[Agency Letterhead]

[Template for the creation of an agency-specific Account Cancellation Notification Letter]

[Replace bracketed information as appropropriate.]
[Date]

[Employee Name]
[Employee Street Address]

[Employee City, State, ZIP]

Dear [Employee Name]:

Please be advised that your State of Arizona Corporate Travel Card (the Card) account number [______________________________________________] has been cancelled.
Any authority granted to you to use the Card has been revoked.  

You must immediately:

· Discontinue any use of the Card.  

· Return the Card to this agency (if you have not already done so).

· Pay any outstanding balance owed on the Card.

Thank you for your cooperation in this matter.
Sincerely,

[Authorized Signature]
GAO-TC-CN (02/11)


