   







           

                                             May 5, 2008
From:  Theresa L. Hamilton, Agency Program Coordinator (HL-5)

To:

Subj:  Air Card Requirements
Please complete the following paperwork for the Government Air Card:
1. Statement of Understanding, Initial all areas on the top portion, fill in the signature area, and sign.
2. Complete On-Line Training, Web-Site HTTPS://www.Navsup.navy.mil/ccpmd.

· Quick Links – Air Card Training – Click
· Cardholder Course – Take Course on Line – Click – Begin Course

· On Line Certification Test Link.

· Air Card Cardholder Certification Test – Click

· Register – Click, Fill in Information. 

· On Hierarchy Level 3 = Other, Level 4 = 63110, Level 5 = 52812
Submit. 

· Take Test, and Print Certificate. 

If you have any further questions, please let me know. 

3. Please return Statement of Understanding, and the Air Card Training (Certificate), to Theresa L. Hamilton, Bldg. 1824, Room 104D, (361) 961-1611.
                                                                       Theresa L. Hamilton
Aviation Into-Plane Reimbursement (AIR) Card Program

Card User Statement of Understanding (SOU)

I certify that I have read the Multi Service Corporation brochure “AIR Card User Guide”.  I understand that I am authorized to use the AIR card only for those necessary and reasonable expenses incurred by me for official government business for aviation fuel and related ground services and supplies for DON owned/leased aircraft.

I understand that the issuance of this AIR card to me is an extension of the employee-employer relationship and that I am being specifically directed to:

-
Abide by all rules and regulations with respect to the charge card. 



-
Use the charge card only for official government business.



-
Notify the APC of any problems with respect to my usage of the charge card. 


-
Notify the APC immediately if my charge card is lost or stolen. 



(AIR card users must initial all the above provisions.)

I also understand that failure on my part to abide by these rules or to otherwise misuse the card may result in disciplinary action being taken against me and the loss of my security clearance. I also acknowledge the right of the AIR card APC to revoke or suspend my AIR card privileges if I fail to abide by the terms of this agreement.

As indicated in the DoD FMR Volume 5, Chapter 33, I am considered an accountable official and as such, I may be held liable to the government for improper use of the AIR card.

	
	
	

	(Card User’s Signature)
	
	(APC Signature)

	
	
	Theresa Hamilton

	(Card User’s Printed Name)
	
	(APC Printed Name)

	
	
	Financial Management Analyst  YA-02

	(Card User’s Series/Grade/Title)
	
	(APC Series/Grade/Title)


NOTE: APCs will not authorize usage of an AIR card unless the card user signs this Statement of Understanding and receives training as mandated by the DON CCPMD per NAVSUPINST 4200.97.
