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NAVCRUITDIST NEW YORK INSTRUCTION 4651.J CH-1 TRANSMITTAL 2

Subj: GOVERNMENT TRAVEL CHARGE CARDS

1. Purpose. To promulgate changes to the basic directive.

2. Action. BAll holders of basic directive are to make the
following pen and ink changes:

a. Page one reference (¢) replace COMNAVCRUITCOMISNT 4400.1
(Serieg) with 4400.1D.

b. Page one reference (e) add NAVSUPINST 4650.7.

c. Page two and four replace the words “two percent” with
2.2%.

d. Page two number five subparagraph b replace the words
“Logistics Support” to Supply Officer and cross out (LSO) and
replace with (SUPPO).

€. Page four paragraph seven revised subparagraph e.

yan

J. W. SKARIN
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40
23 Apr 13

NAVCRUITDIST NEW YORK INSTRUCTION 4651.1J CH-2

Subj: GOVERNMENT TRAVEL CHARGE CARDS

Ref: (a) NAVSO P-6034 (Joint Federal Travel Regulations)
(b) Joint Travel Regulations
(c} COMNAVCRUITCOMINST 4400.1D
(d) DoD 7000.14-R (Financial Management Regulations)
Volume 9, Chapter 3
(e) NAVSUPINST 4650.7

Encl: (1} DoD Navy Statement of Understanding Government
Travel Card Program
(2) Application and Government Travel Card Program
Employee Account Agreement

l. Purpose To provide authority, designate responsibilities,
and prescribe policies and procedures for issuing and
maintaining Government -sponsored, contractor-issued charge cards
for eligible personnel. This instruction applies to all
military personnel and DoD Federal Employees who perform
official government travel.

2. Cancellation NAVCRUITDISTNYINST 4651.1J CH-1

3. Punitive Effect This instruction is a regulatory general
order and applies to all personnel within Navy Recruiting
District New York. By accepting the Government Travel Card
(GTC), personnel agree to use it only for temporary official
travel and official travel related expenses incident to duty
(TDY) away from the permanent duty station and to submit charges
for reimbursement in accordance with Department of the Navy
(DoN) and Navy Recruiting Command (NRC) policy and procedures.
The GTC may not be used for personal purposes. Per enclosure
(1), use of the GTC other than as authorized and prescribed in
this instruction is punishable under the Uniform Code of
Military Justice (UCMJ) for military personnel and may be a
basis for appropriate disciplinary action with respect to
civilian employees.
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4. Background

a. Under the provisions of reference (a}, travelers are
eligible to receive advance travel funds to pay for anticipated
travel expenses. Upon completion of official travel, the
traveler submits a travel voucher for reimbursement of the
authorized and allowable expenses via the Defense Travel System
(DTS} .

b. As a means of reducing the large number of travel
advances and outstanding non-liquidated travel advances, the
General Services Administration (GSA) entered into a
competitively awarded contract for a contractor-issued charge
card to be used by government personnel to charge official
Government business expenses including travel and official
travel related expenses incident to TDY away from the permanent
duty station business expenses. This program has been expanded
to allow for cobtaining cash at Automated Teller Machines (ATM} .
The use of ATM’'s for travel withdrawals with the GTC is only
authorized for official government travel incident to TDY away
from the permanent duty station.

¢. The ATM Program charges a fee of 2.2% of the amount of
each cash advance when used to obtain cash. This charge will be
billed later and not appear on transaction receipts. In
addition, incremental surcharges for ATM transactions may be
imposed by local banks and financial institutions. This
additional incremental surcharge fee is normally two dollar or
less. All fee charges incurred to obtain cash are a
reimbursable expense for the traveler.

5. Definitions For purposes of this instruction, certain terms
used herein are defined as follows:

a. Travel Card. A government travel card issued for use by
DON government employees. The term does not include personal
credit cards issued to employees based upon their own financial
merit by any financial institution.

b. Agency Program Coordinator (APC). The DoN official who
has been designated by the Commanding Officer to manage the GSA
Travel Card Program at the local level. Usually the Supply
Officer (SUPPC) is designated at the District level.
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¢. Organization Defengse Travel Administrator (ODTA). The
DoN official who has been designated by the Commanding Officer
Lo review the DTS data input from the traveler. Usually the
Transportation Officer is designated at the district level.

d. Automated Teller Machine (ATM). . The ATM Program enables
cardholders to use the GTC to obtain cash from ATMs operated by
any bank or financial institution that participates in the
program to obtain cash directly from bank dispensers subject to
imposed limits, local law and cash availability.

€. Personal Identification Number (PIN). Unique
identification number assigned to cardholder, which entitles
cardholder to obtain cash from ATM dispensers,

6. Policy All military and DoD Federal Employees within the
Navy Recruiting District shall apply for the GTC.

7. Procedures

a. Card Issuance. To participate in the travel card
program, an eligible traveler must sign a statement of
understanding and obtain a GTC application, see enclosures (1)
and (2}. Copies of the signed application and agreement terms
must be maintained on file for each cardholder for three years
from date of transfer or surrender of the card, whichever occurs
first.

b. Travel Orders

(1) All travel requirements shall be digitally routed in
the DTS. A Common Access Card (CAC) will be required to access
DTS.

