Circular 85-18 June 25, 1985
U.S. DEPARTMENT OF LABOR Distribution: SUBJECT: CODE: 902
EMPL%%Q?S%ND TRAINING

RATION
A-539 All Tech. .
Bureau of A ticen qutrzc DOL's Implementation of
ship and ’f?ﬁ‘iﬁmge ) Diners Club Charge Cards
Washington, D.C. 20213 A-544 All Field | Frogram
. Techs.
Symbols: TDT/MMW . ACTION: Due date: .

PURPOSE: To inform the field staff of the "Implementation of the
Diners Club Charge Card Program" to be used for expenses incurred
for officially authorized Government travel.

BACKGROUND: The Department's pilot project of this program was so
successful that it spurred them to join the Diners Club contract
with GSA and other Federal Agencies who had enjoyed similar
success.

Attached is a copy of the policy and procedures for the use of
Citicorp's Diners Club Issued Charge Cards. Although the program
does not require eligible travelers to apply for a card, employees
may be interested in reviewing the advantages to the traveler
listed on page 3 of the attached document. The use of this system
will improve cash management by reducing the amount of travel
advances.

ACTION: All Regional Directors should inform their technical staff
of this program.

BAT field staff with heavy travel schedules are encouraged to
review the advantages to be gained by their participation.

Application forms are available from the OASAM offices in the
Regional cities.
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JUL 0 5 1985

Policy and Procedures for the Use of
Citicorp's Diners Club Issued Charge Cards

PURPOSE. This prescribes the policies and procedures

for the use of the General Services Administration (GSA)
contractor-issued charge cards for the procurement of pas-
Senger transportation services and Payment to commercijal

SCOPE. This guidance is designed to improve cash
management by reducing the amount of travel advances in

DOL. Cardholders will receive, at no cost, travel accident
insurance of $150,000 (on charged tickets), lost ang delayed
baggage insurance up to $1,500, personal check cashing
Privileges, confirmed hotel/motel reservations, ete,

When applying for a card, there will be no credit check,

RO pre-set expenditure limit, no interest or late payment
charges and no annual membership fee.

Effective Date. This guidance is effective upon issuance.

<

BACKGROUND.

,

a. Under provisions of the Federal travel regulations,
Federal agencies normally use GTR's (Standard Form
1169, U.S. Government Transportation Request) to

to pay for allowable travel expenses. Upon completion
of the official travel, the employee submits a travel

voucher for reimbursement of authorized ang allowable

travel expenses.

b. The GSA has entered into a contract with Citicorp
Diners Club, Inc., for the issuance and maintenance
of charge cards to be used by Federal employees to

DEFINITIONS. For purposes of these procedures, certain
terms used herein are defined as follows:

a. Charge Card means a GSA Contractor-issued charge card



The term does not include pPersonal credit cards issuegd
to employees based upon their own financial merijt
by any credit card or other company.

Contractor means Citicorp Diners Club Incorporated,
==_=tactor

Charge Card Program in the Department. 1p this role,
OFPS shall Serve as the contact for the agencies
and Diners Club on matters of policy.

Eligible Traveler means a traveler who expects to
make two or more trips per year,

Ineligible Traveler means a traveler who expects to
make less than two trips Per year. Diners Club Charge
Cards shall not be issued to these travelers,

CARD ISSUANCE PROCEDURES.

Employees who éxpect to make two Or more trips per year
may be issuegd charge cards, , Designated employees must:

(1) Complete a Diners Club Government Card Program
Employee Card Account Application to obtain
a Diners Club card. Instructions for preparation
and a Sample form are shown on Pages 1 and 2 of
Appendix 1l;

(2) Sign an Employee Acknowledgement,?orm acknowledging
that he/she has received, reaq, and understands

the Description of Employee Rights and Obligations
related to yUse of Contractor Issued Charge Cards.

(3) Forward the above two documents to their Agency
Coordinator's Office.
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b. Agency or Regional Coordinators shall:

(1) Insure completeness of employee information on

(2) Complete Section 2b, 4 and 5 of the Employee Card
Account Application. Refer to Appendix 4.

