TRAVEL CARD REINSTATMENT PROCEDURES
At the discretion of Citibank, canceled accounts may be reviewed for reinstatement once full payment of the undisputed amount, including any penalty or late fees, is made.  NOTE:  Citibank may conduct a credit worthiness check prior to the review for reinstatement, and employees may be charged a reinstatement fee.

In addition, employees must submit:

1) A memorandum requesting reinstatement, signed by their Line Office Chief Financial Officer, (CFO) or head of Staff Office, through their servicing Agency/Organization Program Coordinator, (AOPC), to NOAA’s lead AOPC.  The memorandum must contain the following information:
a. Circumstances that caused the cancellation;
b. Measures taken to prevent future delinquency/cancellation of the account; and

c. Confirmation that the employee has been advised of their responsibilities for making timely payments.

2) An updated travel card training certificate.  Employees are required to conduct  refresher travel card training at the following site: 
https://training.smartpay.gsa.gov/content/gsa-smartpay-travel-training-account-holders-aos
3) A signed Rush Travel Card Application


4) A signed Citibank Travel Card Agreement (appendix B)
https://www.corporateservices.noaa.gov/finance/documents/CITI.AppendixB.doc 
The AOPC will forward the documents mentioned above, along with the “               ” to their servicing Citibank Account Representative for final review.  Requests for reinstatement are not immediately reviewed, and are rarely approved.  

