STUDENTS INPROCESSING 
All Soldiers inprocessing with 3rd BN, 1st SWTG(A) that have a Government Travel Charge Card must complete a Transfer of Government Travel Charge Card (GTCC) form which includes a Statement of Understanding (SOU). The SOU must be legible and include the Soldiers initials and appropriate signatures by cardholder and supervisor, along with a copy of your orders. A copy of “Programs & Policies – (Travel Card 101) [Mandatory] certificate must be included in your packet. This certificate is valid for 3 years from the time the training is taken. Three Defense Travel System (DTS) certificates are also required as follows: (1) DTS (Basic) – About DTS, (2) DTS (Basic) – DTS Travel Documents (DTS 101) and; (3) Programs & Policies – Travel Policies). This packet should be completed and ready for submission to 3rd BN Budget Office within 10 business days of inprocessing. If you have previously taken this training you can reprint a copy of your certifications for submission. Online training for these certificates can be taken by going to the following website: https://www.defensetravel.dod.mil/Passport/bin/Passport.html 
 * A copy of orders only is required for Soldiers that do not have a GTCC.
After receipt of these documents by the 3rd BN Budget Tech your GTCC will be transferred from your last unit to 3rd BN. 
If you have never had a GTCC, and require no TDY, you will not receive a GTCC at the SWCS school house.  You will apply for a GTCC after graduation and PCS to your gaining operational unit.   

· Be advised that GTCC is to be used for “official TDY travel expenses ONLY”. 
· Review the GTCC HELPFUL HINTS printout - failure to comply by these guidelines could result in serious damage to your career for misconduct of Government Funding. 
· The GTCC balance must be paid in full for each monthly billing cycle regardless of whether you have received your travel claim reimbursement from DFAS.   
***Cardholders are strongly encouraged to register on the Citibank website to monitor their accounts to ensure they are current and their account information is updated and accurate.  To register for the first time go to:  https://home.cards.citidirect.com/CommercialCard/Cards.html and click on the “Self registration for Cardholders” link under First time users.
Thank you,

Toni Brooks 
Budget Tech

3rd Bn, 1st SWTG(A)
Phone: 910.432.6160
Fax: 910.432.7660 