(2} Travelers must estimate travel advances for
Lodging/Miscellaneous Incidentals and Expenses (MI&E) and other
entitlements outlined in the DTS program,

(3) ATM withdrawals should be the authorized advance
travel amount (meals and incidental expenses plus other
authorized reimbursable expenses) indicated on travel orders
data in block 15. An ATM travel advance must not be obtained
more than 24 hours prior to the day of travel or be made aftexr
the last day of travel.
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¢. Use of the GTC. The cardholder will use the GTC for
official travel expenses to the maximum extent possible. The
Commercial Travel Office (CTO) will provide the traveler with a
flight itinerary, car rental, lodging and applicable TDY fees.

d. ATM Transaction Fees

(1} The traveler must indicate the amount claimed for
the fee in the DTS program when summarizing expenses incurred
during the period of official TDY travel. All ATM fees,
including applicable surcharges will not be allowed for ATM
advances obtained more than 24 hours or prior to the day of
travel or after the last day of travel.

(2) If travel orders are canceled before departing, but
after withdrawing an ATM advance, the 2.2% ATM fee shall be
reimbursable. In this situation, a Claim for Reimbursement for
Expenditures on Official Business (SF 1164) shall be used to
reimburse the traveler. The immediate responsibility to settle
the debt of the ATM withdrawal and all applicable fees to the
Government-sponsored charge card provider will be that of the
member.

€. Travel voucher c¢laims. All travel requirements shall be
digitally routed in the DTS program. A CAC will be required to
access DTS. All travel voucher will be submitted within five
(5) working day upon completion of TDY travel.

f. Travelers are required to retain receipts for car
rentals, lodging, parking, airline tickets, taxi fares, gas for
rental cars, baggage fees and conference fees (at a minimum) and
process the data in the DTS within five calendar days upon
completion of TDY travel.

8. Responsibility

a. The Commanding Officer will designate a Transportation
Officer in writing.

b. The Command Organization Defense Travel Administrator
(ODTA} will:

(1) Distribute the applications to all military and DoD
Federal Employees.
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(2) Process Government Travel Card applications.

(3) Provide any additional information required by the
Government Travel Card provider on the application once it is
signed and returned by the military member or DoD Federal
Employee.

(4) Process application on the Citibank website to the
address provided by the Government Travel Card provider.

(5) Maintain a list of all eligible travelers who have
been issued a Government Travel Card.

¢. The Executive Officer will:

(1) Review Government Travel Caxd applications and sign
the application as the authorized command representative.

(2) Ensure each eligible traveler signs enclosure {1)
and receives a copy of enclosure (2) for their records.

(3) Appoint assistant coordinators as needed to help
manage the program.

9. Action

a. This instruction discusses the Government Travel Card
Program, policy and procedures within Navy Recruiting District
New York. Implementation at the district level is coordinated

with NRC (Code N4).

b. The following Citibank telephone number is provided for
assistance.

(1) If the card or PIN has been lost or stolen call
anytime 24 hours a day, 7 days a week, (800) 200-7056.

(2) Upon reporting and detachment from the command all
cardholders are required to check-in and check-out with the

J. W. SKARIN
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DEPARTMENT OF DEFENSE NAVY
STATEMENT OF UNDERSTANDING
GOVERNMENT TRAVEL CARD PROGRAM

1. T certify that I have read the attached DoD Financial Management
Regulaticns Volume 9, Chapter 2, Para 0308 and 0309 and
NAVCRUITDISTNYINST 4651.1J CH-2. I understand that the Government
Travel Card Program is designed to improve the management and
control of government travel and thereby promote the efficiency of
the Federal Service. I also understand that I am authorized to use
the card only for those necessary and reasonable expenses incurred
by me for official travel. T will abide by these instructions
issued by the Department of Defense (DoD) .

2. The above limitations on card usage also applies to automatic
teller machines (ATM) withdrawals. The amount of cash withdrawals
will be annotated on your orders. I can request an increase in the
ATM limit through the Agency Program Coordinator (APC). T will,
however, endeavor to charge expenses to the account wherever
feasible rather than use cash withdrawals,

3. I understand that the issuance of this Government Travel Card to
me is an extension of the employee-~employer relationship and that I
am being specifically directed to:

a. Abide by all rules and regulations with respect to the
charge card.

. Use the travel card only for official travel.

©¢. Pay all charges upon receipt of the monthly billing
statement from the Travel Card Contractor.

d. Notify the APC of any pProblems with respect to my usage of
the charge card.

€. Notify the Card Contractor and the APC if my charge card is
lost or Stolen (Card applicants must initial all above provisions).

4. I also understand that failure on my part to abide by these
rules or otherwise misuse of the card may result in disciplinary
action being taken against me. I also acknowledge the right of the
Travel Card Contractor and/or APC to revoke or sugspend my card
privileges if I fail to abide by the terms of this agreement I have
signed.

