DEPARTMENT OF THE ARMY

Headquarters, 187th Medical Battalion, 32d Medical Brigade

U.S. Army Medical Department Center and School

Fort Sam Houston, Texas  78234-7625

MCCS-AB 

                                                                                              17 July 2003

MEMORANDUM FOR All Personnel, 187th Medical Battalion, 32d Medical Brigade, AMEDDC&S, Fort Sam Houston, TX  78234


SUBJECT:  Use of Government Credit Card (Travel), Command Policy #21

1.  The purpose of this policy is to establish procedures for the proper use and reconciliation of the Government Travel Card (GTC).  As a member of this battalion you are issued a GTC to support your authorized temporary duty status (TDY).  Your responsibility as a GTC user is to ensure that the balance on your GTC account is paid in full within 30 days.  As a GTC account holder, you must understand and adhere to the guidelines specified on your initial briefing and this policy. 

2.  The responsibilities of GTC account holders are listed below:    

     a.  You will submit your final settlement using Travel Voucher DD Form 1351-2 within five days of completion of your TDY travel. 

     b.  When on TDY status for more than 30 days, you need to arrange for payment of your account to avoid having an account over 30 days delinquent.  You will file the final settlement within five (5) days of completion of the TDY as stated in paragraph 2.a. above.

     c.  Checking the split disbursement box on block one of the Travel Voucher is required for settling your account.  Exceptions to split disbursement can be requested by the account holder and approved by the Battalion Executive Officer. 

     d.  You are only authorized to use the GTC while in TDY status.  This card is for official use only.  It is intended to pay for gas, travel, lodging, food, tolls, and other reimbursable incidentals.  Cash advances are authorized to cover expenses for the aforementioned expenses.

     e.  Notify Bank of America and the Battalion Agency Program Coordinator (APC) representative immediately in the event of a lost or stolen card.
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3.  The Battalion Executive Officer is the designated person authorized to sign the approving officer block (21a) on DD Form 1351-2, Travel Voucher or Subvoucher.  In his/her absence, the Battalion Adjutant will sign as approving officer.  

4.  The Commander, Company A, is the battalion APC representative for activation, deactivation, and reconciliation of the GTC.  Notify this representative before TDY travel for activation of your GTC and upon completion for subsequent deactivation.  

5.  In rare occasions the account balance may carry over the 30 days period.  I will determine the validity of the issue on a case-by-case basis.  Violation of this policy may result in punishment under the Uniformed Code of Military Justice and/or other adverse administrative actions.

                                                                               JOHN M. COLLINS

                                                                               LTC, MS

                                                                               Commanding   
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