[bookmark: Salutation][bookmark: _GoBack]
Dear American Express Government Cardholder,

Your performance and participation in the American Express Government Card Program is being evaluated. The program requirement is that all payments be made within 30 days of the account statement issuance. Your account is currently between 30 and 59 days past due and requires immediate payment.

The Statewide Travel Program cannot continue to offer this program if it is abused.  If payment can be resolved directly with American Express, please contact them at 1-800-528-1202 to arrange payment.  If you need account assistance from the Statewide Travel Program, please contact me so I can inform our department’s Statewide Travel Program liaison.  If the outstanding balance is made up of business travel expenses for which you have not yet been compensated, please submit a travel expense claim as soon as possible to receive reimbursement.  

Reminder - the Government Card is for official government business use only and departmental policy precludes its usage for personal charges.  Chronic misuse and/or poor payment history are terms for account cancellation and may result in disciplinary action.

Thank you for giving immediate attention to this matter.  If you have any additional questions or concerns, please contact me.  
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