KOs,

REMINDER INFORMATION REGARDING THE PROCESS TO CANCEL GOVERMANT PURCHASE CREDIT !

If a member is leaving/transferring you need to send me an e-mail providing the following!

- unit name

- HL5 number

- HL6 number

- Cardholder name leaving

- 16 digit credit card number to be cancelled

NOTE:  If member has more than one card to be cancelled you need to provide the accounting data for each card

- I need to know if member is leaving the Fifth District AOR and where to if known; e.g. I need to deactivate him in Skillport 

- member should not use their card 30 days prior to their transfer

- when requesting the cancellation you can destroy the card at your level

- ensure that the cardholder has cleared all his transactions within PCA prior to transferring

Regarding the removal of the cancelled card within PCA, the cardholder SHOULD NOT notify PCAHelp until six months after they have transferred ensuring that all transactions have cleared with applicable card!

Also if member is going to request a new credit card at his/her new unit, upon receipt of the credit card the member must notify PCAHelp as well to add new card to their PCA I.D./Password!

NOTE:  If you are requesting the cancellation of one credit card only and member is staying at your unit having open credit cards let me know that as well so I will not deactivate him in Skillport!

R,

Louisa C.

COCO ISC Portsmouth

