		Attachment C

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


					
	EMCBC: FRENCH		                                                                

	THIRD NOTIFICATION OF PAST DUE BALANCE ON GOVERNMENT
TRAVEL CHARGE CARD 

   (Employee)  

						
As of the (date) statement of travel charge card account delinquencies, your JPMorgan Chase Government travel charge card payment has been delinquent three times within a 6-month period. 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. 

If management does not receive a compelling written explanation from you on your travel card payment delinquency within five business days from the date of this memorandum, management will suspend or cancel your travel card.   If you have any questions or would like to contest this action, please contact me immediately.

 



				(Name)
(Director) 
(Organization)


cc:
[bookmark: _GoBack]Employee’s Supervisor
Assistant Director, Office of Financial Management
Assistant Director, Office of Human Resources
TCC, Office of Financial Management 				


