
 
CAC G8, Staff Resource Management 

Simplified Travel Delivery System DTS User Request Form 

This form is used to request user access to DTS. To ensure that your request is processed accurately, 
please fill out all required fields. If you have any questions concerning your request, please direct them 
to Travel Support Office Help Desk at 684-1850 or 
email usarmy.leavenworth.CAC.mbx.stds@mail.mil 

Please complete this form and email to usarmy.leavenworth.CAC.mbx.stds@mail.mil. This Group box 
cannot accept ENCRYPTED emails. If you do not feel comfortable sending to this Group box please 
hand carry to the Travel Support Office or call our Help Desk for assistance on who would be available 
to receive an encrypted email to their personal email box. 
 

Office Phone Number:  

Military / Civilian Email Address of 
Traveler: 

 

 
Type: 

 

Add   Request user access for a new person in 
your organization. 

Change   Request user access be moved to a 
different Group or Organization. 
 
 

Social Security Number: (only 9 digits)                                        
 
First Name as stated on CAC Card Identity 
properties: 

 
 
 

Last Name as stated on CAC Card Identity  
properties: 
 
Middle Initial (if one is indicated on your  
CAC Card Identity properties): 

Travel Card Account Number: (starts with 4614)  

Travel Card Expiration Date (MM/YY 
Format):  

  

                                       Savings or Checking: Checking  
Electronic Funds Transfer (EFT) Routing  # 
(only 9 digits)  

 

Electronic Funds Transfer (EFT) Account #  

  

 

 

 

 

 

 

Request Additional Remarks: 

 

 

 

mailto:usarmy.leavenworth.CAC.mbx.stds@mail.mil
mailto:usarmy.leavenworth.CAC.mbx.stds@mail.mil


  

  

  

Mailing Address1:  

Mailing Address2:  

Home City:  

Home State: AL  
                                               Home Zip Code:                          

Organization Name:                                                   (ie., CGSC,SAMS) 

Office Address1:  

Office Address2:  

Office City:  

Office State: AL   

Office Zip Code:  

Branch of Service:                              

Military Rank (ie, ME-04, MO-06, etc.):                          or 

     Civilian Grade (ie, GS-06, WG-05, ETC.): 
 

 
Privacy Advisory:  DTS User Access Request forms are retained for at least one year and not more than two years. Your Social 
Security Number (SSN) is used to create a DTS profile or to pull in the profile from a previous duty station. The SSN is also used to 
verify the existence of a Citi travel card account. The last 4 of the SSN is used in further communication with an individual. 

 

N/A 

N/A 

N/A 

N/A 

 

 

 

 

 

Is Mailing Address same as Residence? Y or N   N/A 

       Residence Address1: (P.O. Box not accepted)   

      Residence Address2: (P.O. Box not accepted)     

                                                           Home City:   

                                                          Home State:   

                                                 Home Zip Code:   

 

 

 

 

 

   If “N”, fill out Residence Address below   

 

 

 


	CAC G8, Staff Resource Management
	Simplified Travel Delivery System DTS User Request Form

