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CHERYL.BATTLE@BIA.GOV

mailto:CHERYL.BATTLE@BIA.GOV
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YEAR OF BIRTH
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From this point forward please use 

ALL CAPS
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Use ALL CAPS when entering in your 
first name, last name, and your e-
mail address. You must use your BIA 
email address.
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Once Country is selected, Zip/Postal 
Code field format will change. Enter 
the last four if you know it, if not 
enter four zeroes (0000).

Contact Number field does not allow 
dashes. Format Ex. 0000000000
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Your first and last name were pulled 
over from what you already entered 
when setting up your registration 
user ID. If you did not enter it in ALL 
CAPS originally please make the 
correction here.
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Please enter your middle initial (one 
character) if you have one. If you don’t 
have one please leave this field blank.
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Please enter your full name as it appears 
in FPPS, including the middle initial if you 
have one. This field should be a 
combination of what you entered in the 
fields First Name, Middle Initial, and Last 
Name
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Option to use calendar to navigate through year, 
month, and days to select Date of Birth.

This must include the forward slashes.
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No dashes between numbers. Format: 000000000
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You can just reenter your business phone number 
in this field.
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Your USGS email address pulled over from what you 
already entered when setting up your registration user 
ID. If you did not enter it in ALL CAPS originally please 
make the correction here.
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Enter in any building name/number, mail stop, 
office, room, or suite number in Line 2. If you do 
not it can cause mailing issues.

This should be your regular office mailing 
address. It should be the address you receive 
mail from the postal service from.
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If you know the full nine digit zip code please enter 
it.

A residential address is required further down the 
application. You can select this box to copy the 
mailing address you entered to populate the 
residential address fields.
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Enter in any building name/number, mail 
stop, office, room, or suite number in Line 2. 
If you do not it can cause mailing issues.

If you need to request this card be sent out as 
a rush initially and have a separate FedEx 
Mailing address, enter it here. Must be non-
PO BOX.
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Enter your 10 digit cost center code. This is NOT 
the same as your WBS. It should be the 10 digit 
code starting with AA.

You are only allowed to select BIRTH YEAR 
YYYY for this question.
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Should follow format of YYYY, for the year you 
were born. Format: 0000
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If the employee is neither seasonal or a furlough 
employee please leave blank.
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This field should be a YES and will be double checked 
when the employee has submitted the training 
certificate.
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Please enter the Supervisor’s first and last name.
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Please select No here.
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Please select this box to mark that you agree with the 
Citibank Cardholder Account Agreement.
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Once you have verified your information to make sure it is 
accurate and formatted correctly, select the Submit button.
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