JPMC RUSH Travel Card Instructions:
Step 1:

Complete Appendix B: http://www.corporateservices.noaa.gov/~finance/docs/JPMC.APPENDIX%20B.doc
Step 2:  

Complete GSA’s on-line travel card training: 
https://training.smartpay.gsa.gov/training/travel-card-cardholders  

Step 3: 

Complete the JPMC Rush Travel Card Application: 
http://www.corporateservices.noaa.gov/~finance/docs/JPMC.RushTravelCardApp.doc 
NOTE:  Please use black ink and fill out “Cardholder Information Required” section only which includes the following data fields: 

Name

Home Mailing Address

Home and Work Phone Numbers

E-Mail address

Security Identifier (social security number)

Unique Date (Birth date)

Unique Passphrase (mother’s maiden name)

Upon completion of the “Cardholder Information Required” section, print the application and  Date and Sign.
JPMC will do a credit check; please check the box for the creditworthiness evaluation that you would like to have done. 

Step 4:

Submit all three documents (Appendix B, Travel Card Training Certificate, and Rush Travel Card Application) along with a copy of the travel authorization supporting the need for the rush to your servicing Agency Organization Program Coordinator (AOPC) upon completion:

All Line and Staff Offices, other than NMFS and NWS 
Jessica.Hammond/Jessica.Hammond@noaa.gov
phone: (301) 444-2109; fax (301) 413-3066 (secure fax machine)

NMFS employees 
Marlena Bowman/ Marlena.Bowman@noaa.gov 
phone: (301) 427-8734; fax (301) 713-2258

backup – Becky Rootes/Becky.Rootes@noaa.gov   
phone: (301) 427- 8742
NWS employees 
Yvette Garnett-Singleton/ Yvette Garnett-Singleton@noaa.gov 
phone: (301) 713-0420 x123, fax (301) 608-0850; 

backup - Janice Evans/ Janice.Evans@noaa.gov 
phone: (301) 713-0420 x104.                            
NOTE:  The JPMC credit check may take several days before your “rush” travel card is issued. Your travel card will be delivered by FedEx and will require a signature. If the travel card should be delivered to an address other than your home address, please include the alternate delivery address on your fax cover sheet.
