
BANK OF AMERICA SET-UP SHEET 
AIR/RAIL & BUS ACCOUNTS 
 
MAJOR COMMAND-  __________________   SET-UP DATE_____________ 
 
Choose one:  AIR/RAIL_________  BUS_________ 
 
CYCLE: (SDDC will assign)_______________ 
 
ACCOUNT MANAGER NAME (pays invoice)_____________________________ 
UNIT/OFFICE_______________________________________________________ 
ADDRESS__________________________________________________________ 
CITY______________________________________________________________ 
STATE_____________________________________________________________ 
ZIPCODE___________________________________________________________ 
PHONE NUMBER____________________________________________________ 
FAX NUMBER______________________________________________________ 
EMAIL_____________________________________________________________ 
 
 
 
PAYING OFFICE POC (NAME)_____________________________ 
PAYING OFFICE LOCATION_______________________________ 
PHONE NUMBER_________________________________________ 
 
 
 
 
HOW MANY ACCOUNTS WOULD YOU LIKE TO HAVE WITH BANK OF AMERICA?_________ 
 
 
 
REMARKS_________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
__________________________________________________________ 
 
Please fax completed form to Military Surface Deployment and Distribution Command 
-Travel Services Team at 703-428-3391.   
SDDC will contact Account Manager with credit card number  
once established. 
 
A Note on Bus Accounts: 
 
Bus accounts are paid manually and are not to be used  
in conjunction with the Air/Rail accounts.   
Recommend contacting your finance location to obtain  
what documentation they require.  Normally, a Charter Coach  
Certificate or similar receipt, SF1034 and a copy of the  
Bank of America invoice is required. 
 


