		Attachment D


EXAMPLE OF NOTIFICATION OF MISUSE MEMORANDUM

					
	EMCBC:  FRENCH

	NOTICE OF MISUSE OF GOVERNMENT TRAVEL CHARGE CARD


   (Employee)  


A review of your Government issued travel credit card account has revealed a questionable charge(s) in the amount of $______ on   (date) at   (vendor) against your account, (see attached listing for multiple charges). We have no travel records for you during this time period (if applicable – inappropriate charges could be made during official travel).

You will need to provide a written response/explanation to me within five business days of receipt of this memorandum, with a copy to your supervisor, as well as to the Assistant Director of the Office of Financial Management and the Assistant Director of the Office of Human Resources as to the circumstances surrounding the cited charge(s).   As a reminder, the Department of Energy Order 552.1A, and the “Employee Acknowledgement” for travel card use you signed, state that your travel charge card is to be used for official government travel only.    

I must make you aware that if it is determined you have misused your government travel card, you will be held accountable for paying the owed balance in full with no delay.  I must also inform you that any inappropriate use of your government travel card may be subject to corrective actions based on DOE policies and procedures. 
 
Based on your response (or lack thereof) and in accordance with DOE policy, management reserves the right to suspend or cancel your travel card.  If such an action is taken, I will notify you promptly. 

If you have any questions regarding your account, you may contact our Travel Card Coordinator, Ericka French, at 513-246-0506 


(Name)
[bookmark: _GoBack](Director) 
(Organization)

Attachment: As Stated

cc w/attachment: 
TCC, Office of Financial Management  
(Employee’s Supervisor)
(Assistant Director, Office of Human Resources)  
(Assistant Director, Office of Financial Management) 
