DEBIT CARD ISSUE CHECK OFF SHEET

TRAVELERS NAME________________________________________________EMPLID_________________

	QUESTIONS

	YES/NO

	DIRECTION


	Do orders indicate an advance is authorized and the dollar amount authorized?

	__________
	***Note: Debit Card Agents shall not load the monetary value on a debit card until they are in physical receipt of documents that authorize an individual to receive a debit card travel advance. These documents include endorsed original travel orders authorizing a debit card travel advance and an SF-1038.
COMDINST 4600.18

	Were orders created more than 10 days prior to travel commencing?

	__________

	***Note: Issue card only if time constraints do not allow for receipt of a travel advance through routine travel advance processes. PPC and FINCEN, travel advance processes provide funding to the traveler via direct deposit within 10 days or less.

COMDINST 4600.18

	Is the debit card issue date within 3 days of travel?

	__________

	***Note: A debit card cannot be issued more than three (3) business days prior to actual commencement of travel.

COMDINST 4600.18

	Is Authorizing Official (AO) a debit card agent?

	__________

	***Note: Ensure that a Debit Card Agent did not approve the debit card travel advance. 

COMDINST 4600.16

	Are orders signed by the Authorizing Official (AO), Traveler, and Supervisor?
	__________

	***Note: Verify the traveler’s orders are signed and authorize a debit card travel advance. 
COMDINST 4600.18


	
	INITIAL

_______

_______

_______

_______

_______

	Step 1: Ensure traveler does not possess a government travel charge card.
	

	Step 2: Ensure supporting documents can be emailed to FINCEN and the GTCC Program at FIN-
SMB-ASAP and ARL-PF-CGPSC-JPMC-GTCC, within two hours of the loading of funds on the debit card.  Issuance of the debit card is not authorized if the forms cannot be emailed to FINCEN within two hours.
	

	Step 3: Verify that Block 1 of the SF-1038 contains the words “Debit Card” and Block 10 is signed by individual authorized to approve debit card travel advances.
	

	Step 4: Verify that block 9.g. of the SF-1038 contains a whole dollar amount not greater than $5,000.
	

	Step 6: Have the traveler sign and date Blocks 9 and 13 of the SF-1038.

***Note: Signing block 13 of the SF-1038 is important to ensure responsibility of the debit card is transferred from the agent to the member in receipt of a travel advance.

*** “Signature on File” is not considered a valid form of endorsement.

	

	Step 7: Print the ASC “confirmation” page, for your records, after funding action has been submitted to ensure that the funding action was successful.
	

	Step 8: Have member activate the debit card prior to departing agent’s office.
	

	Print & Sign-Issuing Agent_______________________________________Date__________
	


CARD ACKNOWLEDGEMENT STATEMENT
An issued debit card is considered a travel advance and shall be applied to travel claims. An issued debit card is the responsibility of the member and cannot be cancelled or refunded if not used. The amount of the debit card, once issued, is the same as cash and if lost/stolen cannot be replaced. An issued debit card cannot be reloaded with additional funds.
Signature of Member  _________________________________________Date_________