(Applicant’s Signature) (Supervisor’s Signature)
{Applicant’s Printed Name) (SBupervisor’s Printed Name)
{Applicant’s Grade and Date) (Supervisor’s Grade and Date)

Enclosure (1)
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Individually Billed Account

. : -~ ¢” cCitibank® Government
Travel Card Set Up Form . Travel Card Program -

Instructions: Date:

Thiz farm mus! be compieted by both the Depardment of Defansa smployee and the Agency Program Coardinator (AFPC),
50 this (onT Lo anply for 8 new Individually Bited Cord Account fo be used by & Dsparment of Defanse amplgyec.
frtormation coliected o thiS appicanon is Sulject #0 the Privacy Scd of 1974 (5 UL 5.C. 5528) and applicatte agency . T . e
mguialions Questans? Contac! Commercial Card Servoas tefl-free 1-800-200-7058 from the U 5 amd Canada or, f dialing . . 866-571-5910
fram intematanal lieations, call ooltec! 757-052-5078. B 605-338-5745

Attention:

‘Section I: Cafdho!der [nform

A'physrcaf atldress must also ba pmwded ira P 6. Box is yourpdmary mamng address, f
! Enfer this addrass in the section Htl y y) pruwdmg Cid . L__] Alternate Mailing Address

O Physmal Malllng Address

" Addrass Line 1;

i only a P.C. Box will not ba procassed. For APOFPO addresses onfy ap [ Type:
. address is not required.

- 2. Cardholder-
Contact
Datails -

" Address Line 2:
City or ARG/
FPO:.

O Guare 7 Civilian ; g‘r;';‘; Pay ..

&, Employment
Status:

O Active [ Reserve

& Agreement  (To he comp-‘eted by empfoyee * = Required flelds)

: cknowdodge | have read the ! Card Program Gardholdar Agreement, (it} agrog to be bound by the lerms
¢ and conditions as sat forth in the Agreemenl; and {iit) understand that only the Department of Dafense may { raquast particular Authorization Pararnuters {Section 11I}. Thls
fe

| application Is fora Depar‘trnent of Defense Travel Gard account, which may bu tri ag ibed in the Cardhol
agree to accept which type of d. P t to requlr of Iaw, Incl gthe U.5.A, Patriat Act, the bank is required $o ruquest

o additienal Information to \rerlryyour Idenllty ) . o o
‘Slgnature & 7. Applicant’s Signature®: : B Data
: Agreament* e T B T A e S R i R
8. Gonsumer Report , a5 the cardholder, attharize the back to E B. 1, 8% s OT aulhorize the bank ©
i Autharization"- dnttiat oney cbiain cradit reports on ma as described in the | gblain credit repons on ma. Therafore, [ will not be
) ) agreement . | ligible for a standard card.

710, Appraving lsor's T N h

Slgnature*: 1. Dater

-Section ni: Account Specifications (7o be cornpleted by APC fs Reqm‘red fields)

P12 O APC Restricted Accour
Daacﬂ tion Info

| Account : -
Speclficatlons®. | 13. Plastic Type™:

select one) !
( . ; [] Quasi-Generic

| 15. Central Account Number

Section IV: Repcrﬁng Paramelers {To be comp!ered by APC. = Required fials)

16, A 4 : Specafy the cornp[ete account Hierarchy Lavel (HL) number that psdalns o your- orgamzaﬁcn .
. Aseoun : o : : ’
Hlerarchy* HL1 : HL2Z HL3 i HL4 : HLGE HL& ¢ HL7

H T
H . H

Saction V~ Authonzatlon {To be comp!efed by APC. *= Required fietds)

i By slgnl.n.g i:lel.ow ereby auﬂmtlza, an .hehall' af tho Agencwomanizah‘oﬁ Indicated above, that a Gnuummunt Card be Issued ta the emplayee named In
i Sectlon ) of this appll PLEASE RETAIN A COPY FOR YQOUR RECORDS,

v | Apce:
17. Authorlzed | -

APCT: i Address Line 1
! Gity or APO/FPO" : i state”

Date*

Address Line 2;
3 Zip f Postal Coda

. Country*: i;l Commercial Fax*: 1: Email Address*: |

Global Transaction Services

23 Citiany (South Daketa) NA, Al ights reserved. Gik and Ao Design and Ciibank are senvco mamss of Ciligreug Inz. or B8 aifil uzed ared registerad tnreughaout the wodd, |
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“Instructions Sheet
MPORTANT INFORMATION about opening a new Citl® Department of Defense Travel Card account:

: Supplament
! to Cardholder | Tohelp the United States Government fight terrorism and maney laundering, Federal law requires us to obtain, verify, and record information that

i date of birth, and an identification number, such as a Sccial Security Number, that Federal law requires us to obtain. Ve may also ask to see your

: Application | identifies each parson that opens an account. What this means for you: when you apen an account, we will ask for your name, a street address,
' : ! driver's license or olhar identifying documents that will allow us to identify you, We appreciate your cocperation.

: Ploase malntain coples In the Cardholder and Agency Program Coordinator's files.

‘Section I: Cardholder Information.
Please print or typa all information. Required fields are identified by asterisk (*). Incomplete applications will not be processed and
may be returned at the direction of the DTMO Travel Card Frogram Management Office.

