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RECONCILIATION WORKBOOK

Diners Club Corporate Travel System (CTS)/Group Event System (GES) Reconciliation Process

This CTS/GES Reconciliation Workbook outlines the simple account reconciliation process and provides easy-to-use reconciliation aids:

· Review of payment and dispute procedures

· Additional pertinent airline ticket information

· Sample dispute correspondence

Read through the easy steps listed below.  Then prepare a sample reconciliation on your worksheet.  

· Begin by inserting the figure from your statement labeled “Total Payment Due.”

· Subtract any recent payment(s) sent to Diners Club that did not arrive before the billing date of your statement.

· Complete the sections labeled “New Disputed Items”, “Previously Disputed Items Which Are Now Being ‘Paid Back’”, and “Unresolved Items”.  If you are completing this form on your computer, the totals for these tables will be automatically inserted into the Reconciliation table on the first page.

When using the Payment Worksheet, please be sure to include any pertinent documentation such as credit receipts, detailed explanations, etc.  These can assist Diners Club in resolving the disputed items as quickly as possible.  If you have any questions about reconciliation, please contact your Business Service Representative when you receive your billing statement.  Your BSR will assist you and answer any questions you may have.

Payment and Dispute Procedures

Payment is due in full upon receipt of the Billing Statement Diners Club will allow up to the next billing date (approximately 25 days) to receive payment for deposit before the account is considered delinquent. A delinquency charge of 2.5% per month may be assessed on the entire Balance if any part of the Past Due Balance has been billed to the Customer on two consecutive Statements and payment is not received by Diners Club prior to the third billing date or approximately 55 days past due.

Full payment represents the Total Amount Due less disputed amounts that have been properly documented and submitted to Diners Club for resolution.

When submitting payments, please remember to:

· Include your payment coupon with any payment

· If possible, use a separate check for each payment coupon

· Indicate the complete 14-digit Diners Club summary account number on the face of the check

· Specify the amount to be applied to each account if the payment must be split among accounts

Please mail your payment to the address printed on your payment coupon.

· Send payment to your payment location via fist class mail only.

· If your prefer send your payment via an express courier, or if you have any other questions, please contact your Business Service Representative at 1-800-964-9444.

Disputes regarding airline credits due, but not appearing on your statement must be accompanied by proper documentation. A Refund Exchange Notice (REN) or Lost Ticket Application (LTA) is needed before Diners Club can contact the airlines regarding your due credit. To expedite the dispute process, please submit disputes within sixty (60) days upon receipt of the Billing Statement.

Proper documentation of disputed amounts consists of:

· Charge Amount

· Reference Number

· Ticket Number

· Statement Date

· Description Of  The Dispute

Properly documented disputes will be investigated by Diners Club and you account will be protected for the amount of the disputes. However, these amounts will continue to appear on your monthly account statements and on your Management Information reports.

Any invalid short payments will be reflected as a past due balance. A late fee will be assessed (based on contractual agreement) on any delinquent monies in the event any amount remains unpaid prior to the third billing date. Allow sixty (60) days for Diners Club to respond to your dispute and contact us should an item remain unresolved past this time.

Additional Airline Ticket Information

Refunds for Unused Tickets

1. Return unused tickets directly to the airline or issuing travel agent.

2. Obtain a Refund Exchange Notice (REN).

3. Send a copy of the REN to your Business Service Representative: Diners Club, P.O. Box 5064, Denver, CO 80217-5064. Make sure to keep a copy for your records.

4. Allow 30 – 60 days for the credit to post to your account.

5. You may take immediate credit for refund notices, but use the Payment Worksheet to ensure that your account remains in balance and credits are not duplicated.

Note: Due to contractual arrangements with member establishments such as


airlines, railroads and common carriers, Diners Club cannot guarantee


assistance in the dispute of an item which is more than 6 months old.

Refunds For Lost Tickets

1. Obtain a validated Lost Ticket Application (LTA) from the issuing airline or issuing travel agent.

2. Please forward a copy of the LTA to your Business Service Representative: Diners Club, P.O. Box 5064, Denver, CO 80217-5064. Make sure you keep a copy for your records.

3. Remember that the terms of Lost Ticket Applications listed below may apply:

a.  Airline tickets are negotiable documents, similar to cash. The airline holds you 




responsible for tickets for up to one year from date of issue. While the airline will 




usually credit your account prior to that date, should the ticket be used by anyone,    




they may deny a refund on that basis, or charge you again if credit has previously 




been issued.

b.   The processing of a Lost Ticket Application may take anywhere from 6 to 18 

     months, depending on the policy of the issuing airline. If the airline does issue a  


  credit, they will deduct a non-refundable fee. 



Please contact the issuing airline for information on their exact policy regarding 



these issues.

Unidentified Charges

1. Contact your travel agent for help in identifying tickets when information such as the traveler name has been omitted.

2. If the information is not available from your travel agency, Diners Club will contact the issuing airline on your behalf. This process may take between 30 – 60 days.

Hotel Charges
1. Advise your travel agency and your travelers not to use the charging or billing numbers from your Corporate Travel System account to guarantee hotel reservations, or for payment of hotel charges.

2. Should a hotel charge appear on the account, try to obtain any available information directly from the hotel regarding the charge. Your travel agency may be able to provide additional assistance in helping you resolve issues regarding hotel charges.

Sample Dispute Letter

Citicorp Diners Club

Attn: (Your Assigned Business Services Representative [BSR])

P.O. Box 5064

Denver, CO 80217-5064

RE: (Your Account Number)

Dear (Your Assigned BSR):

Please be advised that reference #______________, ticket #______________, billed in the amount of $______________ on our ____(date)_____ statement, is being held in dispute.

The reason for this dispute is as follows: _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please advise us as to your findings regarding this item.

Sincerely,

(Name and Title of CTS/GES Account Coordinator)
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