TRAVEL CARD REINSTATMENT PROCEDURES
July 12, 2019

At the discretion of the NOAA Agency Program Coordinator, (APC), canceled accounts may be reviewed for reinstatement once full payment of the undisputed amount, including any penalty or late fees, is made.  
Cardholders requesting reinstatement must submit:

1) A memorandum requesting reinstatement, signed by their both their supervisor as well as their Line Office Chief Financial Officer, (CFO) or head of Staff Office, to the NOAA APC for final approval.  The memorandum must contain the following information:
a. Circumstances that caused the cancellation;
b. Measures taken to prevent future delinquency/cancellation of the account; and

c. Confirmation that the employee has been advised of their responsibilities for making timely payments. And
2) An updated travel card training certificate: https://training.smartpay.gsa.gov/content/gsa-smartpay-travel-training-account-holders-aos
3) A completed and signed Statement of Understanding (SOU): http://www.osec.doc.gov/ofm/OAP/TMD/Travel%20Card%20Handbook%20Documents/IBA%20SOU%20JANUARY%202015%20Template%20New.pdf
The APC will take into consideration the circumstances that caused the cancellation as well as the cardholder’s payment history.  Requests for reinstatement are not immediately reviewed, and are rarely approved.  

