GOVERNMENT TRAVEL CHARGE CARD PROGRAM
Out-Processing Checklist




1.                  A copy of PCs orders have been given.

2.                 Government Travel Card has a ZERO balance.

3.                 Government Travel Card has been de-activated.

4.                 Briefed on out-processing procedures.


Out-Processing Policy



The soldiers Government Travel Card will be checked for zero balances upon clearing and his/her card will be de-activated. Upon arrival of the soldier’s gaining unit, he/she will need to in-process to their new APC representative to be officially out-processed from the USAMMC-K.
The soldier will have 30 days to in-process at their gaining unit. If after 3-day, this has not been completed, the USAMMC-K will close the account so that the accuracy and efficiency can be maintained within the program. If there are any circumstances that will not allow the soldier to in-process within 30 days, a written email should be given to the USAMMMC-K Government Travel Card APC with a brief explanation of the situation.

USAMMC-K APC:   Mr. Pak, Yong Son, Alternate APC:   Ms. O, In Su
APC/AAPC email: YongSon.Pak@amedd.army.mil/InSu.O@amedd.army.mil

By signing below, I agree that I have read, reviewed and understand the Out-Processing Procedures for the government Travel Charge Card Program and have received adequate Training and information to abide by its policy.


Name									Section			


	

Rank 									Date				







Signature
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HEADQUARTERS, U.S ARMY MEDICAL MATERIEL CENTER-KOREA
uNIT #15479
APO AP 96260-5479
 (
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ATTENTION OF
:
                        
)


MCMR-MKS-R                                                                                    Date: 

MEMORANCUM FOR Gaining Agency Program Coordinator (APC)

SUBJECT:  Transfer of Government Travel Card (GTC)


1.  Please transfer the account listed below into your hierarchy within 10 days of arrival at your new unit. I will continue to carry the account until 10 days after the report date indicated on the PCS/PCA orders. After this date, if the account has not been transferred, the card will be suspended.

Name: 							SSN:

Gaining Station: 

Date of Arrival at New Unit: 

Government Travel Card Account Number: 4614- 

2.  If there are any questions regarding this action, please call DSN: 315-765-8271 or 315-765-8070.



							PAK, YONG SON
							USAMMC-K Management Analyst

Card Holder Agreement: I will present this letter to my new Agency Program Coordinator with TEN (10) days of my arrival.

I ELECT (       )/NON-ELECT (       ) Enrollment in the PCS Travel Card Program.
(*Complete an appropriate from, if you elect enrollment.)

													
	Applicant’s’ Signature							Date
													

Additional Date Needed for Card holder on TDY En Route

CONUS TEL #: 					     Personal E-mail: 					

CONUS Mailing Address: 
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MCMR-MKS-RM                                                                                    Date: 

MEMORANCUM FOR Commander, USAMMC-K, APO AP 96260-5479

SUBJECT: Request to USE the Government Travel Card Charge Card (GTCC) for Permanent Change of Station (PCS) Expenses


1.  Request that I be allowed to utilize the Government Travel Charged Card during my PCS.

2.  I understand that I cannot request advance pay or advance pay or advance travel if I am enrolled in this program.

3.  I am aware that the charges are only authorized for the following items:

	a) Transportation
	b) Lodging
	c) Meals
	d) Temporary Quarters Subsistence Expenses

4.  I understand that for TDY en route in excess of 45 days, the travel voucher must be filed every 30 days with the losing activity.

5.  I will in- process the gaining commands Agency Program Coordinator within three days after arrival at my new duty station.

6.  I will ensure that my travel card balance is paid off by account reconciliation upon arrival at my gaining station by calling 1-800-200-7056 toll free or 1-757-852-9076 collect.

7.  I understand that allowable expenses must be verified with finance during my out processing and provided to my Agency Program Coordinator prior to enrollment in the program.




Encl						 	(Cardholder’s Signature Block)
PCS orders


GOVERNMENT TRAVEL CHARGE CARD PROGRAM
In-Processing Checklist


1.	        Government Travel Card transfer form has been filled out.

2.	        Statement of understanding has been read and signed.

3.	        Read and Reviewed the slides on the Government Travel Card Program.

4.	        completed Cardholder Travel Card Program Training on the GSA website and provided the certificate of completion.

https://www.defensetravel.dod.mil/Passport/bin/Passport.html?CFID=550507&CFTOKEN=43137321

5. 	       A Copy of Pin-Point Orders and PSC Order have been given.

6.	       Discussed with APC Representative on TDY and Government Travel Card Program Policies with USAMMC-K. Contact the Battalion APC at 765-8271/8070 regarding the GTCC Program.


By signing below, I agree that I have read, reviewed and understand the policies of the Government Travel Charge Card Program and have received adequate training and information to abide by its policy.





	
Name						Section					

Rank						Date					













ALL CARDHOLDERS ARE REQUIRED TO GO TO THE FOLLOWING WEBSITE AND COMPLETE THE ONLINE TRAINING.

Below are the steps to log on and take the online training in TRaX Online
Use link: https://www.defensetravel.dod.mil/Passport/bin/Passport.html?CFID=550507&CFTOKEN=43137321

- Login with CAC Card will be available or you MUST create an account if you do not already have an existing one 
- Log in
- My Roles (select I have a Travel Card)
- Training
- Programs & Policies-Travel Card Program (Travel Card 101)
- Launch the web base training
- Once complete print and provide certificate to me by APC.



 ONCE YOU HAVE COMPLETED THE TRAINING, PLEASE SCAN AND E-MAIL YOUR CERTIFICATE TO Insu.O@amedd.army.mil or fax to DSN 765-8070.


IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT RESOURCE MANAGEMENT OFFICE AT 765-8271/8070.

THANK YOU FOR YOUR SUPPORT!!
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