(3) Porward the original of the application to the

(4) Retain the enployee acknowledgement Statements,

(5) Notify employees when monthly payments are delinquent

(6) Respond to contractor inguiries on specific accounts
which the coordinator authorized.

(7) 1I1f delinquent Payments are Justifiable, such as:
voucher not being processed timely; advance purchase
of excursion airline tickets; Administrative error,

.etc., Diners Club billing office should be notifieg
immediately,

€. Contractor shall:

(1) Issue a charée card in the name of the employee
upon the request of the Coordinator,

7
(2) Mail the charge card directly to the authorized

employee's home address within 3 working days

GENERAL CARD INFORMATION

a. No credit check will be performed on an individual employee.

b. No pre-set expenditure limit has been placed on cards,

€. Travel accident insurance of $150,000 is automatically
provided free of charge, except where prohibitegd by
State or local law, to the employee when common carrier
tickets are obtained with the charge card. 1In the
National Office this would bring the total insurance
coverage to $300,000 for employees purchasing their
common carrier tickets through Omega Worilg Travel.
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Emergency card replacements within 24 hours, worldwide.

Personal check cashin rivileges are provided at:
participating Citibank branches worldwide, domestic
Western Union offices, and participating hotels/motels
as a registered guest,

Foreign currenc conversion is provided without a
fee at selectead overseas Citicorp locations,.

No interest or late payment charges will be assessed on
employee's charge card account, However, should it be-

come necessary for the coOntractor to sue an employee

No annual membership fee is charged for the issuance
of the charge card.

Lost and delayed baggage insurance is provided free of
charge to employee when airline tickets are obtained with
the charge card. The employee will be covered against lost
or damaged luggage for actual replacement cost up to $1,500.

of -pocket expenses.

Charge cards are valid for a one-year period from

date of issue,.

No information related to charge card transactions
will be released by the Department or Diners Club
to credit reporting bureaus as a result of the use
of this card.

OF CHARGE CARDS.

Expenses incurred for official travel. Charge cards
issued under the Program will be used solely for expenses
incurred for officfall authorized Government travel,

The employee will use the charge card to pay for official
travel expenses to the maximum extent possible.
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b. Obtaining passenger transportation services. The
charge card will be: .

(1) Presented to the transportation carrier, Scheduled

under contract to GSA) .- The card shall be used to
acquire transportation services at Gsa contracted
travel agencies. uUnder those circumstances where
the individual would have used a GTR to acquire
transportation services, he/she may now use the
Diners Club Card. The charge card may not be used

the contract city-pair fare, where available, or
other government discount fare. Approved justifica-
tion forms are stil1l required for use of non-
contract carrier. -

(2) If the employee does not personally pick up the
tickets and present his/her charge card, the
travel facility may require the traveler to
complete a signature on file form to authorize
them to charge the employee's charge card account.

Effect on current rocedures. All travel requirements
shall continue to be observed fully and all official
travel must still be authorized on Form DL-1-33,

SECURITY OF THE CARD.

C.

The employee will receive the card at his/her home
address and will be responsible for exercising the
same care and responsibility for the security of
the card and number as he/she would with a personal
charge card.

The card SHALL NOT be stored or kept by an administrative
officer, supervisor or secretary.

Employees should exercise caution and care in giving
the card number to another employee to make travel
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arrangements on their behalf and when giving signature
on file authorizations to travel agents or sarto offices.

d. Employees are encouraged to black out the charge card number
from any receipts submitted with their SP-1012, Travel Vouche

TRAVEL ADVANCE LIMITATION. This section is reserved for
later publication.. Travel advances will at this time
continue to be limited to the amounts currently prescribed
in DIMS~-7. We ask that employees voluntarily reduce

their outstanding advances in proportion to their use

of the cash.

TRAVEL VOUCHER CLAIMS.

a. Standard Form 1012 (SF-1012, Travel Voucher) will be
prepared and submitted by employees in the usual
manner. Employees will be reimbursed for authorized
and allowable travel and transportation expenses
in accordance with the pProvisions of the Federal
Travel Requlations and the DOL- travel policies and
procedures,

b. Transportation Charges. Wwhen claiming reimbursement
on a travel voucher for transportation expenses purchased
with a charge card, the employee shall:

(1)- Claim only the cost of transportation tickets actually
used. (Refer to pParagraph 13 for the procedure to

not used.)

