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SUBJ: CHANGES TO THE GOVERNMENT INDIVIDUALLY BILLED COMMERCIAL

TRAVEL CHARGE CARD (CTCC) POLICY

A. TRAVEL CHARGE CARD PROGRAM, COMDTINST 4600.14A

1. AS PART OF OUR ONGOING REVIEW OF THE COAST GUARDS CTCC PROGRAM,

SEVERAL CURRENT POLICY AREAS MUST BE UPDATED. THESE POLICY CHANGES

ARE INTENTED TO PROVIDE A MEANS FOR BETTER MANAGEMENT OF THE

PROGRAM AT ALL LEVELS AND ASSIST INDIVIDUALS IN THE MANAGEMENT OF

THEIR PERSONAL CTCC ACCOUNT. THE FOLLOWING POLICY CHANGES TO REF

(A) ARE EFFECTIVE IMMEDIATELY:

 A. ELIGIBILITY CRITERIA - ONLY THOSE CG CIVILIAN PERSONNEL,

MILITARY PERSONNEL AND NAF CIVILIAN EMPLOYEES WHO TRAVEL OR

ANTICIPATE TRAVELING MORE THAN FIVE TIMES A YEAR ARE REQUIRED TO

HAVE AND USE THE GOVERNMENT CTCC. INDIVIDUALS TRAVELING FIVE TIMES

OR LESS IN A YEAR MAY BE ISSUED A GOVERNMENT CTCC AT THE DISCRETION

OF THEIR COMMANDING OFFICER.

 B. INDIVIDUALS THAT CURRENTLY POSSESS A CTCC AND DO NOT MEET THE

CRITERIA IN SUB-PARA (A) ABOVE SHALL HAVE THEIR CARD SPENDING LIMIT

REDUCED TO ONE DOLLAR. COMMANDING OFFICERS, OFFICERS IN CHARGE AND

SUPERVISORS SHALL REVIEW THE CARDHOLDERS AT THEIR UNIT AND FORWARD

A LIST OF THOSE ACCOUNTS FOR WHICH THE SPENDING LIMIT IS TO BE

REDUCED TO THE UNITS SUPPORTING TRAVEL CHARGE CARD COORDINATOR.

 C. THE FOLLOWING TYPES OF TRAVEL ARE EXEMPT FROM MANDATORY USE OF

THE CTCC:

  (1) TRAVEL EXPENSES ASSOCIATED WITH CLASS "A" SCHOOL ASSIGNMENT.

  (2) TAD/TDY TRAVEL THAT EXCEEDS 21 DAYS. WHERE TAD/TDY EXCEEDS 21

DAYS AND THE CTCC IS NOT USED, TRAVEL ADVANCES CAN BE REQUESTED.

SHOULD AN INDIVIDUAL DECIDE TO USE THE CTCC FOR TDY IN EXCESS OF 21

DAYS, INTERIM TRAVEL CLAIMS ARE REQUIRED TO BE SUBMITTED EVERY 25

DAYS. WHEN MAKING THE DECISION TO USE THE CTCC FOR LENGTHY TAD/TDY,

THE TRAVELER MUST CONSIDER THE FOLLOWING: CAPABILITY OF SUBMITTING

INTERIM TRAVEL CLAIMS AND CAPABILITY OF PAYING CTCC BILLS WHILE

AWAY FROM THE PERMANENT UNIT.

  (3)  PCS TRAVEL DELAY IN EXCESS OF 15 DAYS. WHERE PCS DELAYS

EXCEED 15 DAYS TRAVEL ADVANCES CAN BE REQUESTED. IN THOSE INSTANCES

WHERE A CTCC IS USED IN CONJUNCTION WITH A PCS MOVE, IT IS

IMPERATIVE THAT WITHIN THREE DAYS OF REPORTING TO THE NEW DUTY

STATION THE TRAVELER NOTIFY CITIBANK OF THE ADDRESS CHANGE, NOTIFY

THE LOCAL TRAVEL CHARGE CARD COORDINATOR OF ARRIVAL AND SUBMIT A

TRAVEL CLAIM. IF A PERSONAL MAILING ADDRESS IS NOT KNOWN, THE

ADDRESS SHALL BE CHANGED TO THE NEW PERMANENT DUTY STATION ADDRESS.

 D. INDIVIDUALS NOT REQUIRED TO USE THE CTCC UNDER THIS NEW POLICY

WHO ARE REQUIRED TO TRAVEL SHOULD USE THE CENTRALLY BILLED

GOVERNMENT TRAVEL ACCOUNT (GTA) FOR OBTAINING COMMON CARRIER

TRANSPORTATION TICKETS (AIR, RAIL, BUS, OR SHIP) AND A TRAVEL

ADVANCE IN ACCORDANCE WITH PARA 11.C OF REF (A) TO SUPPORT OTHER

ANTICIPATED TRAVEL EXPENSES.

