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U- S DEPARTMENT OF THE INTERIOR] Subiect Numher:
OFFICE OF SURFACE MINING

RECLAMATION AND ENFORCEMENT | qnittal Numbsr

DIRECTIVES SYSTEM [Fo

Subject:

Procedyras Tor Issuance

it Cards

1. Purpode. This diractive sata farth the policy and procedural

guidance for the lasuance and uaage of ATET credit
cards In OSMRE Headquarters — Waashingtoa, D.C.
enly. The Assistant Dirsctors, Eastern and Weatern
Field Operations Offices may lssue supplements to
this divective which are apecifically applizable to
their arsas of raspoansibility.

2. ODeflniction. WHone

3. Polley/Pracedura.

A

Background. Departmental Manual 377 (3.4) Talaphone
Cradlt Cards sets forth guldelines and procedures for
jssuance and usaga of the telephane eredit card.

Bolicy. Within Headquarters, cards normally will he
assigned only to employess in positions of Divisica
Chlef or above whose dutles requira frequent placement
of long distance calls from lecations where FT5 la
unavailable. Talephone credit cards ave te be used for
placing long distance calls only for the purpose of
conducting officlal governwent business when no other
means are available to place the call more economically
{FTS}. HMHolders of credit cards are razsponsible for all
galla charged to their card. Prier teo paymant, bills
should he cerrified to wverlfy that all calls were forv
nEftcial govervment business and no cther means were
available te place the call more aconomically.
Telephone cradit cards are not to be used at the normal
work location for administrative control purposss such
as sectional billing of tell calls.

fegponsiblilicies.

f1Y The Assistant Directer, Budget and Administraticn
iz responslble for review/approval of applications
for telephone credir cards prior to dissemination.
He/She I3 also responsible for periodically

publicizing current policy on ugse of Lelephane
credic cards.
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4.

3.

Reporting Reqﬁirements- Nona

Referances. 5-CFR - Paragraph 735.105, Use of zovernment

proper tI .

Federal Informaticn Resources Management
Regulations (FIRMRY, Part 201-38.007, Use of
Telecommunicatlon Services.

Part 377, Departmental Manual, Chapter 13,
Paragraph 3.1, Guidelines.

Part 377, Departmental Manual, Chapter 3,
Paragraph 3.4, Telephone Credit Cards.

Part 377, Departmental Yanual, Chapter 7,
Paragraph 7.3, Oparational Contraols.

Part 370, Departmental Manuwal, Chapter 752,
1-3, Discipline and Adverse Actlons.

Effecr on Other Documents. Hone

Effertive Date. Tpan Issuance.

Coantact. Chief, Division of Manapoment Services.



(2)

(3)

(4}

(1)

(2}

(3}

Asalatant Directors are responsihle for desipgnating
employveas for cards wherse frequent travel requires
their usage. Wormally, cards will be restricred

to emploveas Iin positions for Division Chief or
above.

The Division of Management Services Is responsible
for {ssuing telephone credit carda on a controlled
hazsig. The Divislon iz also regponsible for the
collection of all telephone credit cards and
verification that all zalla were for official
governmant busliness pricr to payment of each
monthly bLll. The Divizinn Chiaf will appoint an
individual to review, wverify and certify monthly
bills.

The Cardholder 1s responsible for Llnauring that all
calls charged to his/her telephone credit card were
for offfcial business only. He/Sha is also
responsible for returning Ehe card to the Division
of Management Services upon leaving the agency or
changing job agelipnments {frequent Eravel no lonper
requirad}.

Procedures.

Agslgtant Directora will submit a written requegt
to the Asslstant Director, Budgzc and
Administration for approvalfautherizatiom of a
telephone ¢radit card.

The approved reguest will be sent to the Division
of Manapement Services. The Division of Management
Services will then process the request and issue
the telephone credit card.

A a resgult of wverification of telephons calls, if
any calls are Found ko he unofficial ar could hawve
Lean placed more economlcally {FTS), the

regpangible credit card holder will be required to
justify or pay for the unofficial andfor uneconomlc
call{al, and may be subject o disciplinary actilom.



