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Routing Process

TRAVEL AUTHORIZATION

The need to
travel is identified
l “Other Funded” TA’s
By- passes Budget
DTS Help Desk
oA “REVIEWED”
CREATES ,|  CTO “Booked” & VAN AO .
TA. TMO “Reviewed” GTCC pprove
“SIGNED” Activation

VOUCHER FROM AUTHORIZATION

Traveler returns to PDS

TRAVELER
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stamp
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Approved
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GTCC DELINQUENCY TIMELINE

OCTOBER 2003 - PRESENT

“0 DELINQUENCIES”



HOW DO WE DO IT?




HOW DO WE REALLY DO IT?

COMMAND SUPPORT

CARD HOLDER TRAINING ANNUALLY / OR AS NEEDED
BILLING CYCLE CLOSES, WORK REPORTS/POTENTIAL PAST DUE ACCTS

UNSUBMITTED VOUCHER REPORTS / NOTIFY TRAVELERS
EMAIL NOTIFICATIONS TO TRAVELER /AO

VALIDATE GTCC EXPENSES DTS/ CITI

VERIFY SPLIT DISBURSEMENT

PRO-ACTIVE / TEAM WORK
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GTCC Activation/Deactivation requirements

*Traveler emails DTS help desk requesting GTCC activation 7-10
days prior to travel.

=Travel Authorization must be resident in DTS.

DTS HELP DESK responds via email with activation/deactivation

dates to include do’s and don'ts of the usage of the GTCC.

DTS Help desk validates all GTCC charges against travelers voucher

to include verification of split disbursement during the review process.
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CENTRALIZED PROCESS
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