(SAMPLE PROGRAM ANNOUNCEMENT)

(USE ON YOUR ORGANIZATION'S LETTERHEAD)
Dear Business Traveler:

I am pleased to announce that Citicorp Diners Club has been selected to provide our organization with a Corporate Travel System to pay for all Airline and Rail tickets, and business travelers with a Corporate Card they can use to pay for travel and entertainment expenses.  We made this choice after evaluating other programs, and believe that Diners Club will best serve your travel needs, while assisting (Company Name) in managing business travel expenses.  

Following are just a few of the features of the Diners Club program:

Benefits Provided to all Business Travelers
Travel accident insurance
24 hour emergency and pre-trip assistance

Excess baggage insurance
24 hour customer service

Benefits Provided to Corporate Cardmembers
No pre-set spending limits
Acceptance worldwide


Access to Account Statements online
Emergency cash and Card replacement services

Rental car collision damage insurance
Access to over 75 international airport lounges

Club Cash® ATM Cash Advances 
Club Rewards® 


Note to Coordinator:  Your organization may or may not participate in the Club Cash or Club Rewards programs - retain or delete them as necessary.
(For Automatic Enrollment): A Diners Club Corporate Card is currently being processed in each designated Corporate Cardmembers' name.  

(For Paper Applications): Designated Corporate Cardmembers will soon receive a Diners Club Corporate Card application and other forms.  Recipients should complete these forms as soon as possible and provide them to Coordinator Name.  

If you receive a Diners Club Corporate Card, you must call Diners Club to activate your Card no later than xx/xx/xx. A security sticker on the face of the Card will provide the number you should call. When you contact Diners Club, they will verify your identity, obtain security information and activate your Card.

Additional details on the Diners Club program will be provided to all travelers and Cardmembers shortly.  If you have any questions, you may contact (coordinator’s name) at (phone number).  Thank you in advance for your support of this new program.