APCs: Complete the sections Ill, IV and V. This form is only to be used to open a new account. Please print or type all information,
Required fields are ldentified by asterisk [*}. Incomplete applications will not be processed and may be returned at the dirsction of the
DTMO Travel Card Program Management Office,

P When: ! complete this form when there is a need to open a new individually billed cardholder travel card acoount,

FXCENERERTERS: PEER s A R 1T L et g O 0 A T T e b b e 2 S AR £ RS 0 S s 1 e i e T ML e # e e ae e

f B sedtion

1. Cardholder Name {requlred}: Frint or type the first, middle and last name of the Department, of

¢ Cardholder Defense employee for whom a new travel card is being requested (maximum of 19 characters),
. Information 2.  Cardholdar Contact Details (required);
(ail fields required) *  Mailto Attention: Indicate the name of the individual to whom the new card should be
mailed

i . Primary Address: (includes Street, City of APO/FPO, State/Province, ZipfPostal Code

and Country.) This is the address to which the employee's travel card billing statement

; should be mailed. If a P.O. Boxis provided, a physical address must also be provided

i *  Altemate or Physical Mailing Address: (includes Street, Gity or APO/FPO,

i State/Province, Zip/Postal Code, and Country} — Complete this section if a P.O. Box is

bsing provided as the employee's Primary Mailing Address

. Commercial Office and Home Phone: Indicate emplayee's business and home phone

i numbers (including area code). !f a home phone number is not available, enter “WN/A"

; {Not Applicable}. For locations cutsida of the U.5., include the applicable two-to-threa

: : digit country code. Note: an international access cods, such as “011" is not required

: L] Email Address; Indicate the employee's email address, if available

; 3. Cardhalder SSN (Social Sacurlty Number {required): Enter the employee's social security

number. The accuracy of the SSN Is eritical for split disbursement payments to be pasted
accurately and timely to the card account.

4.  Data of Blrth {required): Enter employee’s date of birth in mm/ddfyyyy format {example:

: - : . 00157 3)

. R R §.  Employment Status: Enter amployee’s military employment status with the govermnment, if

i : applicable

i ) C 6. PayRank/Grade: Empioyee's military rank abbraviation (SSGT, PO2, iLT, LCDR, etc.) and

: Co - three-character military pay grade (E-05. ©-03, ete.) or four-character civilian pay grade {(GS-09,

Applicant Slgnature (reguired): The applicant’s signature

Section |l

Cardholder 8. Date (required): Enter the date applicant signed the appfication
Signature & 9. Gredit Report Authorlzation (required): Applicant reads options A and B and places first and
Agreemant last initials next to the option they agree to,
g Approving Supervisor's Signature {required): Employee's supervisor must sign and date the
I (Toba complated by setup/applicaticn form in actordance with DoD 7000.14R, Financial Managament Regulation,
the Department of : Volums 9, Travel Policy and Frocedures (Chapter 3).
Defense Employee) 10.  Approving Supervisor's Signature {required): Signature of APC approving application,

: 11, _ Date (required): Enter the date the supenvisor signed the application — e
¢ Section lIl: 12.  APC Restricted Account Activation / Deactivation Information: APC enters the dates the card
; Account is ta be Initially available for use as well as the date to deactivate following initial use, if known. If
: Specifications no dates are provided, the card will ba issued in a deactivated status and must be activated by the
I (To be completed APC before the c_ardhg]dgr will ba able to use it. Cardhotder confirmation of card receipt will not
1 by APC) result in actomatic activation.

13. Plastic Type (required): Card type selection: 1) Govemment Standard: GSA-designed standard
card. U5 Government is printed on the card; 2} Quasi-Generic: Plaln silver plastic embossed with
Govermnment-assigned account number.

14. Delivery {required): Indicate if standard or expedited delivery of the card is required. If no option
i5 selected, the card will ba mailed standard delivery.

15.  Central Account Number: The 18-digit reference number assigned to your major command or

agency. This number is required for assignment of the carrect billing cycla to the cardholder's

account. We cannot process the setupfapplication form withaut this infarmation. If you do not
know your Cantral Account Number, please contact Commersial Card Services for assistance toll-
free at B66-670-6462 if dialing from the U.5. or Canada.

Giobal Transaction Services
5 Civank tSouth Dakota), M A Al rights rastirved  Cili and Arc Dasign and Citibenk are service marks of Ciligroup Ine. of its affihates. used and registtred hrougrol s
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i Section IV: ' 16.  Account Hiararchy {required): The hisrarchy unit number under which the new aécount will be. o
! Reporting i established. Complete as many hierarchical levels as are appropriate for your organization. Each
! Parameatars : level of hiararchy consists of a five-digit numbar; up to seven levels of hierarchy may be assigned.
! {Tobe completed ! Hierarchy levels are sequential and indicate the erganization's pedigree as illustrated below:
i ;
i by APC) HL1 = 00001 Department of Defense
i HL2 = 23000x Branch of Military Service ar DoD Independent Agencies
i HL2 = 3,000¢ Major Command or individua! DoD Agency name.
i
¥
| A complete hierarchy level number always begins with Level 1 and contains successive isvel
i numbers, down to the lowest level assigned. It is required to determine the reporling group to
which a cardholder’s account will belong. - e
Section V: *  APC Name (required): The name of the Agency/Organization Program Coordinator completing
17. this section of the setupfapplication form.
Authorlzation *  Signature (required): The APC's signature.
{To be completed *  Date {required}: Enter the date the APC signed the application

by APC) *  Address, Clty, State, Zip/Postal Code and Country (raquired); Indicate the street, P.O. Box or
; other addrass information for the APC as well as City, State, Zip/Postal Code and Gaountry,

. Commarcial Telephone {required): The APC's commercially accessible business telephone
number, including the area coda. For locations cutside of the U.5., indude the applicable two-digit
to three-digit couniry code. You do not need to prefaca the number with an access cods, such as
0117 which is used to obtain an intemational telephane line.

