	GOVERNMENT TRAVEL CHARGE CARD (GTCC) APPLICATION GUIDE	 

Initial Requirements/Prerequisites (All Applicants)
Important Note: To ensure your travel card is processed without delay, all members must complete and provide the following documents before an application can be approved:
· Trax Training Certificate: Programs & Policies – Travel Card Program (Travel Card 101) certificate from DTS Training.
· Statement of Understanding: Completed and signed DD Form 3120 (ensure all required signature fields are complete) 
Email certificate and form to nese.fair-gallant.civ@us.navy.mil and  lisa.m.hayes60.civ@us.navy.mil

CitiManager Online Application Steps (First-Time Applicants Only)
Website: https://home.cards.citidirect.com/CommercialCard/login
1. Go to the CitiManager website at the link above.
2. Click on Apply for card
3. Enter Invitation Code: tw5admin
4. Enter Inviter’s Email Address: nese.fair-gallant.civ@us.navy.mil
5. Fill out your applicant information accurately:
· Personal info
· Current Local/Residential address (must include ZIP+4 code). 
· Security questions
6. Click Submit. A pop-up dialogue box will appear prompting you to create your new User ID and Password.
7. Log in using your newly created credentials.
8. Enter Approver Email Address: nese.fair-gallant.civ@us.navy.mil
9. Create a 4-digit PIN for Citi card account
10. Ensure your contact email is entered as your official military/work email. 
11. Enter Contact Phone Number: 850-623-7766
12. Plastic Delivery Option: Select Option 1: Regular Mail. 
13. Click Submit. A dialogue box will confirm successful registration and submission.

Application Tracking & Follow-Up
You will receive automated email notifications throughout the process:
1. Application Received: confirms your online application has been submitted.
2. Successfully Processed & Mailed: Confirms your card has been approved and dispatched. 
Important Follow-Up: If you do not receive the “Successfully Processed/Card Mailed” email within 10 business days of submitting, please contact Nese Fair-Gallant (Room 233) as soon as possible so we can check the status with Citi and prevent further delay.
Submission Routing by Applicant Category
FOR COAST GUARD AND FIRST-TIME APPLICANTS (Never had a GTCC)
1. Complete the online CitiManager Application above.
2. Once Submitted online, immediately email both:
· nese.fair-gallant.civ@us.navy.milapplication guide 
· lisa.m.hayes60.civ@us.navy.mil
3. Email Details:
Subject: Government Charge Card Application – [Your Last Name, First Name]
Message: “See attached; I have completed the online application in CitiManager. Please review and approve.” Attachments: TraX 101 Certificate & signed DD Form 3120
Note: For Coast Guard personnel: Travel cards issued through the Coast Guard cannot be used for Navy travel. You must complete this application for Navy GTCC.

FOR STUDENTS WHO EITHER HAD A CARD IN THE PAST OR CURRENTLY POSSESS ONE (With the Exception of USCG)
· Previous Cardholders (Expired/Inactive Card): Do NOT submit a new online application. Bring your TraX Certificate and signed DD Form 3120 directly to Nese Fair-Gallant in Finance (Room 233). In most cases, the APC can reinstate or reorder your card directly in Citi without creating a new application.
· Current Cardholders (Active Card from Previous Command): Bring your TraX Certificate, signed DD Form 3120, and a clear photocopy/scan of the front of your GTCC to Room 233.
(Tip: If the 16-digit number does not scan clearly, please neatly write the full card number on the page). 

Delivery & Activation Information
· Delivery: Your card should arrive within 30 days of final approval. Cards arrive in plain white envelopes that can look like junk mail-please open all mail carefully during this window so it is not accidentally discarded.
· Activation: When your card arrives, call the phone number on the sticker to activate it (phone activation is recommended over online activation for immediate registration).
· Follow-up: If you have not received your GTCC within 30 days of submitting all the paperwork, please check in with Nese Fair-Gallant (Room 233).