 E. EXEMPT TRAVEL EXPENSES. COMMON CARRIER TRANSPORTATION TICKETS

SHOULD NOT BE CHARGED AGAINST AN INDIVIDUALLY BILLED CTCC IF THE

AMOUNT OF THE TICKET EXCEEDS 1000 DOLLARS. COMMON CARRIER

TRANSPORTATION TICKETS EXCEEDING 1000 DOLLARS SHOULD BE CHARGED

AGAINST A GTA. THE INTENT OF THIS RECOMMENDATION IS TO HELP AVOID

DELINQUENCIES. BY USING A GTA THE MEMBER AVOIDS POTENTIAL OUT OF

POCKET FUNDING IF THEIR CTCC BILLING CYCLE AND REIMBURSEMENT ARE

OUT OF SYNC.

2. REINSTATEMENT OF A CTCC CANCELLED BY CITIBANK UNDER PROVISION OF

THE GSA TRAVEL CHARGE CARD CONTRACT WILL NOT BE CONSIDERED IF THE

CARD WAS CANCELLED FOR ONE OF THE FOLLOWING REASONS:

 A. CARD WAS USED FOR UNAUTHORIZED PURPOSES.

 B. CARD WAS SUSPENDED TWO OR MORE TIMES DURING A 12-MONTH PERIOD

FOR UNDISPUTED AMOUNTS AND WAS AGAIN PAST DUE.

 C. ATTEMPT FOR PAYMENT WAS MADE WITH INSUFFICIENT FUND CHECKS TWO

OR MORE TIMES IN A 12-MONTH PERIOD.

 D. THE BANK HAS WRITTEN OFF THE ACCOUNT BALANCE AS AN

UNRECOVERABLE DEBT.

 E. THE ACCOUNT BALANCE WAS DELINQUENT 181 DAYS OR GREATER.

 F. TRAVEL CHARGE CARDS CANCELLED FOR REASONS OTHER THAN THOSE

LISTED ABOVE IF THE DELINQUENT BALANCE HAS NOT BEEN PAID IN FULL.

3. UNITS SHOULD CONTACT THEIR LOCAL TRAVEL CHARGE CARD COORDINATOR

FOR INSTRUCTIONS ON SUBMITTING A REQUEST FOR TRAVEL CHARGE CARD

REINSTATEMENT. THESE INSTRUCTIONS MUST BE FOLLOWED WITHOUT

EXCEPTION IN ORDER FOR A REQUEST TO BE CONSIDERED.

4. EFFECTIVE WITH THE JUNE 2004 BILLING CYCLE, COMDT (G-WRI) WILL

REDUCE THE CARD SPENDING LIMIT TO ONE DOLLAR FOR ANY CTCC ACCOUNT

THAT DOES NOT INCLUDE THE CARDHOLDERS CORRECT SSN. TRAVEL CHARGE

CARD COORDINATORS SHALL NOT INCREASE A CREDIT LIMIT FOR ANY REASON

UNLESS THE ACCOUNT REFLECTS THE CORRECT SOCIAL SECURITY NUMBER AND

THE MEMBERS VALID MAILING ADDRESS.

5. COMDT (G-WRI) HAS DEVELOPED A PROCESS FOR IMPORTING INDIVIDUAL

CTCC DATA FROM CITIBANK TO DIRECT ACCESS. BY MID-JUNE COMMANDS WILL

HAVE THE CAPABILITY WITHIN DIRECT ACCESS TO VIEW CTCC DATA FOR

INDIVIDUALS ASSIGNED TO THEIR DEPARTMENT. THIS VIEW ONLY CAPABILITY

WILL PROVIDE THE FOLLOWING INFORMATION FOR THOSE INDIVIDUALS

POSSESSING A CTCC: CTCC ISSUE AND EXPIRATION DATE, STATUS, CREDIT

LIMIT, BALANCE DUE, AND 30, 60, 90, 120 DAYS PAST DUE AMOUNTS.

ADDITIONAL INFORMATION WILL BE PROVIDED WHEN THE INFORMATION IS

AVAILABLE WITHIN DIRECT ACCESS.

6. CONTENTS OF THIS ALCOAST WILL BE INCORPORATED INTO THE NEXT

REVISION OF REF (A). QUESTIONS CONCERNING THE CONTENTS OF THIS

ALCOAST MAY BE ADDRESSED TO MR. SCOTT ARNDT AT (202) 267-1970 OR E-

MAIL SARNDT (AT) COMDT.USCG.MIL OR MR. MARK MEICZINGER AT (202)

267-1714.

7. INTERNET RELEASE AUTHORIZED.

8. RADM KENNETH T. VENUTO, ASSISTANT COMMANDANT FOR HUMAN

RESOURCES, SENDS.
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