(2) Initial the preprinted statement on the SF-1012
concerning assignment of all rights to the United
States which the traveler has in connection
with recovery of overcharges from the carrier(s).

to the Contractor:

(1) Employees will submit travel vouchers (together
with receipts as required by DLMS-7) to the
approving official promptly upon completion
of the trip or periodically during extended
travel assignments. Vouchers may be handwritten
legibly in ink.

(2) Travel vouchers shall be submitted to the agency
finance office for payment within five working days
after completion of trip, or returned to the
traveler for revision.



Government Services, at 800-525-5289. A receipt
Copy of charges will be included with the Diners
Club billing statement. when a service establishment
submits a copy of charges to Diners Club on magnetic

No interest or late charges will pe assessed by the
Contractor,

“

Pazﬁent in full for the amount billed is due and payable
directly by the employee to the Citicorp Diners Club within

25 days of the billing date, Extended or Partial payments
are not permitted. If a charge is disputed, it can be
deducted from the amount due, but the remaining balance
must be paid in full,

If a Diners Club bill contains a disputed charge, it is
the employee's Iesponsibility to contact Citicorp Diners
Club in the following manner to resolve the dispute:

(1) call Government Services on 800-525-5289 or
303-799-6670 between 6:00 am and 6:00 pm Mountain
Standard Time,. Diners Club will need to know the
following;

(a) Employee's name and account number,

(b) Reference number of the disputed charge (listed
on the sStatement).

(c) Establishment where the charge was incurred.
(d) Amount of Charge,
(2) Confirm the billing dispute in writing and mail to:
Citicorp Diners.CIub
Government Services

P.O. Box 5064
Denver, CO 80217
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(3) With this information, research can be conducted to
SO0lve the problem, generally within 10 working days.

13. UNUSED AND LOST TICKETS.

4 Tess bf-"-. ’

If a complete or partial airplane ticket is not used, the
coupons should be returned to the travel agent, SATO
or airline representative by the employee and a refund

credit should be obtained. Thig receipt must pe
retained until the appropriate credit is issued on
a8 subsequent Dinerg Club statement, The employee
shall not submit their unused tickets with the SF-
1012, "Travel Voucher,

Citicorp Diners Club
Government Services
P.O. Box 5064
Denver, co 80217

If an airline ticket is lost, the same Procedures are to be
followed for unused tickets as described in a and b, above,
with the exception that a Lost Ticket Application (available
at your travel agency, SATO or airline representative) is to
be filed with the carrier with a Photocopy sent to Diners

Club. fThe Lost Ticket Application is not submitted with the
SF-1012, Travel Voucher,

14. LOST OR STOLEN CARDS.

a.

If a Diners Club card is lost or stolen, the employee should

immediately call the following number (s) which are
operational 24 hours a day:

(1) Metropolitan Denver - 799-6670;

(2) 1In Colorado, other than Metropolitan Denver, call toll-
free 800-332-9340;

(3) In the continental United States, call toll-
free

800-525-9150 or 800-525-5289;
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(4) 1In Alaska, Canada, Hawaii, Puerto Rico and the
Caribbean, call collect to 303-799-6670: and

(5) If a card is lost Oor stolen outside of these areas,
notify the nearest Citicorp bDiners Club Office.

The employee is not liable for any fraudulent charges if
the card is lost or stolen if they notify Diners Club

promptly. The employee should review any charges considered
fraudulent and complete an Affidavit of Forgery (Appendix 5)

8tating he/she did not make the charges. ail charges

will be the employee's responsibility should he/she
refuse to sign the affidavit.

