
 
TELEPHONE CALLING CARDS 

Purpose 

This instruction sets forth procedures for the correct use of Meat Grading and Certification
(MGC) Branch issued telephone calling cards. Calling cards are issued to all MGC Branch
graders and supervisors. Calling cards will reduce costs and facilitate long distance calls for
employees. 

Policy 

It is the policy of the MGC Branch to follow all Government-wide, Department, and Agency 
rules for the use of telephone calling cards and telephones. The issued calling card will only be 
used to make long distance calls that are considered official business. Telephone calls to Local 
Union Presidents or National Union Officers concerning representational matters, i.e. 
grievances, disciplinary, adverse, and performance actions will be considered official business. 
Telephone access fees charged by hotels for official business calls may be reimbursed as a 
miscellaneous expense. 

Authorities 

The following are incorporated by reference. These directives and regulations can be 
accessed using the MGC Branch Intranet. 

1. Title 41 CFR (Federal Travel Regulations), dated 1998. 
 

2. Departmental Regulation 2300-003, Authorized Telephone Calls of a Personal Nature 
During Official Travel, dated May 3, 1990. 
 

3. USDA Directive 3300-1, Telephone Use, dated March 23, 1999.  

Privacy 

It is the employee’s responsibility to safeguard the calling card as they would any personal 
charge card. All telephone calling card records will be monitored and subject to periodic audits 
by the Agency. 
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Questions 

Any questions pertaining to the telephone calling cards should be directed to the employee’s 
immediate supervisor. 

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on the basis of race, color, national origin, age, 
disability, and where applicable, sex, marital status, familial status, parental status, religion, sexual orientation, genetic information, political beliefs, 
reprisal, or because all or part of an individual's income is derived from any public assistance program. (Not all prohibited bases apply to all 
programs.) Persons with disabilities who require alternative means for communication of program information (Braille, large print, audiotape, etc.) 
should contact USDA's TARGET Center at (202) 720-2600 (voice and TDD). To file a complaint of discrimination, write to USDA, Director, Office of 
Civil Rights, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, or call (800) 795-3272 (voice) or (202) 720-6382 (TDD). USDA is an 
equal opportunity provider and employer.