»....E-Mail Address (required): The APC's e-mail addrass,

Submit flrst page ONLY of raquest form via mail or fax as follows:

| ;""'6_ii'ivﬁéﬁi('( - 655):“:)&.' e ER BT
" P.O. Box 6408 605-338-5745

Global Transaction Services
& Citibank (South Dakola), WA All sighis resarved Ot and Arg Dosign and Cihbank e sendce marks of Catgraup Inc. or ds afilstes used and regislarsd thiaughout e
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IMPORTANT: BEFORE YOU SIGN OR USE THE
DEPARTMENT OF DEFENSE (DoD) TRAVEL CARD, READ
THIS AGREEMENT THOROUGHLY. PLEASE RETAIN THIS
AGREEMENT FOR YOUR RECORDS. In this Agreement
("Agreement”), “Card” means the enclosed Citibank
Department of Defense Travel Card (and all repfacements)
issued by Citibank (South Dakota), N.A. (which will be referred
to as the “Bank™) under the General Services Administration
{G8A) contract no. GS-23F-T0003 (“GSA Contract”).
“Agency/Organization” means the United States Department
of Defense which has requested/authorized the Bank to open
an account for me. The words “,” *me,” “my" and “mine” refer
to the DoD employee named on the Card and who has agreed
to be bound by this Agreement,

(1) THIS AGREEMENT

By activating, signing or using the Card or the account
established in connection with it (“Account”), 1 am agreeing to
the terms of this Agreement, Jf | do not agree to the terms of
this Agreement, | will cut the card in pieces and return a portion
of those pieces to both the Bank and to my Agency Program
Coordinatar before using the Card. | agree that | will be bound
to the terms of this Agreement to the extent that | use the Card,

{2) TYPEUSE OF THE CARD

A, Type of Card: You have been issued either
a Restricted or Standard Account, A
Restricted Account generally has a lower
credit limit and is subject to greater usage
restrictions. The reason{s) a Restricted
Account may have been established include,
but are not limited to: (i) you, as the
cardholder did not provide authorization for
us to acquire a credit report on your financial
history. (ii) the Agency/Organization Program
Coaordinator requested a Restricted Account;
or {iii} your credit did not meet the minimurm
requiremants set by the
Agency/Organization to qualify for the
Standard Account. Your
Agency/Organization may change your
Account from a Standard Account to a
Restricted Account or from a Restricted
Account to a Standard Account. Limits may
be increased or decreased at any time by
the Bank as directed by your Agency.

B. Expedited Card Delivery: $20 for any
request for expedited card delivery {premium
delivery by other than U.S. Postal Service
standard first class bulk postage) for
individuals not in a travel status, except
emergency replacement of damaged, lost or
stolen cards or situations deemed an
emergency by DoD (i.e., APC)..

C. Use of the Card: Charging and cash
advance privileges (if allowed) on the Card
and Account are provided by the Bank
pursuant to the GSA Contract and the DoD
Task Order and are subject to this
Agreement. | agree to use the Card only for
official travel and official travel-related

Popyright © 2008 Citibank {South Dakota), N.A.
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DEPARTMENT OF DEFENSE TRAVEL CARD PROGRAM
CARDHOLDER ACCOUNT AGREEMENT

expanses away from my official station/duty
station in accordance with DoD palicy. |
agree not to use the Card for personal,
family or household purposes. | understand
that the Card is not transferable and will be
used by me alone only after | have signed
the Card on the back above the words
*authorized signature.” | agree that [ will not
charge the expenses of others on this card.
In the event that | do make such charges, |
understand that | am fuily liable for ali such
transactions made. Unless canceled, the
Card will be valid through the expiration date
printed cn its face. By agreeing to the terms
aof this Agreement, | am requesting that the
Bank issue a renewal Card to me before the
current Card expires. The Bank will continue
to issue renewal Cards until the DoD or | tell
the Bank to stop. Charging and cash
advance privileges will be automatically
withdrawn: (i) upon request of the U.S.
Government; (i) upon termination of my
employment with the DoD; (i} upon
termination of the GSA Contract and/or task
order between the Bank and the DoD; (iv} if
the card is reported lost or stolen; or (v) as
noted in Section 10 of this agreement,

(3} LOSS, THEFT OR UNAUTHORIZED USE
i agree to notify the Bank and the DeD immediately of any loss,
theft or unauthorized use of the Card or Account. | will notify
the Bank, by phone at 1-800-200-70586, toll free in the
continental United States, Hawaii, Alaska, Virain Istands,
Puerto Rice, or Canada, collect at 757-852-9076 cutside these
areas or TDD at 1-800-855-2880. If my Card is returned to me
after | have notified the Bank, | agree not to use the Card. I will
not be liable for unauthorized charges that are made on my
Card.

(4) PAYMENT
The Bank will provide me monthly with a billing statement,
which sets forth billing data with respect to alf my charges,
cash transactions and fees relating to the Card and Account.
My billing statement is due and payable, in full, upon receipt of
the statement but must be received by the Bank no later than
25 calendar days from the closing date on the statement in
which the charge appeared. In the event that a diversion
account is used, certain charges may be billed directly to the
LoD and will appear on my billing statement as a
memorandum item only. In the event these charges are later
billed to my Account, | agree to pay such charges in full.
Payments must be made in U.S. currency, in electronic form or
with a money order payable in U.S. dollars, or with 2 draft or a
check drawn on a bank in the U.S. and payable in U.S. dollars.
If the Bank decides to accept a payment made in some other
form, payment will not be credited to my Account untit my
payment is cenverted into one of the farms just mentioned.
The Bank may accept late payments, partial payments or
checks and money orders marked “payment in full” or with
other restrictive endorsements without losing any rights under
this Agreement or under the law.

