/ Travel Academy Survey and Questions

Ll

Please complete the TA Class survey - It only takes 30 seconds!

Find Agendas, Surveys, Attendees, Q&A, & Expo Hall Info:

NDTA Events App

= Download the free “NDTA Events” Mobile App available
for iOS or Android devices at the Apple Store or Google
Play

@ Questions

= Use the ? on the NDTA App for this TA class to capture
any outstanding Questions.

Travel Academy
Survey

NDTA-DTMO GovTravels Website
= Use the QR code to access the Website

= Visit the NDTA Home Page, Events & National Meetings, ) : Executing a
for more information on the NDTA Events App. Successful
GovTravels GTCC Program

= Visit the NDTA Table/Help Desk for assistance

Wi-Fi Network: GovTravels
WI-Fi Password: NDTA2026

Website

DefenseTravel

Management Office
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GTCC Program Management Pillars

Importance of Mandatory Reports
Understanding Mandatory Reports

How to Use Mandatory Reports
Agenda - IBAand CBA Account Listing
- Account Activity Text File

- Delinquency Report — Hierarchy
- Declined Authorizations Report

Feedback and Questions
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GTCC Program Management Pillars

Compliance Accountability Readiness
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GTCC Program Management Pillars

 Compliance

- Governance

= GTCC Regulations authorized by DoDI 5154.31, Volume 4
Government Travel Charge Card

o GTCC Regulations — Mandatory Reports 041402 & 041403
» Covers IBAand CBA
* Run reports monthly and take necessary actions
« Significant focus of recent DoD |G Audit of the GTCC Program

o March 2026 update to GTCC Regulations require CPMs to monitor APCs’
utilization of mandatory reports

Defense Travel Management Office 5



GTCC Program Management Pillars

* Accountability
- Component Program Managers (CPM)
= QOverall responsibility for health and effectiveness of their GTCC Program
= Authority and liaison between APCs, Leadership, DTMO, and GTCC bank

- Agency Program Coordinators (APC)
= Critical responsibility for managing daily operations
= Run Mandatory Reports monthly and take appropriate actions

= Liaison between cardholders, Leadership, and GTCC bank

- CPMs and APCs must ensure clear understanding of GTCC regulations,
business rules and required actions by cardholders, supervisors and
leadership

Defense Travel Management Office



GTCC Program Management Pillars

* Readiness

- Training
= Cardholders — Travel Card 101 at card issuance; every 3 years thereafter
= APCs and CPMs — at appointment; every 3 years thereafter
= Citi EAS Reporting (CCRS) — GTCC Regulations 040801 APC Training

(March 20206)

- Minimize Negative Mission Impact / Keep Accounts in Good-Standing
= Submit travel claims within 5 business days
= Schedule partial payments for travel > 45 days

= Pay undisputed charges by the billing due date regardless of
reimbursement status

= Split disbursement mandated; ensures timely payments

Defense Travel Management Office



GTCC Program Management Pillars

 Effective Program Oversight & Coordination

- Both CPMs and APCs must use Mandatory Reports to effectively manage
their GTCC program

- Knowing first how to run the reports, and then knowing what to do with the
report information, is key to being an effective program manager/coordinator

* Successful CPMs and APCs understand the following from their
mandatory reports:

- What the information means; the significance of the information

- What actions are necessary and by whom

- How to use reports to minimize the risk of GTCC misuse, abuse and fraud
- How to improve their GTCC program

Defense Travel Management Office



Purpose and Benefits of Mandatory Reports

* Supports successful day-to-day management of your GTCC Program
* Complies with GTCC Regulations 041402 & 041403

* Minimizes risk of unauthorized access to the GTCC

* Allows APCs to monitor and manage cardholder delinquency

* Minimizes negative impacts on mission due to declined authorizations /
transactions

