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	UNIT SPECIFIC ADDRESS
Phone: (XXX) XXX-XXXX
Fax: (XXX) XXX-XXXX
Email: Joe.Coastie@uscg.mil
4600
[DD Month YYYY]


MEMORANDUM

	From:
	PO1 JOE COASTIE, EMPLID 
	Reply to
Attn of:
	

	To:
	CG PSC-bops-r-GTCC

	Thru:

Subj:
	(1) COMMAND
REQUEST FOR GOVERNMENT TRAVEL CHARGE CARD REINSTATEMENT


Ref:
(a) Government Travel Charge Card (GTCC) Program, COMDTINST 4600.18 (series)
1. In accordance with reference (a), I am requesting my GTCC account be reinstated and have provided all required documentation with this memo.  My account ending in x#### was closed on [date] as a result of [provide a detailed summary of the circumstances that caused the account closure and actions taken since to resolve the matter and prevent reoccurrence].  My account balance has been paid in full and I have recompleted the DHS online GTCC training within the last three months.


2. I understand the GTCC bank may need to review the information in my credit file to decide the reinstatement of my GSA SP3 travel card account.  By signing this document, I agree to such a review if needed.

3. I understand the government travel card program provides travelers with a means of financing official travel expense and that only official government temporary duty (TDY) and certain permanent change of station (PCS) travel expenses may be charged to this card.


4. I fully understand use of the travel card for anything other than official government travel expenses is not authorized and is considered card misuse/abuse.  I also fully understand that the monthly travel card statement is payable in full before the due date indicated on the statement regardless of travel reimbursement.  Non-timely payment of the monthly travel card statement is also considered card abuse/misuse.  I fully understand that card abuse/misuse is subject to disciplinary actions under the Uniform Code of Military Justice or the appropriate civilian regulations.


5. I fully understand that travel voucher reimbursements and/or split-disbursements are to be used to pay for the official government travel expenses charged to the travel card and failure to do so will be subject to administrative and/or disciplinary action.


6. I agree to fully comply with all the travel card policies and procedures published by the Coast Guard and the travel card issuing bank.


7. I agree to ensure the personal information contained on my travel card account is current at all times.

#

Enclosures:
(1) DHS GTCC Training Certificate/ USCG LMS Transcript 

(2) Citi Bank GSA SmartPay3 Card Individually Billed Cardholder Agreement 

4600


[DD Month YYYY]
FIRST ENDORSEMENT on PO1 JOE COASTIE memo 4600 of [DD Month YYYY]
From:  
COMMAND
To:   
CG PSC-bops-r-GTCC
Subj:
REQUEST FOR GOVERNMENT TRAVEL CHARGE CARD REINSTATEMENT

1.
I approve and authorize the reissuance of a government travel card to (name of applicant), who has completed the required training and has been counseled regarding the authorized use and payment of the travel card.
2.  The following administrative and/or disciplinary action was taken by this command as a result of the member or employee’s prior actions which caused the original account to be closed:  [insert summary of actions taken].

3.  The member has again been counseled that administrative or disciplinary action may result if Coast Guard and the GTCC bank instructions are not fully complied with.

# 
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