MI rights reserved. CITI and Arc Design is a service mark of Citigroup Inc., used and registered throughout the world,
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(5) CHARGES MADE IN FOREIGN CURRENCIES

A. Information on Foreign Currency
Conversion Procedures: If i make a
transaction in a foreign currency, other than
a cash advance made at a branch or ATM of
one of the Bank’s Citi affiliates, Visa will
convert the amount inte U.8. dollars. Visa
will act in accordance with their operating
regulations or foreign currency conversion
procedures then in effect. Visa currently
uses a conversion rate in effect on its
applicable central processing date. Such a
rate is either a rate it selects from the range
of rates available in wholesale currency
markets, which may vary from the rate it
receives, or the government-mandated rate.
If a cash advance is made in a foreign
currency at @ branch or ATM of one of the
Bank’s affiliates, the amount will be
canverted into U.S. dollars by a Citi affiliate
in accordance with its foreign currency
conversion procedures then in effect. The
Bank’s Citi affiliate currently uses a
conversion rate in effect on its applicable
processing date. Such rate is either a mid-
point market rate or the government-
mandated rate. The foreign currency
conversion rate in effect on the applicable
processing date for a transaction may differ
from the rate in effect on the sale or posting
date on my billing statement.

B. JTransaction Fee for Transactions Made in
Foreign Currencies: For each purchase
made in a foreign currency, the Bank will
pass along all charges assessed by the
bankcard associations. The fee will appear
as a separate transaction on the billing
statement,

{6) DISHONORED CHECKS

If any money order, check or draft is delivered to the Bank and
cannot be processed, or is not honored for its face amount
when presented, | agree that the Bank may impose as
Hliquidated damages for its costs a charge of $29,

{7) BILLING INQUIRIES/PROBLEMS WITH GOODS
AND SERVICES
Lfl have any question, problem or dispute about the billing
tatement, | will notify the Bank in writing or by telephone,
within BQ days of the billing date on the statement. The Bank
will take all reasonable and appropriate steps to provide the
fnformation | request or resolve my dispute. | understand that [
cannot hold the Bank accountable, and the Bank is not
Fesponsible, for problems such as malfunctions, failures due to
ack of quality, or other defects relating to the goods or
Eervices that | purchase with my Card or Account. In these
fypes of disputes, 1 must pay the Bank the charge and settle
my dispute with the establishment where the goods or services
vere purchased. The Bank will not be responsible if any
jpstablishment refuses to honer the Card, or for any other
broblem | may have with such establishment.
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(8) PURCHASES AND CASH ADVANCES
A. Purchases: | understand that 1 may use the

Card or Account for purchases wherever the
Card is honored, in accordance with DoD
policies and procedures.
Cash Advance: The DoD may approve my
Card or Account for cash advance privileges.
This will enable me to use my Card to obtain
cash from automated teller machines
("“ATMs") operated by a bank, other
institutions, or a Citibank branch teller, when
authorized by the DoD.
Cash Advance Transaction Fee: Each time
| use my Card to obtain cash, | will be
assessed a transaction fee of 2,00%. If the
DoD has negotiated a lower fee, the lower
amount will apply. The transaction fee will be
billed to me on my billing statement. In some
cases, a surcharge may be imposed by ATM
operators.
Persanal ldentlfication Number: If | am
appraved for cash advance privileges, ! will
either receive or choose a confidential
number code. This code is my personal
identification number (“PIN"). To obtain cash
from an ATM, my PIN must be entered inte
the ATM after l insert my Card. [ agree to
take all reasonable precautions to prevent
any other person from learning my PIN or
using my Card to make unauthorized
transacticns. | agree not to write my PIN on
my Card ar on any material | keep with the
Card. | understand that [ should not give my
card and/or PIN to another person for use.
In the event that I do give my card and/or
PIN to someone else, t understand that | am
fully liable for all such transactions.
My Ability to Get Cash atan ATM or
Citibank Branch Bank: Any limits for
obtaining cash are set by DoD palicy, Limits
on the number of and the dollar amount of
transactions may be restricted by the
operators of the ATM.
Citibank {South Dakota), N.A. Card
Liability: The Bank will not be liable for any
losses or damages resulting from any use or
attempted use of the cash advance
privileges including, but not limited to,
situations where:
= ATMs or any computer systems,
including Citibank systems, do
not work properly;
=  ATMs do net have encugh cash:
*  Orgircumstances beyond the
contral of the Bank.
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(9) TRAVELLERS CHEQUES
A. Purchases: The DoD may approve my

Account for travellers cheque purchases.
This will enable me to make purchases of
American Express travellers cheques
through my Card or Account. A fee of 3%
will be applied.

Loss, Theft or Unauthorized Use: | agree
to notify American Express immediately at 1-
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800-721-7282, free in the United States,
Virgin Islands, Canada, and Puerto Rico, of
any loss, theft or unauthorized use of my
travellers cheques.

