For All DOC Travel Card Applicants:

Please use the following link to apply for a Travel Card at least 15 business days in advance of your travel date:  

https://www.cc-accountcenter.com/jpmorganchase_commercial/eapp/ss_applicationID.jsp
Directions:

1. Once at the Account Center web site, enter the Application ID number for your Bureau, which can be obtained by contacting your Bureau Travel Office, the phone number can be found in the chart below. This code is case sensitive.  Once entered the code, press the Submit button.

2. You should now be at the DOC Travel Card Application, External Application Page.  

· Fill in the information as required, using your home mailing address, work email address, etc. (NOTE:  The bank will not accept a PO Box address.  The address should be your residence.)
· Leave the PaymentNet Hierarchy field blank.  Your Burea Travel Coordinator(s) will enter this information after your application has been submitted.
· Enter your manager’s name, work email address and work phone number.  The request for application will be automatically routed to your manager for approval.

3. Read the fine print then press Submit to Review.  You will be given an opportunity to review and correct your application before final submission.

4. Once you submit your application, you will receive a Confirmation Page at your work email address titled JPMorganChase Commercial Card Application Processing Update.  Simultaneously, your manager will receive an emailed Request for Approval.

5. Important: Forward your Confirmation Page email to your Bureau Travel Coordinator.  Additional information has to be input by your Bureau Travel Coordinator before the application is complete and forwarded to the bank.  The email will alert the Travel Team that you have submitted a travel card request.
6. Once your Bureau Travel Coordinator approves and forwards the application, the bank will begin processing. 
7. Once JPMorgan Chase receives your completed on-line application, the total processing and delivery time of your travel card to the address of record is approximately 7 to 10 business days.

REMINDER:  It is mandatory that each cardholder take the GSA SmartPay Travel Cardholder Training before using the card.  Training has to be re-taken every three years.  The training is on-line at https://training.smartpay.gsa.gov/
.
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	Bureau 
	Phone Number

	BEA
	202-606-9974

	BIS 
	202-482-5842

	CENSUS
	301-769-3354

	EDA 
	202-482-2066

	ESA 
	202-482-4165

	ITA 
	202-482-4176

	MBDA 
	202-482-3593

	OIG 
	202-482-0923

	OSEC 
	202-482-1818

	NIST 
	301-975-2747

	NOAA-HQ 
	301-444-2109

	NOAA-NMFS 
	301-713-1364

	NOAA-NWS 
	301-713-0420

	NTIA 
	202-482-0724

	NTIS 
	703-605-6133

	PTO 
	571-272-8870


