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	Entry Type: Performance and Discipline (P&D-10B)

Reference:  Art. 2.D.4.d., Discipline and Conduct, COMDTINST M1600.2 (series) and 
                   Government Travel Charge Card (GTCC) Program Policies and Procedures 
                   COMDTINST M4600.18 (series)

Responsible Level: Unit

Entry:  

DDMMMYYYY:  [RANK]  [LASTNAME], it has been found that on [enter number of occasions]  occasions totaling [$enter the amount] you used your GTCC for purchases that were not authorized by an approved set of travel orders.  This is in direct violation of a General Order issued in COMDTINST 4600.14(series).   

Your GTCC account has been closed for misuse.  You will need to ensure that future travel orders include authorization to use the Centrally Billed Account for common carrier transportation and authorization for travel advances as required to meet the travel requirements.  

On this date, you have been counseled that misuse of your GTCC, which is only for authorized official travel related expenses, brings discredit upon the Service, burdens the command administratively, jeopardizes your ability to maintain a security clearance, and may prevent you from being assigned OCONUS.  Additionally, you need to understand that this misuse can reflect negatively in your performance evaluations and may become grounds for denial of reenlistment or discharge from the Service.



A. B. SEA, CAPT, USCG

Commanding Officer
DDMMMYYYY:  I acknowledge the above entry.
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PREVIOUS EDITION MAY BE USED The CG-3307 must be prepared in original and one copy as follows: The original is filed in the SPO PDR, and the copy is mailed/emailed to Commander (CG PSC-PSD-MR) for electronic imaging into the EI PDR.
