



31 Days Past Due   -   Management / Non-Management Employee

Your Commonwealth Travel Card is showing a delinquent amount ($00.00) between 31 and 60 days past due with a total balance due of $00.00.  Please make payment as soon as possible to avoid late fees or possible suspension of your account.
Any account with a delinquency 61 days past is suspended until payment has been made.  While your card is suspended, no other form of commonwealth payment may be used for commonwealth travel.  

At 91 days delinquent, the account is canceled and you may be subject to disciplinary action.  Canceled cards cannot be reinstated.  Late fees are not reimbursable.  

If you have already made payment, thank you. 

CC:
Employee Supervisor

61 Day Past Due  -   Management Employee

Your corporate card has been suspended due to the account having an outstanding balance ($00.00) that is 61 days past due with a total balance of $00.00. Your card will remain suspended until payment is made for the delinquent amount.  It is imperative that you remit payment of any uncontested charges to the card issuer at once.  
Failure to remit full payment or make other acceptable arrangements with the card issuer will result in the cancelation of your card when your account becomes 91 days past due.  If your card is canceled, you will not be eligible to use any other commonwealth method of payment.  Should the balance remain unpaid, you may be subject to disciplinary action.  
Furthermore, if your charges are uncontested and your account becomes 91 days past due, the Commonwealth will recover the maximum amount allowable from your paycheck and remit it to the card issuer until your delinquent balance is paid in full. You will still be responsible for any late fees incurred during this time. 

cc:  
Supervisor of Employee


Human Resource Representative or Office
61 Days Past Due – Non-Management Employee

Your corporate card has been suspended due to the account having an outstanding balance that is 61 days past due ($00.00) with a total balance of $00.00.  It is imperative that you remit payment of any uncontested charges to the card issuer at once. Your card will remain suspended until the delinquent amount is paid in full.  
Failure to remit full payment or make other acceptable arrangements with the card issuer will result in the cancelation of your card when your account becomes 91 days past due.  If your card is canceled, you will no longer be eligible to use any other commonwealth method of payment (Agency Lodging Card, cash advance, etc).  Should the balance remain unpaid, you may be subject to disciplinary action.  

cc:  
Supervisor of Employee


HR Office or Representative
Agency Coordinator Warning  -  To Employee for Personal Use of Corporate Card

This is to remind you that the Commonwealth Corporate Card is to be used for travel-related business purposes only.  Your account indicates that you used the card for personal purposes at (name of store).   This is a clear violation of Manual 230.1, Commonwealth Travel Procedures Manual, Section 6.3, Corporate Cards:  “Employees can use their cards only while in travel status and only for authorized business purposes.  Corporate cards will be suspended or canceled for misuse or nonpayment.”  Misuse of your agency-issued card will result in disciplinary action, up to an including termination, based on the severity of the offense.

If you have any questions regarding commonwealth corporate card policies, you can contact (agency coordinator) at (phone number) or by email at (email address)@pa.gov.