A replacement Diners Club card will be mailed to the
employee within 24 hours, if the card has been lost

Oor stolen in the United States or Canada. Whi le-
you-wait replacement of lost or stolen cards are
available at the following domestic Diners Club offices:

(1) Denver: 10 Denver Tech Center
Englewood, €O 80111

Phone: (303) 799-9000
TELEX: 45808
Cable: DINCLUB ENGL
(2) santa Monica: 3101 Ocean Park Blvd.
"~ Suite 309
Santa Monica, ca 90405
Phone: (213) 452-2568
(3) Miami: 2138 Biscayne Blvd.
Phone: (305) 576-5337
(4) New York: 19th Floor
575 Lexington Ave,
New York, NY 10043
Phone: (212) 906-2202
TELEX: 420446 CBINY

Cable: DINCLUB NEW YORK
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CHARGE CARD RENEWALS. Charge cards are valid for a period

of one year. a Projected Renewal Report (Appendix 6) will

be forwarded to the designated poL Agency Coordinator listing
all employee accounts which will expire within the current
three month period. Cumulative nine month monetary activity
is also included to assist in determining if the card

- should be renewed. The following Procedures will insure

uninterrupted charge card service to employees:

a. Review the Projected Renewal Report to determine if there
are any employees who have Separated from the office or
whose accounts were cancelled but remain on the list;

b. Delete names of employees who should not receive
4 new card;

€. Indicate any employee change of address; and

d. Return the completed list to the contractor within 45 days
advising the contractor that the renewal cards should
be sent directly to the employees.

CHARGE CARD CANCELLATION AND 'CHANGES. Charge cards may be
cancelled by the employee, the authorizing office or the
contractor. The contractor may not unilaterally cancel any
charge card without Prior consultation and concurrence of the

DOL authorizing office. 1In all cases, cancellation requests may

be accomplished by telephone notification with subsequent
written confirmation to the contractor. Cancellation requests
by employees must be confirmed by their office.

a. Employvee Separations. When an employee resigns, retires,
transfers to another Government agency or transfers
to another agency within the Department, the agency
coordinator shall:
(1) Obtain the charge card from the employee;

(2) Immediately notify the Contractor by telephone to
cancel the account; and

(3) Cut the card in half and return it to the Contractor

b. Employee Transfers or Relocates Within the Same Cost
Center. To insure uninterrupted service when an employee

transfers from one office to another within the same area,
the Coordinator shall:
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(1) Obtain a new billing address (when necessary) from
the employee prior to the actual transfer;

(2) Notify the Contractor by telephone of the change in
the billing address, if applicable; angd

(3) Forward a completed Account Transfer Notice
to the Contractor. (Refer to Appendix 8 for
a sample form.)

17. PINANCIAL OBLIGATIONS/LIABILITY.

a. Employee. Except for Promptly reported lost or stolen
charge caras, employees are liable for all billed charges,
(See Paragraphs 9 and 14, above,) Government employees are

Order 11222 (May 8, 1965) and Office of Personnel Management

b. Department. The Department will assume no liability for
charges incurred on employees charge cards, nor will the
Department be liable for lost or stolen charge cards issued
to employees.

C. Diners Club. Diners Club does not intend to seek payment
of attorneys fees resulting from a collection referral to an

d. Delinguent Accounts. Diners Club collection procedures’ and
process applicable to delinquent accounts can be obtained
directly from Diners Club, :

18. ACCEPTABILITY OF DINERS CLUB CARD.

a. The Diners Club card is accepted in more than 650,000
establishments in over 150 countries throughout the
world. It is expected that employees will use the
card whenever and whereever possible, for all airline,
hotel, restaurant and Oother expenses,

b. If a traveler encounters an establishment that does
not honor the card, he/she may do the following:
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(1) Obtain a Diners Club Establishment Coverage Request For
from his/her administratijve office. see Appendix 9,

(2) Complete the form and mail it to Diners ciluyp at the
address shown on the form,

(3) Diners Club will notify the requestor of the coverage
Status within 30 days of receipt of the form,

19. PRIVACY ACT NOTICE. The following information is provided

to comply with the Privacy Act of 1974 (5 u.s.c. 522a). The
information requested on the application form is equired under
the provisions of 5 u.s.cC. Chapter 57 for the purpose of record-
ing travel expenses incurred by the employee and to claim other
entitlements ang allowances ag Prescribed in the por, travel

