Exhibit (600)-40.7


Notification Procedures and Management Actions for Delinquent Travel Cards

1. 36 days after the due date (card suspended), MS sends a notice to the employee’s first level manager with a cc to the second level manager.  Notice explains that card can no longer be used for official travel unless overdue balance paid.

Management Action:  Employee is given an oral admonishment and directed to pay overdue balance immediately.  Oral admonishment must be confirmed in writing.

2. As soon as an account is 60 days past due, MS sends a notice to second and third level managers.  The note will inform them that the card will be cancelled at 101 days past due and provide that date.  

Management Action:  Management reminds employee of oral admonishment and direction to pay.  Employee is warned that failure to pay as directed will result in disciplinary action.  Reminder and warning documented in employee’s drop file.

3. After 101 days, e-mail notice of cancellation is sent to function head.  Notice explains memorandum and documentation that employee must provide to CitiBank to have them consider reinstatement.    Copy of cancellation notice also provided to Director of Security, BPD ER and Counsel.

Management Action:  Suspension and warning that cancellation of card does not remove employee’s obligation to pay balance due.

4. MS follows up 60 days after cancellation to determine if overdue balance paid.  Results of follow-up sent to function head with copies to Director of Security, BPD ER and Counsel. 

Management Action:  If overdue balance still not paid, removal.

