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(e) Use the IntelliLink rules, queries, and case
management disposition capabilities to review travel card activity on 
no less than a monthly basis to identify potential misuse, abuse, or 
fraud. See reference (u) for further instruction on IntelliLink. 

(fl Review all Notification of Unauthorized Use letters 
and Transaction Questionnaires. A sample letter is published in 
enclosure (3). 

(g) Monitor the Regional Delinquency-Hierarchy and Aging
Analysis Summary Reports to assess monthly delinquent accounts and 
their corresponding dollar amounts, in accordance with established 
metrics, per reference (u). 

(h) Recommend appropriate action to reduce or eliminate
GTCC delinquencies. 

(i) Conduct Commanding General Inspection Program (CGIP)
inspections using the Functional Area Checklist, 992 Government Travel 
Charge Card Program (GTCCP). The method of inspection, whether on­
site or virtual, will be conducted as required by the MCIEAST, CGI 
team. 

(j) Analyze delinquency trends within all subordinate
commands. Identify, document, and communicate systemic deficiencies 
or policy misunderstandings contributing to such trends and recommend 
corrective actions to maintain compliance. 

(2) MCIEAST Installation Commanders shall:

(a) Verify that their command, its units, and all
cardholders are operating in full compliance with the references. 

(b) Formally appoint one primary and one alternate APC.
Appointment letters shall be created using the mandatory template from 
enclosure (9). 

(c) Ensure all installation appointed APCs retrieve,
review, and retain the five mandatory monthly reports: Account 
Activity Text, Account Listing, Declined Authorizations, Delinquency 
Report-Hierarchy, and DoD Travel IBA Aging Analysis Summary. 

(d) Serve as the cardholder exemption authority and ensure
that all travelers utilize the IBA GTCC for all official travel 
related expenses, unless otherwise exempt. 

(e) Take appropriate personnel action when notified of
card misuse and/or abuse. Provide all necessary completed 
documentation to MCIEAST AC/S GB for higher headquarters reporting 
requirements. 
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(f} Initiate coordination with the servicing Civilian 

Human Resources Office to employ appropriate corrective action for any 

civil servant who violates the terms of the GTCCP. This action is 

required for all violations, including, but not limited to, instances 

where an employee's account reaches 120 days of delinquency, or when 

GTCC abuse or misuse has occurred. 

(g) Formally counsel uniformed personnel whose accounts

have reached 120 days of delinquency, or who have abused or misused 

the GTCC. This counseling shall be documented as a page 11 entry, in 
accordance with the example provided in enclosure (6). The stages of 

delinquency that trigger this requirement are outlined in enclosure 

(7). 

(3) Installation APCs shall:

(a) Monitor internal controls regarding the GTCCP, and

make recommendations to strengthen those controls in accordance with 

reference (u) . 

(b) Provide timely responses to all GTCCP inquiries, as 

required by the MCIEAST GS HL4 APCs. 

(c) Provide copies of all signed APC appointment letters 

to the MCIEAST GS HL4 APCs. 

(d) Participate in the formal check-in and check-out 

process for all personnel assigned to the command. The intent is to 

conduct timely hierarchy transfers for inbound personnel and to ensure 

the deactivation or closure of accounts for personnel permanently 

departing the command due to, separation from service, or retirement. 

(e) Advise all outbound personnel on proper GTCC use

during the PCS (Permanent Change of Station) process. In the event of 

a systematic failure with the Outbound Interview (OBI), manually 

conduct required credit limit increases and mission critical 

assignments for Marines executing PCS orders. Also, manually conduct 

the same actions for civilian personnel or uniformed members of other 

military branches prior to their departure as a standard procedure. 

(f) Notify the Command Security Manager when an account

reaches 60 days of delinquency. All confirmed cases of fraud, misuse, 

and abuse shall also be reported to the Security Manager. 

(g) Maintain files containing DD-Form 3120, Statements of

Understanding (SOU) for all personnel assigned to the installation. 

An SOU is required to be completed upon initial card issuance, upon 

arrival to the command, and must be updated every three years 

thereafter. A sample SOU is provided for reference in enclosure (8). 
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charges, including any prior outstanding balances, shall be designated 
for split disbursement. 