* Facilitates monitoring for potential fraud and misuse by Cardholders

Defense Travel Management Office



Retrieving Mandatory Reports

citi CitiManager Reporting

Home Reports ¥
6 Citibank Commercial Card Reporting System - GSA > Shared Reports > Organizational Shared Folders > Department of Defense Travel Shared Reports
P
**¥*¥*Mandatory Reports***** Air Force Travel
Create Owner: DeQuan Harrison - dharr5381 Owner: David Lipke - dlipk6933
Modified: 7/8/25 10:00:06 AM Modified: 7/21/252:03:11 PM
This folder contains all the mandatory reports listed in the GTCC regulations.
Recents
> Y Shared Reports Army Travel DFAS
Owner: David Lipke - dlipk6933 Owner: David Lipke - dlipk6933
g E My Reports Modified: 6/16/25 1:28:59 PM Modified: 11/20/14 6:29:25 AM
'i Organizational Shared Folders
' Department of Defense T
DLA DTMO
= E ¥ Mandatory Reports Owner: David Lipke - dlipk6933 Owner: David Lipke - dlipk6933
Modified: 4/8/13 1:36:03 PM Modified: 7/21/25 2:07:42 PM
> E Air Force Travel
J E Army Travel
N Independent Agencies Marine Travel
E DFAS Owner: David Lipke - dlipk6933 Owner: Administrator
Modified: 11/1/22 9:36:52 AM Modified: 12/8/25 11:47:16 AM

Defense Travel Management Office 10



REPORT: IBA Account Listing

*New Mandatory
Reports Training
details process of
comparing the
report to Alpha
Roster

NDAA FY26 GTCC Card Deactivation Requirements (GTCC Regulations 041402b)
Ensures accounts are transferred for personnel relocating to other orgs within DoW, or

accounts are deactivated for separated, retired, terminated, or deceased personnel

All open accounts associated with a specified hierarchy level within the GTCC Program

(name, account number, address, status, balance, credit limit)

« Compare personnel names from alpha roster to cardholder names in the account listing
» |dentify any cardholders who have left your organization and update in CitiManager

Ensure accounts are transferred or, for personnel departing DoW, deactivated/closed

Ensure incoming personnel have been appropriately transferred to your organization

- Incoming cardholders MUST be transferred regardless of delinquency status

(GTCC Regulations 041105)



REPORT: IBA Account Listing (continued)

Helps APCs identify a variety of potential issues and anomalies with cardholder accounts

All accounts associated with a specified hierarchy, along with the cardholder’s name, account

number, employee ID (EDIPI), address, account status, account balance, posted payments /

credits, credit limit

*New Mandatory
Reports Training
details process
of comparing the
report to Alpha
Roster

Defense Travel Management Office

APCs use the Account Listing in a variety of creative ways. Two examples:

1) Ensuring cardholders’ accounts are properly aligned to the APC'’s hierarchy,

2) To identify and investigate cardholders with multiple accounts

Sort listing by EDIPI and highlight/color code EDIPIs that appear multiple times; could be
an indicator that cardholder has multiple accounts and potential for abuse/fraud.

APCs can also identify potential payment posting problems using the IBA Listing report.

12



IBA Account Listing: Example

« Compare Account Listing to Personnel Listing; Identify personnel on the Account Listing that
do not appear on the personnel roster (have left your organization)

« Personnel relocated — ensure accounts are transferred in CitiManager

 Departed DoW — deactivate and close account in CitiManager

« Ensure incoming personnel have been accepted into your organization within 30 days of
being released from their former organization

Hierarchy |[Account |First Last Addressl |Address2 [Employee
Name Number [Name Name ID Past Due
Level 3 Amount
DHRA 999 DOW Cardholder|VALID ADDRESS (999 $0.00
DHRA 999 DOW Cardholder|VALID ADDRESS (999 $0.00
DHRA 999 DOW Cardholder|VALID ADDRESS (999 $0.00
DHRA 999 DOW Cardholder|VALID ADDRESS (999 $0.00
DHRA 999 DOW Cardholder|VALID ADDRESS (999 $0.00
DHRA 999 DOW Cardholder|VALID ADDRESS (999 $0.00
DHRA 999 DOW Cardholder|VALID ADDRESS (999 $0.00

Defense Travel Management Office 13



REPORT: Account Activity Text File Report CD100T

Defense Travel Management Office

Helps identify potential misuse, abuse, or fraud

Shows all transactions for IBAs and CBAs over a specified period

» Look for transactions by cardholders not in a travel status
» Ensure airfare refunds are properly entered on travel vouchers
 Filter out common legitimate expenses (airline charges, CTO fees)
Potential misuse, abuse, or fraud MUST be entered and
dispositioned in the Visa IntelliLink Compliance System (VICM)
- If you do not have access, the designated VICM user for your

organization should enter the transaction



Account Activity Text File Report: Example

» Look for transactions: w/ high dollar values; at questionable merchants, travelers not on travel

» Investigate questionable transactions directly with cardholders; validate travel status
« Input questionable transactions into Visa IntelliLink Compliance Management System

Hierarchy
Name (Level
3)

