Student Detachment

How to Apply for a
Government Travel Card

Judge Advocate Officer Basic Course

These instructions are ONLY for students attending JAOBC at The Judge Advocate General's
Legal Center & School in Charlottesville, VA. If you are not attending JAOBC, contact your unit
GTC administrator for your organization's application instructions.
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Before You Start

* You must have your military Common Access Card (CAC)
before you being the application process.

* Do not apply if you already have a GTCC, even if your
GTCC is/was issued in another capacity (government
civilian employee). Email Student Detachment for
assistance with your existing GTCC account.

« The Citi Bank application must be completed in one
session to avoid duplicated or stalled applications.
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Complete the CitiBank GTCC Application

https://home.cards.citidirect.com/CommercialCard/login

 Click “Apply for card Today”

citi CitiManager

Apply for a Card Today >

m
DOWNLOAD THE CITIMANAGER APP ; Cltl
Manage your Citi Commercial e 7
1234 D012 345k 7899
Card

JOHN SMITH


https://home.cards.citidirect.com/CommercialCard/login
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Complete the CitiBank GTCC Application

1. Select the “Invitation Passcode” option
2. Click “Continue”

LOGIN
User Registration

o Welcome to CitiManager. Please select the proper registration process for your organization. You sh
contact your Program Administrator.

1 > (®) |nvitation Passcode

Prefilled Application Code
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Complete the CitiBank GTCC Application

1. Invitation Passcode: JAOBC

2. Inviter’'s Email Address: chrystal.a.littleton.mil@army.mil
3. Click “Continue”

LOGIN ' USER REGISTRATION

User Registration - Invitation Passcode/lnviter's Email

1. Passcode Verification 2_ Sign on Details 3. Country and Language C D

4 Card Application Detal

o You will be prompted in the next four steps to register for the CitiManager website and co
Step 1 of 4: - Please enter the Invitation Passcode and Inviter's Email Address provided by yo

* INVITATION PASSCODE
1 > JAOBC
*INVITER'S EMAIL ADDRESS
2 > chrystal.a.littleton.mil@army.mil
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Complete the CitiBank GTCC Application

SGH-0OM DETAIL 3

3. Click “Continue”

Slep 2 of 4: - Please complete the informetion below o creale your Ciliba
e i ’ " : ol

2.

Enter your information into the form.
Fields marked with an * are mandatory.

Take note of your username,
password, and helpdesk verification

for future use.

PERSOMHAL INFORMATION

LAMIEL
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| Complete the CitiBank GTCC Application

1. Approver1 Email Address: chrystal.a.littleton.mil@army.mil

FORM DETAILS

chrystal.a lttleton.mil@army.mil < 1 Approver1 email address is mandatory to ...

DOD IOLAFinal2
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Complete the CitiBank GTCC Application

1.

Complete the demographics
section.

Use the TJAGLCS address
shown below for the mailing
address

DO NOT USE YOUR HOME ADDRESS

Mailing Address Line 1.....600 Massie Road

Mailing Address Line 2.....ATTN: ### JAOBC
(#### = your JAOBC Class number)

Mailing City................... Charlottesville
Mailing State.................. VA
Mailing Postal Code......... 22903

Select “Copy mailing address
to residential address if
both are the same.”

*You will update your residential address once
you report to your duty station.

=)
R\

DEMOGRAPHICS

Jane

I> Smith

UNITED STATES OF AMERICA

—Select—
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Complete the CitiBank GTCC Application

1. Shipping Address: Leave
blank.

2. Commercial Office Phone:
434-971-3211

3. Your mobile number. The ! >
home number can be the

same as your mobile select.

number.

*This number will be used for _Select-
verification to access your online

account later.

434-971-3211
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Complete the CitiBank GTCC Application

Click to receive electronic
statements.

Create a verification.

*Take note of your verification answer for future
use.

Input your military
(.mil@army.mil) email & a
personal email address for the

VERIFICATION

alternate.

Enter your DODID number
from the back of your military
ID card.

Enter your DOD Component:
Active, Guard, or Reservist

Supervisor Email Address:
chrystal.a.littleton.mil@army.mil

O IIY T

chrystal.a.littleton.mil@army.mil
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Complete the CitiBank GTCC Application

1. Name to Appear on Card: Your name as it appears on a form of
identification.

2. Plastic Delivery: Select “N”

ADDITIONAL

j:>
Z:> h
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X Complete the CitiBank GTCC Application

1. Read the cardholder acknowledgement & click the box.

2. Read the declaration & selection an option.

Credit Worthiness Declaration: Citibank will complete a soft check of your credit score. It will not
pull your credit history and will not impact your credit history or credit score. If you do not allow the
credit check, you will receive a restricted card with a $4000.00 credit limit (standard is $7500.00).
The JAG School will not review any alternate credit worthiness assessments. You may request a
card upgrade with an alternate assessment at your next duty station.

1. Click “Submit”

Declaration

Credit Worthiness declaration

Declaration - Please read the declaration below:

2 ¥ | a5 the cardholder, authorize the bank to obtain credit score on me as described in the agresment.
I. as the cardholder, DO NOT authorize the bank to obtain credit score on me. Therefore, | have completed and submitted an alternate credit worthiness assessment (DD Form
2883), and | will not be eligible for a standard card.

3 suBmIT VIEW/ UPLOAD ACCOUNT DOCUMENTS  SAVEAS DRAFT CANCEL
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