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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).

• The Citi Bank application must be completed in one 
session to avoid duplicated or stalled applications. 

• You must email your documents as directed at the end of 
these instructions for card approval.

Student Detachment



Complete Mandatory Travel Card Training

https://www.defensetravel.dod.mil/neoaccess/login.php

• Click “OK”
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Complete Mandatory Travel Card Training

• Click “Continue with your CAC/PIV”
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Complete Mandatory Travel Card Training

1. Select your CAC 
certificate.

2.  Click “OK”

3.  Enter your CAC pin #.

4.   Click “OK”

1

3

LASTNAME.FIRSTNAME.MIDDLE.123456       DOD ID CA-23                        0G3N03

OTHERPERSON.NOTYOU.NO.987654              DOD ID CA-65                        8D2X92

2

4
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Complete Mandatory Travel Card Training

• Click “TraX”
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Complete Mandatory Travel Card Training

• Click  the “Training” button.
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Complete Mandatory Travel Card Training

1. Type “Travel Card 101” into the search box.
2. Click “Search”
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Complete Mandatory Travel Card Training

• Click “Launch”
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Complete Mandatory Travel Card Training

• A new window will 
pop up. 

• Read the 
information & click 
“Launch Course”
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Complete Mandatory Travel Card Training

• The course will 
launch in a new 
window. 
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Complete Mandatory Travel Card Training

• After completing the final assessment, click “View Your 
Certificate”
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Complete Mandatory Travel Card Training

• Your certificate will open in a new window. Download a 
copy of your certificate by clicking the download button.

YOUR NAME HERE
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Complete Mandatory Travel Card Training

• Save your certificate using the file naming convention:

LASTNAME,F_229th_GTCC Training

• Your last name in all capital letters
• Comma
• Your first initial
• Underscore
• 229th

• Underscore
• GTCC Training
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Complete the CitiBank GTCC Application

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

• Click “Apply for card Today”
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Complete the CitiBank GTCC Application

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

1

2
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Complete the CitiBank GTCC Application
1. Invitation Passcode:  JAOBC
2. Inviter’s Email Address:  tammy.s.kern.civ@army.mil
3. Click “Continue”

1

2

3

JAOBC

tammy.s.kern.civ@army.mil
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Complete the CitiBank GTCC Application
1. Enter your information into the form. 

Fields marked with an * are mandatory. 

2. Take note of your username, 
password, and helpdesk verification 
for future use.

3. Click “Continue”
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Complete the CitiBank GTCC Application
1. Approver1 Email Address:  tammy.s.kern.civ@army.mil

1tammy.s.kern.civ@army.mil
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Complete the CitiBank GTCC Application
1. Complete the demographics 

section.
2. Use the TJAGLCS address 

shown below for the mailing 
address
DO NOT USE YOUR HOME OF 
RECORD
Mailing Address Line 1…..600 Massie Road
Mailing Address Line 2…..ATTN: 229th JAOBC
Mailing  City………..……..Charlottesville
Mailing State………………VA
Mailing Postal Code………22903

3. 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.

1

2
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Complete the CitiBank GTCC Application
1. Shipping Address: Leave 

blank.
2. Commercial Office Phone: 

434-971-3193
3. Home & Mobile number 

can be the same.

1

2

3

434-971-3193
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Complete the CitiBank GTCC Application
1. Click to receive electronic 

statements.
2. Create a verification. 

*Take note of your verification answer for future 
use.

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

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

5. Enter your DOD Component:  
Active, Guard, or Reservist

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

 

2

3

4

5

6 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”

1

2
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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”
1

2

3
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Complete the Statement of Understanding (SOU)

1. Double click the picture of the 
document pictured to the right to open 
the SOU.

2. Enter the date BEFORE signing.
3. Digitally sign the document using your 

CAC certificate.
4. Save the file using the file naming 

convention:

LASTNAME,F_229th_GTCC_SOU
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Email Documents to TJAGLCS
Email your Travel Card 101 Training Certificate and signed Statement of 
Understanding to both email addresses listed below.

usarmy.pentagon.hqda-tjaglcs.list-g8@army.mil
judgeadvocatebasiccourse@army.mil
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Prescribed by: DoD GTCC Regulations


DD FORM 3120, MAR 2021


DOD GOVERNMENT TRAVEL CHARGE CARD (GTCC) STATEMENT OF UNDERSTANDING (SOU)


The Government Travel Charge Card (GTCC) must be used by DoD personnel to pay for all authorized expenses, to include meals, 
when on official travel unless an exemption is granted. This includes temporary duty travel (TDY), and per Component guidance, local 
and permanent change of station (PCS) travel. Refer to the Joint Travel Regulations for authorized and reimbursable travel allowances.


Cardholder must read and check off each item below. 


I understand that I am being directed to: 


Confirm receipt of my GTCC and set up my PIN upon delivery.


Ensure that my card account is open for use prior to ticketing and travel.


Obtain tax exemption information prior to my trip from https://smartpay.gsa.gov/content/state-tax-information.


Use my card only for expenses incurred by me or when authorized for PCS travel, my eligible dependents.


Charge my official expenses to the GTCC wherever possible rather than use cash withdrawals or another form of payment.


File my travel voucher within five working days from returning to my PDS after completing my travel.


Pay all my undisputed charges by the due date on my billing statement regardless of my travel reimbursement status.


Use split disbursement to pay for all outstanding charges.


Keep my account number, expiration date and contact information updated in DoD travel systems.


Update my contact information with the travel card vendor when necessary.


Notify the travel card vendor and my APC immediately if my GTCC is lost, stolen or compromised.


Complete “Travel Card 101” training initially and refresher training every three years thereafter.


Complete a “NEW” SOU upon arrival at each new duty assignment or every three years.


I understand that:


Disputes must be properly submitted to GTCC issuer within 60 calendar days from the statement date or I must pay the charge.


I am not allowed to withdraw a credit balance refund from an ATM.


If I misuse the card, I will be subject to administrative or disciplinary action.


Cash withdrawal fees are part of incidental expenses and not separately reimbursable.


Online and mobile access to my account is available at CitiManager.com.


For additional information on the Travel Card, refer to your APC and the DoD GTCC Regulations (https://www.defensetravel.dod.mil/
Docs/regulations/GTCC.pdf).


APC's Name: APC's Phone Number:


Applicant or Cardholder Name/Signature Date (YYYYMMDD) Supervisor Name/Signature



https://www.defensetravel.dod.mil/Docs/regulations/GTCC.pdf

https://smartpay.gsa.gov/content/state-tax-information

https://www.citibank.com/tts/solutions/commercial-cards/

https://www.defensetravel.dod.mil/Docs/regulations/GTCC.pdf

https://www.defensetravel.dod.mil/Docs/regulations/GTCC.pdf