DOW
COMPONENT

DOW
COMPONENT

DOW
COMPONENT

DOW
COMPONENT
DOW
COMPONENT
DOW
COMPONENT

Account
Number
9999

9999

9999

9999

9999

9999

Cardholder
Last Name
DOW

DOW

DOW

DOW

DOW

DOW
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Cardholder
First Name
TRAVELER

TRAVELER

TRAVELER

TRAVELER

TRAVELER

TRAVELER

Account

Type
I

Transaction
Date
12/31/2025

12/31/2025

12/30/2025

1/4/2026

1/4/2026

1/4/2026

Transaction
Post Date
1/2/2026

1/2/2026

1/2/2026

1/5/2026

1/5/2026

1/5/2026

Merchant
Name
CWTSATOTR
AV
89028963683
95

UNITED
01673568139
45

AMTRAK
.COM
36406565063
34

FOOD LION
#0403

FOOD LION
#0403

UBER TRIP

MCC
74722

3000

4112

5411

5411

4121

Merchant
City
MINNETONK
A

800-932-
2732

WASHINGTO
N

KING
GEORGE
KING
GEORGE
HELP.UBER.
COM

Merchant
State
MN

TX

DC

VA

VA

CA

Transaction

Type
Purchase

Purchase

Purchase

Purchase

Purchase

Purchase

Total
Transaction
Amount

2.56

286.60

170.00

(153.77)
153.77

101.95




REPORT: Delinquency Report - Hierarchy

To identify delinquent accounts in APC’s organization and take appropriate actions to
resolve; Helps APCs notify cardholders and supervisors of delinquent accounts and

request payment in full

Identifies accounts within APC’s hierarchy with balances aged 31+ days past billing.

Quick reference of each account’s delinquency age and dollar amount.

* Monitor and manage past due or delinquent accounts; Communicate delinquency
issues to leadership; Help cardholders avoid potential penalties and reduce
charge-offs

» Notify cardholders / supervisors to pay delinquent balances immediately
— Cardholders responsible for paying IBA’s full undisputed balance by due date

regardless of reimbursement status



Delinquency Timeline

WHO: APC/CPM

Assists APCs with understanding the age/stage of account delinquency

* Informs APC'’s preparation of cardholder / supervisor / chain of command
delinquency notifications
— 31 Days Past Billing — Payment is late; card still accepts charges
— 61 Days Past Billing — Account suspended; no new charges accepted
— 75 Days Past Billing — Cardholder / account begins to accrue late fees
— 126 Days Past Billing — Cardholder / account enrolled in Salary Offset
— 211 Days Past Billing — Cardholder / account is charged-off

Defense Travel Management Office 17



Delinquency Report — Hierarchy: Example
 ldentify individual accounts that are past due and delinquent

» Prepare and distribute pre- and post-delinquency notifications to cardholders
and corresponding supervisors / chain of command per the GTCC regulatory
guidance

« TIP: Prioritize accounts by highest dollar delinquent and chronic longer-term
delinquencies

Hierarch sl Last
Name y Billing |Account |Cardholder |Cardholder |Account Days Pavment Current
Type Number [Last Name |[First Name |Status Past y Balance | Past Due 30 Day | 60 Day
(Level 3) Date
Due Amount |Past Due |Past Due

99999 TRAVELER Open Suspended 88 7/25/2025 38.34 9.34 0.00 0.00
99999 DOW TRAVELER Open Past Due 28 12/29/2025 @ 3325.79 30.48 30.48 0.00
99999 DOW TRAVELER Open Past Due 28 1/5/2026 64.27 64.27 64.27 0.00
EganONENT Individual 99999 DOW TRAVELER Open Past Due 28 1/22/2026 766.03 573.17 573.17 0.00
99999 DOW TRAVELER Open Past Due 28 1/8/2025 877.7 877.70 877.70 0.00
99999 DOW TRAVELER Open Past Due 28 1/5/2026 91.99 91.99 91.99 0.00
99999 DOW TRAVELER Open Suspended 88 4/18/2025 4424.78 4,395.78 0.00 0.00
99999 DOW TRAVELER Open Past Due 28 1/12/2026 62.05 62.05 62.05 0.00

Defense Travel Management Office 18



Reduced Payment Plan (RPP)

* Payment option offered by Citi to delinquent cardholders

* Allows cardholder to pay outstanding balance over a defined period as
alternative to Salary Offset

Agreement is between the cardholder and Citi; APCs are not involved but
can ensure cardholders are aware of option

Late fees continue to accrue until delinquent balance is paid in full

RPP cannot be utilized once Salary Offset is initiated
Salary Offset and Charge-Off process will resume if a cardholder defaults