(10) SUSPENSION AND CANCELLATION

The Bank may suspend or cance! my Card or Account

privileges as set forth in this Section 10,

A. Suspension: My Account is considered delinquent if
payment for the undisputed principal amount has not
been received 45 calendar days frem the closing date
on the biliing statement in which the charge appeared.
| will receive notification from the Bank requesting
payment of the undisputed past due amount. If
payment has not been received 55 calendar days
from the closing date, the DoD and | will be notified
that the suspension process will be initiated. The DoD
and | will be notified of a point of contact to assist in
resolving the past due account. If payment for the
undisputed principal amount has not been received
61 calendar days from the closing date, my Account
will be suspended, unless otherwise directad by the
DoD. DoD or the GSA Contracting Officer has the
right to suspend my Account for any reason, Upen
payment of the undisputed principal amount to the
Bank, my Account will be reinstated.

B. Cancellation: Citi may initiate cancellation of my
Card or Account if: (i) my Card is used for
unauthorized purpeses and the Bank has the DoD's
permission to eancel; {ii) my Account is past due for
the undisputed amounts 120 calendar days past the
closing date and all suspension procedures have
been met by the Bank; (i) my Account has been
suspended two times during a 12-month period for
undisputed amounts and is past due again, The DoD
and | will be notified that the cancellation process will
be initiated. If payment for the undisputed principal
amount has not been received 126 calendar days
from the closing date, my Card or Account will be
canceled unless otherwise directed by the DoD; cr (iv)
my Account has been paid with checks returned by
my finrancial institution for insufficient funds ("NSF*)
two or more times in a 12-month period. In this event,
my Account is subject to immediate cancellation, in
the event of cancellation, | understand that | must still
pay all undisputed amounts due to the Bank under
this Agreement. | understand that my Account
information may be reported to credit reporting
agencies if my Account is canceled. | will surrender
the Card upon request to the DoD. | understand that
use of the Card or Account after its cancellation will
be cansidered fraudulent ang may cause the Bank to
take legal action against me.

C. Late Fee: The late fee of $29.00 will be assessed
when payment for the fulf undisputed charges
identified on the monthly Statement of Account is not
remitted within two billing cycles plus 15 days past the
statement closing date on the Statement of Account in
which the Charge first appeared. If the Account is
subject to spfit disbursement and the Government
nofifies Citibank that payment delay was caused by
the Gevernment and not the cardholder, then the late
fee will be assessed if full payment is not received
within 30 days after the government notification to
Citibank of such payment errar. The late payment fee

Copyright @ 2008 Citibank (South Dakota), N.A.
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of $29.00 will continue to be assessed each billing
cycle until the past due amounts are brought current.

D. Reinstaternent of Canceled Accounts: The Bank
may reinstate canceled Accounts upon payment of
the undisputed principal amount and late fee. The
Bank may conduct a credit worthiness check on me
prior to reinstatement of my canceled Account. 1 will
be charged a fee of $29 upen successful
reinstatement, If the account is not reinstated, there
will be no fee assessed. Late fees are assessable
against my canceiled Account irrespactive of whether
the Bank reinstates my Account.

E. Waiver of Suspension/Cancellation Rights: If the
Bank does not enforce its Suspension and
Cancellation rights under this Agreement within 180
days of the closing date on the billing statement in
which the charge first appeared, it will lose them,

F. Collection: The Bank may use a collection agency to
collect against canceled Accounts. Court costs and
reasonable attorneys’ fees, not to exceed fifteen
percent (15%) of the amount owed, may be added to
the Account if the Bank must refer all or any part of
the Account fo an outside atiorney or agency for
collection.

G. Collection Payment Plan Fees:

a. Salary Offset: In the event that salary offset
is requested by the Bank for collection of
your account balance, a fee will be assessed
to your account in the amount of either (i)
$80.00 if your enroliment in a salary offset
program is accepted, or (i) $85.00 if the
request for salary offset is denied due to
non-eligibility.

0. Reduced Payment Plan: Upon your written
agreement to be enrclled in a Reduced
Payment Plan offered by the Bank, your
account will be assessed a fee. An initial
enraliment fee of $45.00 and a monthly
maintenance fee of $10.00 will be billed to
your account.

(11} CHANGING THIS AGREEMENT
The Bank may, upon written approval by the GSA and the
DoD, change this Agreement. The Bank will notify me in writing
at least 30 days prior to the date of the change. Jf | do not
agree to the changes, | will cut the card in half and return the
pieces to the Bank within 25 days of the date the change in
terms becomes effective. t agree that | will be bound by the
new terms if | use the Card after the effective date of the new
terms.

(12) LIABILITY FOR CHARGES
| am responsible for all purchases, cash advances and fees
charged to the Card issued to me, and the Bank will seek
payment for all charges directly from me regardless of whether
| have been reimbursed by the DoD.

(13) DISCLOSURE OF INFORMATION
In addition to reutine uses under the Privacy Act, [ authorize
the Bank to: (i} provide information about my Account to the
Bank's service providers administering my Account under the
GSA Contract; and (i} disclose all necessary Account
information to outside attorneys, collection agencies or credit
reporting agencies, if the Bank refers all or part of my Account
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for collection in accordance with the GSA Contract and the
DoD Task Order. | understand that past due Accounts will be
reported to the DeD. By signing the Individually Billed Account
Set Up Form and using my account, | am providing my written
consent to the disclosure of information as provided in this
Section 13. The Bank may provide to the DoD, manthly or as
often as requested, any information obtained by the Bank
about my Account. This infarmation can include Account
status, any Account delinquency information, and charge
activity. The inforrnation can also include detailed information
about specific items or services purchased or paid for using my
Account, including information from merchants that accept the
card itemizing the compenents of my transaction with the
merchant. The Bank may contact an APC for assistance in
managing my Account balance. The DoD is authorized to
provide information about me to the Bank for the purpose of
assisting the Bank in managing my Account,

