GOVERNMENT TRAVEL CARD

ACCOUNT TRANSFER FORM

1. Cardholder:  DoD travel card accounts may be transferred between DoD agencies but may not be transferred to or from civilian agencies.  Did you have a travel card at your previous agency?  If yes, please complete this form so your account can be transferred to your new agency.  If you did not have a travel card, but will need one at you new agency, you should not complete this form but instead should complete an application form to obtain a travel card.  After completing this form you should submit it to your administrative officer for approval and processing.  Do not complete this form if you are transferring from a non-DOD agency.  Instead, you should complete an application form to obtain a new card.  
Please complete each line, then print this form, sign it, and submit it to your administrative officer at the new DoD agency.

Employee’s Name:       
Travel Card Number:     -    -    -     

Social Security Number:    -  -    
Home Mailing Address:      
Work Telephone:    -   -         Home Telephone:    -   -    
Do you need a new card?   FORMCHECKBOX 
 Yes, I need a new card
                          FORMCHECKBOX 
 No, I still have my card 
Signature ___________________________________________ Date ___________

2. Administrative Officer:  Please complete this section and forward this form to the Agency Program Coordinator.  Your signature confirms your approval for the cardholder to have and use a government travel card.
 FORMCHECKBOX 
 Employee’s account should be Activated

 FORMCHECKBOX 
 Employee’s account should be Deactivated  

Signature ______________________________________________ Date _____________ 
Organization ___________________________________________ ORC # ____________
3. Agency Program Coordinator:  Please transfer the cardholder’s account to the appropriate hierarchy in your travel card program.

