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To:  (Government Card Holder Name)  	Account #: XXXX-XXXXXX-_____ 
(last 5 digits of cardholder account)


Currently your government card account is showing an outstanding balance.

Per State and departmental policy, the American Express Government Card is to be paid in full within 30 days of the statement date and used only for official business use which precludes using the card for personal charges.  Misuse and poor payment history are terms for account cancellation and disciplinary action.

Please contact American Express immediately by phone at 1-800-528-2122 or online at www.americanexpress.com (click “Check and Pay Bill”) to make prompt payment arrangements and clear your outstanding balance.  For convenience, the American Express phone and online services are accessible 24 hours a day, 7 days a week.

After payment is arranged, please provide me with notice of your updated account status by ___________ (10 days from e-mail date).

Thank you.
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