
Apply for Card 

 

 



 

 



 

 



 

 

 

 

 

 

 

 

1st alternate is: scarlett.a.standfordbrewer.civ@mail.mil 

2nd alternate is jacqueline.y.harbin.civ@mail.mil  

 

mailto:scarlett.a.standfordbrewer.civ@mail.mil
mailto:jacqueline.y.harbin.civ@mail.mil


 

 

All fields with (*), Unit or Organization and Personal information data must be entered. 



 



 

 

 



 

 

It will skip #3 Country and Language – already been set to USA-English 

 

 

 



 

Fill out all personal information – it is very help if you use middle initial in identifying and verification 

purposes. 

Supervisor that signed your statement of understanding. 



 

 

 

 

 

 

Check this box to auto populate 

mailing address same as 

residential. 

Shipping address can be entered 

differently.   

Avoid using Organizations address, 

not all organizations has a regular 

mail man/women to deliver to 

office. 

Last knowledge civilians were not 

authorized to receive mail at 

organizations 

 

 



Figure 1****Alternative Employer name can be your "organization 's name" , supervisor email and phone 
number must be included. 
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Keep in mind if the individual 

request expedited travel card, 

there are fees charged.  Individual 

is responsible.  
Mark this box or application 

will not process, read below 



 

 

Choose one block.  If you choose this block your travel card amount will be 

$4000.00 restricted account.  And you will have to fill out form DD2883 

and upload to this application 
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Once supervisor approves, then it will automatically route back to the APC for review and submission to Citi Bank for 

processing. 

Travel Card will arrive in a plain white envelope with ONLY a return address of Sioux Falls, there will NOT be a business logo. 

Monitor your mail closely advise other family members not to through this away as junk mail! 

 

Employee’s responsibilities are but not limited to: 

- Keep mailing address up to date 

- Submit Travel Voucher for reimbursement within 5 working days of return. 

- Upon receipt of your travel card statement if it is not paid in full by split disbursement from voucher, residual amount is 

due and must be paid.   

Recommend you review your voucher and your charges on Citi Bank statement.   

Most times it is due to meals being charged or TMC Fees which do not automatically pay to your travel card statement.  

You must add additional funds in financial summary to equal the amount due on your statement! 

- Activate travel card and set pin upon receipt of travel card 

- Notify Citi Bank if card is lost or stolen 

- Renewal card is sent automatically at the beginning of the month in which they expire, if you do not receive your 

renewed travel card contact Citi Bank.   

This will close the account and a new account will be reissued.  This helps prevent fraud or misuse of a card issued in 

your name! 

- Employees can monitor and manage account online or by mobile app. 

- Contact GRMO APC if you are attending 3 week courses so card can be put in MC (mission critical) status 

- Contact GRMO APC if you are PCSing, so travel card can be put in MC status, and if necessary temporary increase, with 

not to exceed 45 days.  Upon receipt of your travel card statement  

 

 

 