{14) TELEPHONE MONITORING
| understand that from time fo time the Bank may monitor
|| and/or record telephone calls regarding my Account to assure
the quality of its service,

(15} GOVERNING LaW
This Agreement and my Account are subject to the GSA
Contract and shall be governed by South Dakota law and the
laws of the United States,

PRIVACY ACT NOTICE:

In accordance with the Privacy Act (5 U.8.C. 552a), the
following notice is provided: The informaticn requested on the
card application form is collected pursuant to Exectrtive Order
9397 and chapter 57, title 5, United States Code, for the
purposes of recording travel expenses incurred by the
employee/member and to claim entitlements and allowances
prescribed in applicable federal travel regulations. The
purpose of the collection of this information is to provide
Government agencies necessary information on the GSA
travel card contract which provides travelers with charge cards
for official travel and related expenses, atiendant operaticnal
and control support, and management information reports for
expense control. Routine uses which may be made of the
collected information and other account information in the
system of records entitled “Travel Charge Card Program
GSA/GOVT-3" are as follows: (1) transfers to appropriate
Federal, State, local, or foreign agencies when relevant to civil,
criminal, administrative, or regulatory investigations; (2}
pursuant to a request of ancther Federal agency in connection
with hiring, retention, issuing a security clearance, reporting an
employee investigation, clarifying a job, letter or contract or
issuing a license, grant, or other benefit; (3} to a Member of
Congress or to a Congressional Staff Member in response to
an inquiry of the Congressional Office made at the request of
the individual about whom the record is maintained; (4) to
officials of labor organizations when necessary to their duties
of exclusive representation; {5) to a Federal agency for
accumulating reporting data and monitoring the system; (6)
GSA contract travel agents assigned to agencies for billing of
ravel expenses; (7) listing, reports, and records to GSA by the

cntractor to conduct audits of carrier charges to the

overnment; and (8) any other use specified by GSA in the
ystem of records entitled "Travel Charge Card Program
IGSA/GOVT-3," as published in the Federal Register
periodically by GSA. The information requested is not
mandatory. Failire to provide the informaticn will nullify the
Copyright ® 2008 Citibank {South Dakota), N.A,
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application, and a charge card will not be issued to the
employee/member.

(16) CONSUMER CREDIT REPORTS
Unless on my Individually Billed Card Account Set Up Form |
instructed the Bank not to cbtain reports concerming my credit,
| authorize the Bank and my Agency to obtain from credit
bureaus and other credit reporting agencies reports concerning
my credit, consistent with my Agency/Organization's
agreement with union officials (if applicable).

(17} CHANGES TO NAME, ADDRESS OR
EMPLPOYMENT
I understand that the Bank will send my Statement of Account,
replacement or renewal Cards, or other notices to the address
shown in its records. | will promptly nofify the Bank of any
changes in my name, address, phone numbar cr any cther
changes specific to my Agency or employment,
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From: EXECUTIVE OFFICER, NAVY RECRUITING DISTRICT NEW YORK

Member Name:

1. BAs a Citi Bank Government Travel Card Holder, you signed an agreement
that stated in part that you agreed to use the card for official travel and
official travel-related expenses only. You are authorized to use the
government travel card for the following purposes:

a. Lodging expenses in comnnection with official travel orders, including
expenses at the travel destination and en route. Such lodging must be in
support of government business only.

b. Cash advances and fees not to exceed the amount authorized by travel
orderxrs. The ATM Cash Advances Program is to be used in conjunction with, and
as a supplement toc, the Government Travel/ATM Card program. Therefore,
service members must limit their cash advances to those expenses that cannot
be charged on the card, Any item that can be charged to the card must be
charged to the card rather than paid for by cash advance. Any cash advance
is to be used only to support government business.

¢. Transportation expenses may be charged, including ground
transportation, if such expenses are authorized by travel orders. Such
travel must ke in support of government business only.

2. Use of the Government Travel Card is essential for the efficient
administration of official government business. The card is issued pursuant
to a GSA contract with Citi Bank, which provides special benefits to the
member and the government. Many members will need to use the card in order
to perform their official duties and wmust maintain their cards in gocod
standing. Misuse of the card is detrimental to the government because it may
jeopardize a members good standing and cause the members card privileges to
be suspended or revoked. This may make it difficult for the member to
perform official duties, Misuse of the card may result in civil collection
action. Therefore, misuse of the card is contrary to good order and
discipline, and may tend to bring discredit upon the Navy.

3. To ensure adherence to this agreement, I direct that vou are to use the
Government Travel Card for its intended purpose; this is ONLY for official
travel and official travel related expenses. Any other use of the card is
UNAUTHORIZED and in violation of this order.

4. Violation of this order may result in administrative or disciplinary
action, including trial by court-martial.

Executive Officer
CDR, USHN

5. Acknowledgement:

I hereby certify that I have received the above order and understand that
I may use the Government Travel Card only for official travel and official
travel related expenses. I further understand that unauthorized use of the
card will subject me to the full range of administrative actions, and/or
punitive actions under the Uniform Code of Military Justice and/or as a
basis for appropriate disciplinary acticn with respect to DoD Federal
Employees.

Member Signature
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