1s required to provide Government agencies with: necessary
information on the commercial travel angd transportation payment
and expense control system which wil}l Provided travelers charge
cards for official travel and related expenses; attendant opera-
tional control support; andg management information reports for
expense control purposes. The information contained under thig
System will be used by Federal agency officers angd employees who
will have a need for such information in the performance of their
duties, Information wil} be transferred to appropriate or regula-
tory investigations Or prosecutions or pursuant to a requirement
by the General Services Administration or such other agency in
connection with the hiring or firing, or security clearance, or
such other investigations of the performance of official duty in
Government service. The information requested is not mandatory,
However, failure to provide the information will invalidate the
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EMPLOYEE INSTRUCTIONS FOR COMPLETION
OF THE GOVERNMENT CHARGE CARD APPLICATION

The following information g required by the employee:
Item 1.A-71 Enter information 2SS requested,

Item 2.a Enter position title.

Item 2.B(1-3) Leave blank,

Item 2.B(4) . Enter SOcial‘Security Number (same as in 1¢)
Item 3.8 Employee's ful} signature,

Item 4, Leave all areas blank.

Item 5. Leave ail areas blank,



Appendix 2
-Page 1 of ¢

DEPARTMENT OF LABOR

(OFFICE)

EMPLOYEE ACRNOWLEDGMENT

I certify that 1 have received, read, ang understand the memorandum
(with attachments), Subject: Employee Rights and Obligations Related
to Use of the Diners Clup Charge Card, and that I will abide by such
rules, regulations, angd other instructions as may be issued by the
General Services Administration,,Department of Labor, and Diners Club,
Inc., pPertaining to the use of any card issued to me for

Purposes of conducting official Government Travel.

Employee Signature ang Date

Name and Title (Type or Print)

NOTE: This acknowledgment must accompany the completed charge card
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APPENDIX 2. DESCRIPTION OF EMPLOYEE RIGHTS AND
OBLIGATIONS RELATED TO USE oOF CONTRACTOR
ISSUED CHARGE CARDS.

DESCRIPTION OF EMPLOYEE RIGHTS AND OBLIGATIONS FOR
CONTRACTOR-ISSUED CHARGE CARDS

Introduction

How is the Card to be Used?

Employees designated to receive Diners Club cards are to

use them to_pay for major expenses connected with officia}l

Does Issuance of Charge Cards Mean a Change in Current Travel
Authorization Procedures?

,,,,,,,,,
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APPENDIX 2. DESCRIPTION OF EMPLOYEE RIGHTS AND OBLIGATIONS
RELATED TO USE OF CONTRACTOR ISSUED CHARGE
CARDS.

How Will Cardholders Be Billed?

gout card. Disputed charges or other billing problems may
€@ reported to the Diners Club Government Services by calling
800-525-5289, or 303-799-6670 andg writing to:

Citicorp Diners Club
Government Services
P.O. Box 5064

. Denver, CO 80217

Will Emplovees Be Reimbursed on Time to Pay the Diners Club
Bill?

are required to submit travel vouchers, along with receipts

for all eéxpenses over $25, within 5 workdays of completing
their travel. (Legible handwritten vouchers are acceptable).
In turn, approving officials are required to submijt the travel
voucher to their finance office. The agency's finance office
shall process all travel vouchers within 5 workdays of receipt,

be S0 to 60 days. Assuming you file your vouchers promptly,
you should not have to pay for any reimbursable charges out
of your own personal funds,
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What Specific Peatures and Protection Are Available to Diners
Club Government Cardholders?

(1)

(2)

Under the terms of jits contract with the General Services
Administration, the Diners Club, Inc. may not:

establish preset expenditure limits,

conduct credit checks on employee to receive Government
cards,

release billing information to other than authorized
employing agency coordinators or the individual cardholder.

sell or otherwise provide employee names or addresses
to other commercial interests,

charge membership, interest, or late payment fees,

include commercial advertisements or other forms of
solicitation with monthly billing statements.

issue or cancel employee cards without the concurrence
of authorized employing agency officials,

hold employees or their agencies liable for any charges
made with lost or stolen cards, provided the employee
notifies Diners Club promptly upon discovering that

his or her card has been lost or stolen.

As a Diners Club Government Cardholder, you will receive,
either with your card or your first billing statement,

a

brochure which describes various card features and

uses. Major features are summarized briefly as follows:

$150,000 worth of travel accident insurance payable
to your estate which is automatically in force each
time you purchase a common carrier ticket with your
card, except where prohibited by state or local law,
and which is provided free of charge to you.

