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TO:  

RE:  Credit Card Charges and/or Credit Card Usage Violation #1


Dear Credit Card Holder,

For the reason(s) stated below, you are in violation of CAPR 173-1, paragraph 20d and risk the deactivation of your corporate credit card privileges.   

[bookmark: Check6]|_|  Corporate credit card used for unauthorized purchase (e.g. cash advance)

[bookmark: Check7]|_|  Use of corporate credit card for personal charges such as travel, meals, telephone calls, etc.

[bookmark: Check8]|_|  Failure to acknowledge receipt of previously issued credit card warning letter

[bookmark: Check9]|_|  Late Certification and receipts sent to Wing Headquarters (must be within 21 days of statement closing date)

[bookmark: Check10]|_|  Missing detailed credit card receipts – see itemized list below 

     

IAW CAPR 173-1, paragraph 20d, you are required to acknowledge receipt of this letter indicating your understanding of the violation resulting in this warning letter.  Upon the third warning letter your card will be deactivated.
[bookmark: _GoBack]

Respectfully,


XX Wing Finance Committee
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