Defense Travel Management Office 19



REPORT: IBA and CBA Aging Analysis

WHO: CPM FREQUENCY: Monthly (at a minimum) § TOOL.: Citi Reports

Indicator of org’s program health based on value and duration of delinquencies

Provides summary delinquency information for the specific hierarchy instead of

account level delinquency information

« Identify orgs with delinquent balances for follow-up and payment requests

« Inform communications to commanders / senior leadership of orgs at risk of
negatively impacting mission due to account suspensions or closures

« NOTE: Report use is required for CPMs; highly recommended for all higher-
level APCs

Defense Travel Management Office 20



IBA and CBA Aging Analysis: Example

* Compares delinquent dollars to dollars spent to report an overall delinquency
rate for accounts that are 61+ days delinquent

* Percent delinquent should be less than 5% for IBA and less than 1% for CBA

* Chronically delinquent organizations should run report more frequently;
notifications to senior leadership should include a copy of report and request
immediate action to ensure overdue balances are paid

%61+ Days

Hierarchy Hierarchy Da_ly_s ast F_’a_st # of # of

Name (Level |Name Billing by | Billing Total Do_D Accounts Accounts

2) (Level 3) Open by Outs_tandlng 31-60 61-90

Accounts |Factored Total Current Delinquent Open Days Past | 31-60 Days Past | Days Past | 61-90 Days
(#) Net Net Charge Volume Balances Dollars Accounts Billing Billing Billing Past Billing

HL1 0.00% 0.00% $0.00 $0.00 $0.00 1 0 $0.00 0 $0.00
HL2 0.08% 0.83% $1,616,212.19 $1,498,409.75 $12,930.62 12,457 178 $290,553.74 0 $0.00

DOW HL3 0.00% 0.00% $0.00 $0.00 $0.00 0 0 $0.00 0 $0.00

Component HL4 0.38% 10.31% $131,487.71 $123,358.19 $17,326.45 1,564 14 $9,623.24 0 $0.00
HL5 0.93% 7.90% $360,880.05 $341,080.27 $24,295.77 1,297 6 $5,534.59 0 $20.00
HL6 0.00% 0.00% $201,085.87 $160,150.90 $0.00 460 2 $509.45 0 $0.00
HL7 0.43% 5.39% $457,403.62 $439,100.61 $18,933.67 2,579 67 $54,724.88 0 $80.00
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IBA and CBA Aging Analysis: Example (continued)

# of # of # of
# of Accounts Accounts Accounts # of Number of
Accounts 91- 121-150 151-180 151-180 181+ Accounts Accounts
120 Days 91-120 Days | Days Past | 121-150 Days Days Past Days Past |Days Past| 181+ Days |(181-210 Days| 211 Days 61+ Days | 61+ Days Past Past
Past Billing Past Billing Billing Past Billing Billing Billing Billing Past Billing Past Billing Past Billing |Past Billing illi Billing
0 $0.00 0 $0.00 0 $0.00 0 $0.00 $0.00 $0.00 0 $0.00 0
3 $2,683.50 7 $10,247.12 0 $0.00 0 $0.00 $0.00 $0.00 10 $12,930.62 188
0 $0.00 0 $0.00 0 $0.00 0 $0.00 $0.00 $0.00 0 $0.00 0
0 $0.00 6 $17,326.45 0 $0.00 0 $0.00 $0.00 $0.00 6 $17,326.45 20
4 $8,128.79 5 $13,090.03 0 $29.00 3 $3,027.95 $1,100.67 $1,927.28 12 $24,295.77 18
0 $0.00 0 $0.00 0 $0.00 0 $0.00 $0.00 $0.00 0 $0.00 2
2 $1,680.01 8 $14,768.87 0 $0.00 1 $2,404.79 $2,404.79 $0.00 11 $18,933.67 78

Defense Travel Management Office 22



REPORT: Declined Authorizations

To identify transaction authorization declines for the org and take necessary actions to

resolve which supports mission readiness

All declined transactions by account for a specific organization over a specific period

+ |dentify common decline reasons for your org and provide regular GTCC alerts and tips
to proactively avoid declines

» Identify attempted misuse; contact cardholders with corrective guidance

+ Identify and take corrective action for accounts with insufficient credit limits or incorrect
activation status

» Contact cardholder (or supervisor) in travel status who are experiencing declines for a
suspended account, and provide guidance for correcting issue; corrective action varies

based on reason for suspension (see APC Guide for additional details)



