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	Subject:


	ACTION: Delinquent Citibank Travel Card Account
	Date:
	

	From:


	Head of LOB/SO
	Reply to

Attn. of:


	

	To:
	Mr/s. Employee
	
	


A review of our monthly activity charge card reports indicates that a number of our Citibank travel credit card holders have accounts that are over 60 days past due.  

The agreement you made with Citibank requires that all outstanding charges be paid upon receipt of your monthly statement.  If you fail to pay your outstanding balance on time and/or misuse the card (i.e., personal expenses such as clothing, gifts, personal travel, etc.), you are subject to disciplinary action. 

FAA’s Citibank travel credit card program has reached an unacceptable delinquency rate.  To help meet the agency’s goal of reducing delinquency by the end of the fiscal year, the agency has approved an effort called Pay-off Initiative for Delinquencies (PAID) to allow employees to pay off their delinquent debt without fear of discipline.  During the period, July 15 through September 15, 2004, you can pay off your delinquent account – no questions asked – and not be subject to disciplinary action for failure to pay the outstanding balance on time and/or misuse of the card.  

If your card is lost or stolen or there are transactions under dispute, your account will indicate the status and you will be responsible only for the undisputed charges.  To avoid disciplinary action, you must pay all undisputed charges directly to Citibank in full by midnight on Thursday, September 15, 2004.  You will continue to be responsible for any charges incurred during the PAID timeframe and are expected to make payment by the billing due date. 

I would like to remind you of your responsibilities for using the Citibank travel charge card.  When you participate in the travel charge card program, you must use the charge card to pay for expenses connected with official government travel (e.g. lodging, meals, and automobile rentals).  You must use the card only for authorized travel expenses on agency business.  You cannot use the charge card to pay for travel expenses or for any other purpose, which is not related to your authorized official government business.


If you are having financial problems or any issues that are contributing to your current credit card indebtedness, I encourage you to seek assistance from the agency Employee Assistance Program (EAP).  The EAP is a free, confidential service to help all of us effectively handle the challenges we might face.  You may contact EAP through your servicing Human Resource Management Division or calling 1-800-234-1327, which is open 24/7.

I strongly encourage you to take advantage of this one-time opportunity to pay off your delinquent account without fear of discipline.  If you have paid off this delinquent account, please provide acceptable evidence to your immediate supervisor the debt has been paid in full.  Should you have any questions regarding your account, contact your travel charge card coordinator.

	Head of LOB/SO
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