$1,500 worth of lost and delayed baggage insurance,
to include $100 to cover out of p¥cket expenses when
your luggage is lost or delayed for 24 hours or more,
and which is automatically in force each time you
purchase airline tickets with your card and is free
of charge.

Confirmed hctel reservations on your card number regardless
of time of arrival (please note that you must notify
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hotels before ¢ p.m. on the day of arrival if your
plans change, and ask for/retain Your cancellation
number) .

= Buy or sell foreign currency at Citibank branches overseas
without the normal fee,

=~ Emergency card replacements within 24 hours, worldwide.

= Discounted (up to 508%) long-distance telephone calls
through the "Metrofone" service offered by Participating
Western Union offices nationwide. vyou are remindegd,
however, that official calls should be placed through
the FTS system whenever possible,

Where are Diners Club Cards Accepted?

The Diners Club card is accepted in more than 650,000 establishments
worldwide, including:

- all major domestic and international airlines, automobile
rental agencies, AMTRAK, and other common carriers,

= every major domestic hotel and motel chain, as well
as other major hotels in the U.S. and overseas (to

You will receive a postage-paid establishment request card
with your Diners Club Statement once each quarter, Simply
fill in the names Of establishments You would like to have
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How Do Cardholders Report Lost or Stolen Cards?

Lost or stolen cards should be reported as soon as you discover
they are lost or stolen to the Diners Club at one of the following
numbers:

~ From Metropolitan Denver, call 799-6670.
- From elsewhere in Colorado, call 800-332-9340 (toll-free).

= From any of the other 48 Continental United States,
call 800-525-9150 or 525-5289 (toll-free).

= Prom Alaska, Canada, Hawaii, Puerto Rico and the Carribean,
call 303-799-6670 (collect).

= From any area not listed above, notify the nearest Citicorp
Diners Club Offjce.

Emergéncy card replacement will be arranged upon notification.

Where can Cardholders get Answers to Additional Questions
as they Arise?

Any questions related to your account may be referred to Diners

. Club Corporate Services, who can be reached toll-free at
800-525-5289. Questions concerning travel policies USDOL and
procedures should be referred to your respective Administrative
Officer. General questions concerning the Governmen?-wide charge

e
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MEMORANDUM FOR: (NAME OF EMPLOYEE)
FROM: AGENCY REGIONAL COORDINATOR

SUBJECT: Diners Club Inquiry

government authorized charge card. If you require the specifics
of the inquiry, You may contact me at or Diners Clup

at .
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AGENCY QOORDINATOR INSTRUCTIONS FOR
QOMPLETION OF THE GOVERNMENT CHARGE CARD APPLICATION

aAn Employee Card Account Application must be completed by the employee
in accordance with the instructions provided in Appendix 1. Each

The following items must be campleted by the Agency coordinator., Note,
if a field is larger than the data being requested, Please enter the
requested information from left to right.

Item 2(B) Field 1 3 . Enter the appropriate office code,

National Office Qode 1
or

Regional Office
QASAM Mg9*
SOL X N99
ILAB K99
BLS g J9g
ETA S e - A99
ESA E99
MsA P99
CSHA F99
MSHA . R99
PBGC Y99

*The second and third digits represents the Region, 99 is for the National
Office, 01 would be for Boston, 02 for New York and SO on,

Item 2(B) Field 2 2 . Enter the approoriate FIPS code.

Office Code 2
QASAM 1605
SOL 1603
ILAB 1609
BLS 1625
ETA e e 21630
ESA 1635
IMSA 1640
MSHA 1645
OSHA 1650
PBEGC 1665

Item 2(b) Field 3 3 . pmnter employee's three digit cost Center code,

Item4(a) 4 . Enter the four digit summary acoount number provided by memo.
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Item 4 (B) 5 . Enter the fyl1} name of the agency coordinator
authorized to process Diners Club Charge carg applications,

Item 4(C) 6 . Enter the Position title of the agency
coordinator authorized to Process Diners Club applications
as indicated in Item 4(B).

