MEMORANDUM FOR:
All NOAA Travel Cardholders
FROM:     

Jon P. Alexander




Director, Finance Office/Comptroller

SUBJECT:          
Travel Advisory 09-3




Transition from Citibank to JP Morgan Chase




for Government Travel Cards


As most of you are aware by now from several broadcast announcements, we are about to transition our Government travel card program from Citibank to J.P. Morgan Chase (JPMC) effective November 30, 2008.  The purpose of this advisory is to further clarify and define some of the information that has come out recently from the Department of Commerce (DOC) Broadcasts.
· Employees who currently have a Citibank Government travel card will not have to reapply for a new card.  Cardholders will begin receiving their new JPMC Government travel cards between November 1, 2008 and November 21, 2008.
· Cardholders who do not receive their new card by November 24, 2008 will need to contact their servicing Agency Program Coordinator (APC) listed at the end of this advisory.  
· NOAA will continue to process Citibank Government travel card applications through November 24, 2008.  Employees issued a Citibank Government travel card from now through the November 24th cutoff will be issued the new JPMC card by the end of December 12, 2008.
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· NOAA will not process any travel card applications from November 24, 2008 through November 28, 2008.  We will begin processing the new JPMC applications on December 1, 2008.  Since it could take a week or longer for an employee to receive their new card, employees applying for a travel card and who are expecting to travel during the cut-off dates should apply for a Citibank Government travel card now. 

· Employees in a temporary duty status (TDY) status will continue to use their Citibank Government travel cards up until 11:59 p.m. on November 29, 2008.  Effective November 30, 2008, at 12:01 a.m., cardholders will be required to use the new JPMC travel card since their Citibank travel card will be deactivated.  
· It is important for employees traveling during the transition phase to remember that they will need to take both their Citibank and their JPMC travel cards to ensure they have the funds they need to travel.  Travelers who are not at their duty station in time to receive a new card should either consider:

· traveling on personal funds from November 30, 2008 forward; or

· make arrangements with family to have the new card sent to the TDY location by Federal Express; or

· make arrangements with their servicing APC to have the new card issued to the TDY location. 

· Employees should activate their new JPMC travel card prior to any travel.  
· Employees who have Citibank travel cards will need to shred their card upon deactivation – anytime after November 30, 2008.  Do not return your travel card to anyone.   

· All new JPMC cards will be issued with the same credit limits that employees have with their existing Citibank travel card.
· Current cardholders who have a PO Box address or work address on file with Citibank will no longer be required to change their address to a physical residential address.  This is no longer a prerequisite to issuing a new card.  
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· Current cardholders will not be required to recertify their Government travel card training certificates at this time.  Sometime in the near future we will send notification of the requirement to recertify travel card training.  Employees who have already submitted updated training certificates will not be required to recertify at the later date. 

· Cardholders who need to make address changes should provide the updated address to their servicing APC since JPMC will not be able to capture address change information from Citibank.  NOTE:  Cardholders who made address changes with Citibank after September 30, 2008, will need to provide their new address information to their APC.  
In the meantime, we are working on a new webpage dedicated to JPMC links and activities.  The new webpage will replace the current Citibank webpage and will provide access to PaymentNet which is an on-line payment system where employees can apply for the JPMC travel card, pay their bill, view statements and process disputes.  
We will be sending out more information as it becomes available to us regarding JPMC’s phone number, as well as the new application process once the new webpage is completed.  In the meantime, if you have any questions on any of the bulleted items in this advisory, please contact your servicing APC: 

NWS employees contact Yvette Garnett-Singleton on (301)713-0720 x112;
NMFS employees contact Marlena Bowman on (301)713-1364 X194 or Annette Stern on (301)713-2259 x119; and
All other employees contact Rachael Wivell on (301)444-2136 or Chasity Donaldson on (301)444-2126.
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