PACOM

GOVERNMENT TRAVEL CHARGE CARD (GTCC) INFO SHEET

Citibank VISA
PRIOR TO TDY TRAVEL –  

1 – If you are a frequent traveler (travels TDY 1 or more times per year) you ARE required to use

      travel card while on official government business.

2 – If you are an infrequent traveler (travels TDY less than once a year) you ARE NOT

      required to use travel card while on official government business.

· Contact Directorate Agency Program Coordinator (APC) by email or phone:

[     ]   To verify if your travel card account is activated

[     ]   To verify if your limits will accommodate your TDY  

[     ]   If you need updated card with new expiration date (allow 2 weeks)

[     ]   If you need to apply for NEW ACCOUNT/CARD (allow 3 weeks)
ATM ACCESS FOR CASH ADVANCES ALLOWED TO BE WITHDRAWN WITHIN 3 DAYS OF TRAVEL

DURING TDY TRAVEL –

1 –  Authorized use of Travel Card is reserved for purchases related to, and made during, official

       government travel only.

2 -   Keep track of charges and retain receipts.

· Contact Citibank 1-800-200-7056 by phone:

[     ]  To report lost or stolen card

[     ]  Declined charges – find out reason

· Contact APC by email or phone:

[     ]   If unable to take cash advances from ATM

[     ]   Emergency situations – cannot complete lodging/transportation

           transactions

COMPLETED TDY TRAVEL –

1 -   Complete and submit Travel voucher DD 1351-2 (via DTS) within 5 days of travel. 
2 -    MUST SELECT SPLIT DISBURSEMENT BLOCK – All  charges on travel card must be split disbursed directly to Citibank.

Do not allow your Citibank account to become delinquent.

GTCC

ALL OTHER ACTIONS

Check In / Check Out  -
Contact Directorate Agency Program Coordinator for Check In/Check procedures:
· If member owns GTCC account – 

Check In Process–  

[     ]   APC initials/dates check-in list - Government travel card 

[     ]   Cardholder completes Statement of Understanding (revised 06/09) – SOU

Check Out Process–  

[     ]   APC initials/date check-out list - Government travel card 

[     ]   PCS:  Cardholder completes Transfer of GTCC (revised 06/09) – TRANSFER

[     ]   SEPARATING or RETIRING: Card to be turned in to APC and destroyed - account will be

     verified for any outstanding balances, advise cardholder to pay off – get forwarding contact

     information 

· If member does not own GTCC account and does not anticipate doing TDY travel while assigned to PACOM-

[     ]   APC initials and dates check in or check out list – no further action

******************************************************************************************

APCs can assist with the following: 
[     ]  Changes of cardholders personal information, address, telephone, email address

[     ]  Increase of line limit/cash limit

[     ]  Deactivate or activate account

Refer to Directorate for Agency Program Coordinator POC information:

Additional APC’s

NAVY APC -

YN1 Elisara



Email: Maryanne.elisara@pacom.mil 




Phone:  (808) 477-9268
AIR FORCE APC -  
TSgt Miller
Email:  bret.t.miller@pacom.mil


        
Phone:  (808) 477-0959

ARMY APC - 

SGT Pickett  


          
Email:  serena.pickett@pacom.mil
  
                       
Phone:  (808) 477-1387

PRIMARY APC -  
Jennifer Green
Email:   Jennifer.green@pacom.mil

                 
Phone:  (808) 477-7479
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