Item S(B) 7 . Signature of agency coordinator from
Item 4(C). Note, sample Signaturesg must be furnjished to
Diners Club for each authorized agency coordinator. These
Sample stgnature§ must be advanced to the Agency coordinator

White Coov: Mail to the following address:

Citicorp Diners Club
Government Services
P.O. Box 5064
Denver, CO 80217

Canary Cooy: Coordinator's copy.

Pink Copy: For employee's immediate office.

Goldenrod Coovy: Employees' Copy.
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AFMAVITOFFORQERY
Jam
( [ 3 iy o

ye

— — . Congy @ . e

t lnh—.ﬂ.&n&umn*
5% anroyg .

ﬁ.-.—-—--.q

—nm—-.nn—-.-.q-—nuh.&--.u- -y
[ J *.g.lhh‘i—;mn&-‘m—ﬂ\.—&.-

[ § 'WMNWW -wmmanwwrhw "th-n
l-l'an:-.,,

[ 8 lmh&nmuhmuﬁw bbaadt ) oY Setre DoAY reuw
e ' !
Fowr :mannmmsuaam.m:m::::uymu:-w

lhmmam’m.hchm-“

L Y T re——
MU\)
‘=
MU\)
- 1} [ J
aay — 'l*.&"bmm

- o ser maa - . 4
LRI ry— * -

Appendix g
Page 1




PROJECTED RENEWAL REPORT.

APPENDIX 6.
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APPENDIX 7. CITICORP DINERS CLUB ACCOONT CANCELLATION

NOTIPICATION.

CITICORP.DINERS CLUB ACCOUNT CANCELLATION NOTIFICATION

NAME OF INDIVIDUAL:

AGENCY CARD NUMBER;:

Please cancel the abdbove Citicorp Diners Cluyp Account gor the
following reasons:

() Employee lef: agency
()

Employee no longer authorized co charge

Disposition of the card (if applicable) js as follows:

() Destroyed by

( ) Enclosed

() Unavailadle

Dated this day of » 198,
Sincerely,
Authorized Signature
(Note:

Forward to Citicorp Diners Club)
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APPENDIX 8, CITICORP DINERS CLUB ACCOUNT TRANSPER NOTfCE
(Within Same Major Cost Center)

CITICORP DINERS CLUB ACCOUNT TRANSFER NOTICE
(Within Same Major Cost Center)

NAME OF INDIVIDUAL:

AGENCY CARD NUMBER:

The above cnployei~v{11 be transferring from this location to the
following effective e 198 .

NAME OF NEW OFFICE:

-

Please change the following codes (if applicable):

(PRESENT) (NEW)

COST CENTER:
EMPLOYEE NUMBER:
OTHEK:

Employee's new billing address (if applicable):

(Street)

(Cacy) (State) (21p)

Sincerely,

Date:

Authorized Signature
(Note: Forward to Citicorp Diners Club)
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Appendix 9. Establishment Coverage Request Form

CITICORPO

ESTABLISHMENT COVERAGE REQUEST

39gressive campaign to expand Estabiishment coverage. Yoy may nominate a

) ge
restaurant, motel, car rental agency, or other Establishment for coverage in any location by fitling out th Delow
ang aropping this card in the nearest mail box. Your inquiry o 9 Sifiine informaten

(PLEASE PRINT OR TYPE)

will be acted on immediatety.

ESTABUSHMENT NAME REQUESTOR'S NAME ﬁ
ADORESS ADORESS
——
‘TELEP:OONE NUMBER TELEPHONE NUMBER
( )
TYPE OF ESTABUSHMENT COMPANY REPRESENTING
COMMENTS OATE OF REQUEST
_ Y,
CAC-34 (1/84)

NO POSTAGE
NECESSARY
IF MAILED
IN THE

UNITZD STATES

BUSINESS

FIRST CLASS PEAMIT

REPLY MAIL ]

NO 272 NEY. ¥v23x v

POSTAGE WiLL BE PAID BY ADDRESSEE

CITICORP DINERS CLUB
ESTABLISHMENT SALES - 18th FLOOR

S75 LEXINGTON AVEN
NEW YORK. NY 10043

UE

I
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