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6ubj: USE OF -RAIL FARELXW EY3RUXAL TPANSFOPWATION

Encl: (1) NAVJAGForm 4642/1,%letzorailFareCardImg”
(2) Formatfor MetrorailFareCardCustcdianOeeignationLetter

1. me. ‘lbestablishOfficeof theJudgeAdvocateGeneral(CllAG)
plicles, resfmnsibilitiesand procdures for the uxtrol and use of Metrorail
farecazds(hereinaftercalledfarecards).

2“ -“ ‘lbthe maximumextentpossible,all WAG p?rsonnelwill utilize
Metrorallto conductofficialbusiness. Prior to utilizingMetrorail,Q3AG
~reonnel shallbe issueda farecard. Use of farecards for other than

authorized,officialbusinessis strictlyprohibited.

3. Action.

a. ‘TheCanptrollershall:

(1) ProcureferecardsforQIAG use.

(2) Maintaina supplyof farecardsand formsassociatedwith this
instruction.

(3) Establishprucedureeto minimizethe possibilityfor lossof
ferecards. At a minimum,farecardswill be storedin a lockedcontainer,have
assignedserialnumbersand have lcgbcokcontrol.

(4) Issuefarecardsto custrrliansusingenclosure(1).

(5) Retainall ccmpletedNAVJAGFozms4642/1for 3 fiecalyears.

(6) Collectall unusedprtions of farecardsfor returnto the
Washingti Metro@itan Area TransitAuthorityfor a refund.

b. All OeputyAssistantJudger&ocates Generalshall:

(1) Ensurethatfarecardsare usedonly for authorized,official
govarnmr?ntbusiness.

(2) Identifv via a letterof reouestthe numberof farecardsvou want. .
maintainedin your division.

(3) Use enclosure(2)
custodianfor yourdivision.

to appint a primaryand an alternatefarecard
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c. Primsryand alternatefarecardcustodiansshall:

(1) Sign for everyfarecatireceivsdfran theCanptroller.

(2) Issuefarecardsto Metro travelersusingenclcsure(1).

(3) Be accountablefor all farecardsissuedto them.

(4) Retainunissuedfarecardsin locked,unclassified,storage
containers.

(5) ‘lbreceivenew farecards,returnto theCanptrollerall ctxnpleted
NAVJAGForms4642/1ad used farecards.

d. FareCardusersshall:

(1) Compleb2and sign the MetrorailFarecan5kg prior tn usinga fare-
card,ad ccmpleteany unknra.mblccksaftertheirreturn.

(2) Returnall farecardsto the farecardcustodiantiiately upn
theirreturnto the HoffmenBuilding.

e. The InternalControlCoordinatorshallamduct unannouncedinternalre-
viws to ensureccampliancewith thisinstructia ard appropriatefiscal
-Ures .

4. Availabilityof Farecardsand Forms. ‘I% farecardsand NAVJAG4642/1
formscan be obtainedfran theCanptroller.

RICW L. SIAT~
RoarAdmiral,JACC.U.s.NS’JY
ActingJud6eAdvocatoGonorti
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mRANDm

Frcm: Deputy AssistantJudgeAdvocateGeneral
To: (person designated prinwy/alternete farecard custodian)

Subj: tlESIQiATION?S PRIPUUW(ALTERNATE)MEWFQRAILFARICAPDC2LSIUDIAN

Ref: (a)JAGINST4642.1

1. You are herebydesignatedthe primary(alternate)matrorailfarecardcua-
biian forCode tier the provisionof reference(a). You are authorized
to hold_ far—-ds at any given time for thisdivision.

2. AS the primaryfarecardcustdian, yourdutiesand responsibilitiesare
containd in reference(a)ad furtherdefinedas listedbelcw:

(As the alternate farecard custiian, you will be prepared to assume the
duties of the prinwry cmstiian as contained in reference(a)and further
definedas listedbelrw:)

a. Farecardsshallbe reguestedfrcantheCC@XOller (Code64). You will
sign for all farecardsfor thisdivisionand thenreassignthesecards to
Cede peraomel rm an “as needed”basis. FareCardswith less than theminimum
value=ill be exchangedwith theCcm@roller for ned farecards.Corrmtly _
pletedMetrorailFarecardLog sheetsrust accompanyreturnedfarecardsto the
Controller to replenishyour supplyof farecards.

b. Prior to issuinga farseardb me _ personnel,ensuretheyccmplete
the MetrorailFarecardLag.

c. Treat farecardsas cash. @p the farecardsin a locked,unclassified
storagecontainer.

d. Farecardswill be usedonly for authorized,officialgovernmnt lxrsiness.

e. Individualswill not retaincustodyof farecards.Farecardswill be
returnsdto you upn the travelersreturnti thisoffice.

f. Your recordsand proceduresare subjectto unannouncedManagement
htrol Reviewsor InternalReviews.

copy to:
clxnptroller(&de 64)

Enclosure(2)


