United States Marine Corps
Government Travel Charge Card Program
Pre-Transition
Agency Program Coordinator Transition Checklist

	Agency Program Coordinator (APC)

	Conduct Hierarchy Level (HL) Command Structure review.
	Action Completed
	HL Responsible
	Due Date
	Update forwarded to HL 2
	Notes


	1. Review the HL Structure Report   

    provided by CPM
	Yes/No
	HL 3
	
	
	The information contained in this report will be used by Citi to set-up the Electronic Access System.

	2. Verify command structure for correct 
    command naming.
	Yes/No
	HL 3
	
	
	Does name of the command require updating?

	3. Consolidate all HL 8's into the 
    respective HL 7
	Yes/No
	HL 3
	
	
	HL 8 will not be available  within Citi's Electronic Access System.

	4. Identify any HL's that need to be 
    voided
	Yes/No
	HL 3
	
	
	Cannot contain any accounts.

	5. Notify CPM of any HL changes that 
    need to be made. 
	Yes/No
	HL 3
	NLT 

12 Mar 2008
	
	

	Conduct Hierarchy Level (HL) Cardholder Account review.
	Action Completed
	HL Responsible
	Due Date
	Update forwarded to HL 2
	Notes

	1. Review the Returned Mail Report 
    provided by CPM
	Yes/No
	HL 3
	
	
	Accounts with returned mail may not receive a new card during Citi's initial delivery.

	2. Update cardholder POC 
    information 
    (essential to the Master File and new   

    card delivery)
	Yes/No
	HL 3
	NLT 

30 Apr 2008
	
	The information contained in this report will be used by Citi to set-up the cardholder account in the EAS.

	3. Close accounts for members who have 
    separated, retired, etc
	Yes/No
	HL 3
	NLT 

30 Apr 2008
	
	

	4. Request the transfer of closed 
    accounts. 
	Yes/No
	HL 3
	
	
	Transfer to HL 3047986 via HL 3 APC and CPM

	5. Review the Credit Balance Report 
    provided by the CPM.
	Yes/No
	HL 3
	
	
	Advise cardholders with a credit balance to contact Bank of America for a refund via 1-800-472-1424

	6. Identify cardholders that may need 
    card delivered via bulk shipment. 
	Yes/No
	HL 3
	NLT 

30 Apr 2008
	
	Limit this option to cardholders in a remote location or on deployment. 

	Conduct Hierarchy Level (HL) Agency Program Coordinator review
	Action Completed
	HL Responsible
	Due Date
	Update forwarded to HL 2
	Notes

	1. Review the Agency Program 
   Coordinator Report provided by CPM
	Yes/No
	HL 3
	
	
	The information contained in this report will be used by Citi to set-up the Electronic Access System.

	2. Update APC POC information 
	Yes/No
	HL 3
	NLT 

30 Apr 2008
	
	

	3. Remove POC information and revoke 
    EAS access for any APC that is no 
    longer appointed as an APC.
	Yes/No
	HL 3
	NLT 

30 Apr 2008
	
	

	