(h) Schedule mandatory SPPs if TDY period is greater than
45 days. This is a requirement to ensure interim vouchers are settled 
via split disbursement every 30 days, hereby preventing delinquency 
while on extended TDY. 

(i) For any TDY period exceeding 45 days, ensure their
GTCC account is transferred to the temporary unit's hierarchy. Upon 
completion of the TDY, report to the installation APC to initiate the 
transfer of the account back to their parent unit hierarchy. 

(j) Immediately notify the card issuer in the case of a
lost or stolen card, or to dispute any charges. Then, notify the 
installation APC of any physical loss or theft of the card. 

(kl Maintain online access to their Citibank account via 
the Electronic Access System to review and ensure the accuracy of 
their personal contact information, including their mailing address. 
If unable to update this information online, inform the installation 
APC, who will either assist in restoring online account access or 
facilitate the required update directly. 

(5) Approving Officials of Official Travel shall. Review all
travel vouchers with specific emphasis on the split disbursement 
details. Verify that the amount designated for split disbursement to 
the GTCC matches the full balance due to ensure the account is paid in 
full upon settlement. Amount being split disbursed to the GTCC must 
match its balance due. It is understood that any adjustment to the 
split disbursement amount will not alleviate the cardholder's 
responsibility to pay the full GTCC balance. 

c. Coordinating Instructions

(1) In accordance with reference (u), all uniformed members
assigned to MCIEAST will be issued a GTCC. All civil servants will 
apply for a GTCC, as required by position description or first line 
supervisor. Individuals who are not currently GTCC cardholders will 
apply for a GTCC immediately upon notification of the next travel 
requirement or sooner at the commander's direction. New GTCC 
applicants must submit the following documentation to the installation 
APC prior to application approval: 

(a) Completion certificate for "Programs & Policies-Travel
Card Program (Travel Card 101) [Mandatory]". This course will be 
conducted using the DTS-Travel Explore site at: 
https://www.defensetravel.dod.mil/Passport/. 

(b) DD-Form 3120 (SOU), per enclosure (8).
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Reports Required 

Report Title Frequency Reference Paragraph 
/ Topic 
Review 

Performance Every two MCO Encl fl), 
Metrics years from 4600.40C chap. 1, 
Review initial par. lb 

review 

Root Cause I If unit's MCO Encl ll), 
performance Metric is 4600.40C chap. 1, 
improvement Red par. 2 
plan 

Account Monthly MC!EAST-MCB Par. 4b, 
Activity Text CAMLEJO (3k) 
Report 4600.1A 

Account Monthly MCIEAST-MCB Par. 4b, 
Listing CAMLEJO (3k) 
Report 4600.1A 

Declined Monthly M MCIEAST- Par. 4b, 
Authorization MCB CAMLEJO (3k) 
Report 4.600.1A 

Delinquency Monthly MCIEAST-MCB Par. 4b, 
Report- CAMLEJO (3k) 
Hierarchy 4600.1A  

DoD Travel Monthly MCIEAST-MCB Par. 4b, 
IBA Aging CAMLEJO (3 kl 
Analysis 4600.1A 
Summary 
Report 

Civilian 120-day MCIEAST-MCB Par. 4b, 
personnel past due CAMLEJO (2f) 
violation accounts 4600.1A 
Reporting 

Security Mo.nthly MCIEAST·MCB Par 4b, 
Manager CAMLEJO (3 f) 
Notification 4600.1A 
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Responsibility 

APC (HLS -

below) 

MCIEAST GB APC 
(HL4) 

APC (HLS -

below) 

APC (HLS -

below) 

APC (HLS -

below) 

APC (HLS -

below) 

APC (HLS .

below) 

Installation 
Commander 

APC (HLS -

below) 

Submit to 

Installation 
Commander 

Installation 
Commander; 
MCIEAST AC/S 
GB. 

MCIEAST GB 
APC (HL4) 

MCIEAST GB 
APC (HL4) 

MCIEAST GB 
APC (HL4) 

MCIEAST GB 
APC (HL4) 

Installation 
Commander 

Human 
Resources 
Office; 
MCIEAST GB 
AC/S 

Installation 
Commander; 
Installation 
Security 
Manager 

Enclosure (10) 


















