payment not received by bank.  Keep copies of all correspondence.

	Delinquency Report (Hierarchy Level Summary)
	Displays cardholders in all delinquency life cycles (i.e. 30+, 60+, 90+, 120+ etc).  


	Within one week after cycle date
	Verify cardholders listed in the other delinquency reports.

	Cancellation Report
	Displays cardholders that are over 126 days past due. 

This report is refreshed every cycle; therefore, the cardholders will not be listed at 120 days. On the next cycle, when the cardholder reaches 150 days delinquent, they will be listed on this report.
	Within one week after cycle date
	Note:  Cancelled accounts will not be reinstated.  Servicemembers and/or agency must fund all future travel through personal funds or travel advances.


Maintain a Current Roster of Cardholders  (1 hour per month)

1. Use EAGLS Reporting Tool to run an Account Listing which will show all cardholders and contact information.  Set this report up to run monthly.  Update Cardholder business phone numbers, home phone numbers, and billing addresses using EAGLS.  The attached file (address change.pdf) is the related Job Aid.  Priority to updates should be given in the following order:

a. At a minimum for cardholders on the Monthly Suspension Report

b. When gaining or transferring a cardholder as part of the check-in and check-out process

c. When cardholder is retiring or separating and has an outstanding balance

Activating/Deactivating, Restricting Credit Limits, or other specific Account Maintenance  

(1 hour per month)

1. Activate, Deactivate, and/or restrict credit limits, as well as researching payments and billing issues for specific accounts is necessary to manage your program.  The attached file (individual account status.pdf) is the related Job Aid.  Give priority to reviewing and modifying accounts in the following order:

a. Cardholder spent reimbursement instead of paying bill

b. Identified misuse of the card

c. Cardholder failed to promptly file travel claim

d. Cardholder PCS’s, however not moved under gaining hierarchy yet

e. Cardholder separates, retires, or PCS’s

Situational Cases

1. Use the following procedures in processing these two common situations:

a. Questions concerning a particular account, either from the cardholder or based on the results of the reports you have run: The attached file (individual account status.pdf) is the Job Aid that will assist you in answering questions concerning an individual’s specific account.  It will walk you through the steps necessary to access a cardholder’s account and verify all transactions.

b. Set-up an account for a new cardholder: The attached file (account application.pdf) is the applicable form that the cardholder and you must complete.  Additionally, you must ensure that the cardholder reads and signs the Memorandum of Understanding (Cardholder Statement of Understanding.doc).  Both forms can be sent or faxed to the following address:

Bank of America
Attn: GCSU
P.O. Box 52304
Phoenix, AZ 85072-9419
Fax: 877-217-1033 or 888-698-5631

Summary

Remember…you are not alone in this assignment – involve your chain of command in delinquency management.  The APC at your headquarters command and the Bank of America Agency Call Center are the other avenues of support in your job.  Develop a Benchmark, well run Program which will have:



No Suspended, Cancelled or Charged-off Accounts



A well-supported, easy and efficient Travel Tool
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