Government Travel Card Program

Commanders/First Sergeants UTA Checklist

Reference: HQ NCANGI 65-104 and DoD FMR Vol. 9, Chap 3

	Cardholder (last, first, MI)


	Unit:

263 CBCS

	Delinquency Severity
	Y / N
	Date/Comments:

	30 days delinquent 
(Pre-Suspension report)
	
	

	Was the member verbally counseled for >30 day delinquency?
	
	

	Was verbal action documented and filed in member’s record?
	
	

	60 days delinquent - card suspended

(Pre-Cancellation Report)
	
	

	Did the member receive documented counseling? (LOC)
	
	

	Was the LOC signed by the member and filed in his record?
	
	

	Does the member need a restricted card? HQ-NCANGI 65-104 draft, Para 2.5
	
	

	Does the member need financial counseling? HQNCANGI65-104, Para 4.7
	
	

	Should this account be cancelled?
	
	

	90 days delinquent (card suspended, pending cancellation) 
(Cancelled Report) 
	
	

	Did the member receive documented reprimand? (LOR) and is it filed in member’s permanent record?
	
	

	Are other disciplinary actions being taken? Explain. 
	
	

	Should this account be restricted? Cancelled?
	
	

	Does the member need professional financial counseling?

HQ-NCANGI 65-104 draft, Para 4.7
	
	

	>120 days delinquent (card cancelled)

    (Cancelled Report)
	
	

	Did the member receive documented reprimand? (LOR) and is it filed in member’s permanent record?
	
	

	Are other disciplinary actions being taken? Explain.
	
	

	Commander needs to consider additional actions (Non-judicial punishment, rescinding member’s security clearance.)
	
	

	Abuse & Unauthorized Charges
(Transaction Activity Report)
	
	

	Was member on active duty when charges were made?
	
	

	Has member received additional briefings on proper use of the card?
	
	

	Did the member receive documented counseling? (verbal/LOC) (LOR for multiple offenses)
	
	

	Does this cardholder’s account need to be restricted?  Cancelled?
	
	

	Additional Information: (use page reverse if needed)
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Unit Commander/First Sergeant Signature



Date

