S A M P L E

WRITTEN REPRIMAND

MISUSE OF GOVERNMENT CREDIT CARD

Office Symbol  (690-700a)

MEMORANDUM FOR

SUBJECT:  Written Reprimand

1.  This is notice that you are being reprimanded in writing for misuse of a government credit card which was issued for use in the performance of your official duties.

2.  The following summarizes the conduct which is the basis for the reprimand:

The October 1994 Account Activity Summary for the (Name of Credit Card Company) documents that you were in arrears in excess of $1800.00.  You were advised to improve the arrearage on 8 November 1994.  However, the October 1995 Account Activity Summary indicates you continue to be in arrears of $1800.00.  None of the charges were made while you were in official travel status in connection with your federal employment.  As a result of your misuse of the credit card, your account was canceled.

3.  In determining what action to take regarding this matter, I have considered the following:

a.  Your acceptance of the card and signature on the agreement for the account acknowledging your awareness that it was “for official use only” indicate you made a conscious decision to violate (name of organization), TRADOC, and Army policy.  Likewise, the fact that you have still failed to make any effort to repay the monies owed to (name of Credit Card Company) only serves to aggravate the situation.

 
b.  In your favor, I have considered that your work record includes no past disciplinary action and your performance record is above average.

4.  For all of the above reasons, I have determined that a Written Reprimand is clearly justified.  Your actions resulted in misuse of government property as defined in Table 1-1, AR 690-700, Chapter 751.  The penalty for a first offense ranges from a written reprimand to removal.

5.  This reprimand will be made a matter of record and will be incorporated in your Official Personnel Folder for a period of one year.  Also, as a result of your misconduct, you are to advise me of the status of payments made against your outstanding balance.  I expect a monthly report from you as to the progress you are making to pay off this debt.  I will monitor the account activity through our (Name of Credit Card company) administrator as well.  Be advised that future misconduct may result in more severe disciplinary action.

6.  Inasmuch as your behavior may be indicative of underlying problems, you may wish to utilize available counseling services.  The Fort Monroe Employee Assistance Program offers expert guidance and counseling for employees who may need assistance in dealing with problems affecting their work.  If you feel that these services may be beneficial, I encourage you to contact the Civilian Program Coordinator, Building T-194, Fort Monroe, telephone 727-3784.

7.  You may grieve this action under the provisions of the negotiated grievance procedure between (activity name), Fort Monroe, VA, and the National Association of Government Employees (NAGE), Local R4-XX.  Your grievance must be submitted no later than 15 (work or calendar) days from your receipt of this memorandum.

SIGNATURE BLOCK