Declined Authorizations Report: Example

« Watch out for cards accidentally left as the payment method on mobile app

Hierarchy Account Decline
Name Cardholder Cardholder Account Status Decline  Primary Decline Merchant Transaction
(Level3) Last Name First Name Number Category Date Reason Merchant City MCC Name Amount
4 4
WYNDHAM
g?;;ig]:: 802 7576275555 3722 GARDEN $288.00
NORFOLK D
DOW TRAVELER 99999 Open 1/9/2026 v v
WYNDHAM
g?fredct]j\:: 802 7576275555 3722 GARDEN $288.00
NORFOLK D
¢ ALASKA
Card Not
1/5/2026 Effecti 802 PENSACOLA 3256 AIRLINE AS $405.30
ective FULQFS
4
Card Not ALASKA
E?fr " " 802 PENSACOLA 3256 AIRLINE AS $405.30
ective FULQFS
|4
ALASKA
DOW Card Not
Component DOW TRAVELER 99999 Open Effective 802 TULSA 3236 AIRLINE AS $405.30
EALKHC
1/6/2026 v
ALASKA
g;};‘ig‘: 802 TULSA 3256 AIRLINE AS $405.30
v EALKHC
4
ALASKA
g;‘f'd y‘“ 802 NORFOLK 3256 AIRLINE AS $405.30
ective F FS
Invalid r DD
Card or 103 '+16506819470 7299 *DOORDASHD $9.99
Account ASHPASS
Invalid SAN r DD
DOW TRAVELER 9999999  Closed 1/9/2026  Cardor 103 FRANCISC 5812 *DOORDASHD $9.99
Account ASHPASS
Invalid SAN r DD
. 4 *
Defense Travel Management Office Cardor 103 FRANCISC 012 DOORDASHD §9.99
Account ASHPASS



Download a Guide to Declined Authorization Codes from

www.travel.dod.mil

Defense Travel Management Office

Quick Reference Guide to Government Travel Charge Card
Declined Authorization Codes

February 2026 — Version 1.0

This table defines all declined authorization codes produced by DoW Government Travel Charge Card (GTCC)
transactions in the last fiscal year. This data dictionary is updated annually. All definitions have been created in

coordination with Citibank.

2

14

48

49

Closed Account

Card Expired

Charge-off Account

Credit Revoked

Mot Enough
Available Money

Excess Decline
Authorizations
Today

The GTCC account has been officially closed, either by the
cardholder or the issuing bank.

The expiration date on the card has passed, rendering it invalid.

The account has been closed and written off as bad debt due to

prolonged non-payment. No transactions are permitted.

All credit privileges for this account have been permanently revoked
by the issuing bank.

The transaction amount exceeds the available credit limit on the
GTCC account.

The card has been declined too many times within a short period,
triggering a velocity limit to prevent further attempts.
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http://www.travel.dod.mil/

Resources

J

A

Defense Travel Management Office

www.travel.dod.mil/programs/
government-travel-charge-card/

Division Chief: tracy.l.ramsey.civ@mail.mil
Branch Chief: deborah.l.lewis-manni.civ@mail.mil

Liaison (Navy/Marines): richard.b.lynn.civ@mail.mil

Liaison (Army/AF): dequan.harrison.civ@mail.mil
Liaison (lA): crystal.l.heath.civ@mail.mil
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Feedback and Questions
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Support

* DTMO Travel Assistance Center (TAC)
- 888-435-7146
- www.travel.dod.mil/support/travel-assistance-center/
* Citi
- Cardholder support
= 800-200-7056
= 757-852-9076
- APC support
= 866-670-6462
= 757-853-2467
- CitiManager: https://home.cards.citidirect.com/CommercialCard/login

Defense Travel Management Office
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/ Travel Academy Survey and Questions

Ll

Please complete the TA Class survey - It only takes 30 seconds!

Find Agendas, Surveys, Attendees, Q&A, & Expo Hall Info:

NDTA Events App

= Download the free “NDTA Events” Mobile App available
for iOS or Android devices at the Apple Store or Google
Play

@ Questions

= Use the ? on the NDTA App for this TA class to capture
any outstanding Questions.

Travel Academy
Survey

NDTA-DTMO GovTravels Website
= Use the QR code to access the Website

= Visit the NDTA Home Page, Events & National Meetings, ) : Executing a
for more information on the NDTA Events App. Successful
GovTravels GTCC Program

= Visit the NDTA Table/Help Desk for assistance

Wi-Fi Network: GovTravels
WI-Fi Password: NDTA2026

Website

DefenseTravel

Management Office
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