		Attachment B

								
EXAMPLE OF SECOND NOTIFICATION OF DELINQUENT PAYMENT MEMORANDUM
(WITHIN A 6-MONTH PERIOD)


					
	EMCBC:FRENCH	                                                                

	SECOND NOTIFICATION OF PAST DUE BALANCE ON GOVERNMENT
TRAVEL CHARGE CARD 

   (Employee)  

						
As of the (date) statement of travel charge card delinquencies, your JPMorgan Chase Government travel charge card payment has been delinquent twice within a 6-month period. Additional delinquencies within a 6-month period may result in the suspension or cancelation of your travel card by  EMCBC management.  

Employees are required to meet travel charge card payment obligations in a 
timely manner or be subject to corrective actions based on DOE policies and procedures. 
Timely filing of travel vouchers is required by DOE regulation, and failure to submit your voucher timely does not relieve you of personal responsibility for timely travel charge card payments. It is imperative that employees pay their balance on time and in full each month. Failure to resolve your outstanding balance will result in suspension and scheduled cancellation of your travel card by JPMorgan Chase. 

Due to the repeat delinquency of this account within a 6-month period, you will need to provide a written response to me within five business days of receipt of this memorandum as to the circumstances surrounding the delinquency (with a copy to your supervisor, the Assistant Director of the Office of Financial Management and the Assistant Director of the Office of Human Resources.  Please be aware that management reserves the right to suspend or cancel your travel card dependent upon your response or lack thereof.

Additionally, you may contact our Travel Card Coordinator, Ericka French, at 513-246-0506  if you have questions regarding the current status of your account.

											

	
Ralph E. Holland			          
[bookmark: _GoBack]Director, EMCBC


cc: 
(Supervisor)
TCC, Office of Financial Management  
Assistant Director, Office of Financial Management
Assistant Director, Office of Human Resources		
