JPMC RUSH Travel Card Instructions  (dated: 3/24/15)
Step 1:

Read the DOC Travel Card Handbook: http://www.osec.doc.gov/oas/Documents/OCS/Travel%20Card%20Handbook%20April%202012.pdf
Step 2:  

Complete Appendix B: http://www.corporateservices.noaa.gov/~finance/docs/JPMC.APPENDIX%20B.doc
Step 3: 

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

Step 4:

Complete the JPMC Rush Travel Card Application
You will be required to complete the following sections below.  Failure to complete any of these sections will cause rejection of your application.
Section 2:
First Name
Middle Initial
Last Name

Section 4:
SSN
Date of Birth
Mother’s Maiden Name

Section 5:
Complete Card Delivery Address

Section 7:
Business Telephone Number
Business Email Address

Section 8:
Applicant Signature
Applicant Date


Step 5:

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 
primary - Rachael.S.Wivell@noaa.gov 
phone: (301) 444-2136; fax (301) 413-3066 (secure fax machine)

NMFS employees will call 
primary - Vaughn.Whitfield@noaa.gov 
phone: (301) 427-8763; fax (301) 713-1464
backup - Nicholas.Leivers@noaa.gov 
phone: (301) 427-8789; fax (301) 713-1464

NWS employees 
primary - Yvette Garnett-Singleton@noaa.gov 
phone: (301) 427-6927/fax (301)608-0850 
backup – Leslie.Rivas@noaa.gov 
phone: (301) 427-6911         

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.
