NOMI TRAVEL CARD DO’s AND DON’Ts

· All military members will have a Government Credit Card (GOVCC)
· All civil service frequent travelers must have a GOVCC

· All travelers must provide their electronic banking information to NOMI HQ   Travel Clerk 

· Split Payment is mandatory for all travelers.

· DO make sure you receive a copy of your official TAD orders BEFORE commencement of travel 

· DO make sure your GOVCC has been activated prior to travel departure by contacting NOMI Travel 
at: 850-452-2021, 2099, or 2844.

· DO use your GOVCC for official expenses while in a TAD status (lodging, rental car, meals, taxi, rail service, gas).

· DO keep receipts for all expenses (lodging, rental car, gas, tolls, taxi, etc) regardless of amount.  You are not required to provide receipts for meals.

· DO submit your travel claim within five (5) calendar days after the completion of travel.

Be sure to include all receipts (no matter the monetary value, except for meals) with the claim and give the package to your DTS travel clerk for input.

· Do contact CitiBank via their website at: https://home.cards.citidirect.com/CommercialCard/Cards/html to set up online access to your account.

· DO notify the Citibank if your billing address changes.  Cardholders are responsible for maintaining accurate account information with CitiBank.  

· DO keep your GOVCC in a safe, secure place. 

· DO be aware that misuse of the card may result in disciplinary actions by the Command as a report is run regularly.

· DO use your GOVCC for checked bags however most airlines exempt personnel on gov’t orders.

· DO notify NOMI travel office ASAP if there’s a change in your travel after commencement.
· DO contact the following if you have any questions concerning your travel:

· Before you travel: NOMI travel office at 850-452-2021, 2099 or 2844 
· While on travel:  SATO at 800-359-9999
· After returned from travel: NOMI travel office
· DON’T use your GOVCC for personal travel or other personal expenses under any circumstances.

· DON’T use your GOVCC during your leave period when leave is in conjunction with TAD.

· DON’T use your GOVCC for any course fees as they are paid on the command’s purchase card.

· DON’T use the GOVCC to withdraw cash advances for more than 80% of your allowable meals and incidentals (FMR Vol. 9, CHP 5).

· DON’T allow your monthly bill to become past due.

· DON’T wait for your GOVCC statement before filing your travel claim.

· DON’T forget the card is issued in your name and liability for payment is YOUR responsibility.
· DON’T assume all charges to your GOVCC are allowable and will be paid by your claim  
****SEE REVERSE FOR COMMON FAQS(
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TRAVELER FAQs

· Can my spouse/child/friend/accompany me on TAD? Yes, but at no cost to the Govt.

· If my spouse/child/friend/accompanies me on TAD, can they ride in or use my govt rental car? No.
· If I have a problem/question during travel, who do I contact? Prior to TAD: NOMI Travel at 850-452-2021, 2099 or 2844; Commencement of TAD: SATO at 800-359-9999. 
· Can I use my rental car to visit friends, shopping or entertainment destinations while on TAD? Yes, while on liberty (FMR Vol. 9, CHP 4).  Any additional costs incurred for fuel is the member’s responsibility. 
· Can I use my GOVCC for entertainment (movies/amusement parks) while on TAD if I pay it back? No.
· Can I change flights while on TAD? Yes, for official business and you must contact SATO to do this.
· Can I pay for meals with my GOVCC? Yes if on TAD.
· If I pay my GOVCC bill right away, can I use my card for personal expenses? No.
· Will my GOVCC account affect my credit rating? Yes, it may just like any other account in your name.
· Can I pay baggage fees using my GOVCC? Yes, if on official TAD orders, check with the ticket agent at the airport prior to paying for baggage as most airlines waive fee for personnel on TAD with orders.
· Do I have to eat in the galley when on TAD? No, however, check your orders for your per diem rate.
· Do I have to stay in military quarters when on TAD? Yes if available, if not you’ll need a Non-Availability Statement.
· Why can’t I book my flights myself - they are cheaper/better connections than what I get via SATO? Government Regulations require use of contracted flights.
· Why does my reimbursement not cover my travel claim? You spent more than allowable rates.
· Can I drive instead of flying to my TAD location? Yes, but you’ll not be repaid more than the Govt Travel Reg (GTR) allowable rate.
· If I get bumped from a flight, what do I do? Go to the ticket agent in the airport. Call SATO. 

· Can I take leave while on TAD? Yes, but it must be approved prior to commencement of TAD.
· How can I find out what my allowances are for TAD trips? Read your TAD orders.
· Why can’t I rent a bigger rental car? You can at your own expense.
· Which fuel option can/should I choose for my car rental?  Pay at the pump/return full is preferred.
· Can I charge meals/personal expenses/room service to my hotel room? Yes, but you’ll not be reimbursed for those expenses (you’ll only receive the M&IE rate for the location).
· If I have alcohol with my meal, can I charge my meal to the GOVCC? Yes.
· Can I pay for other people’s meals while on TAD? Yes, but your reimbursement is limited to the daily M&IE rate.
· Should I use a cash advance from my GOVCC? Yes, if you need cash, but you’re only authorized 80% of the M&IE portion of per diem.
· Can I pay for my meals with my personal CC while on TAD? Yes.
· Should I exercise prudence as a traveler? Yes, per the JFTR Vol.1, CHP 2, Part A, “a member must exercise the same care and regard for incurring expenses to be paid by the GOV’T as would a
prudent person traveling at personal expense.  Excess costs, circuitous routes, delays or luxury accommodations that are unnecessary or unjustified are the member’s financial responsibility.”
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