Procurement Card/Travel Card Management Plan

[image: image1.png]



State Credit Card Program

Procurement Card
And 

Travel Card 
Agency Management Plan 
Agency Name:   MACROBUTTON  DoFieldClick [click here] 
Date:   MACROBUTTON  DoFieldClick [click here] 
Agency Program Administrator and Back-up Name:   MACROBUTTON  DoFieldClick [click here] 
Purpose
This procurement card and travel card management guide, provided by the Department of Administration and the Office of Management and Budget, is a resource for agencies/organizations to utilize as they develop and manage their procurement card and travel card program.   

The following guide is organized into various sections and subsections.  Under the subsections, there are questions to help your agency to develop content for the subsection and tables for your agency to fill out.  As your agency uses the guide, please note the following:

· The questions and tables should be used as guides to help begin your agency’s development of its procurement card plan, but should not limit the content your agency may want to include in its plan;

· Your agency’s procurement card management plan will be a living document that will continuously require updating, as changes occur in your program;
· All text in yellow italics should be replaced with your agency’s own text; and
· This template has been approved by IDOA and OMB.  The use of it IS mandatory. 
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 1. Introduction

As required by Financial Management Circular 2008-7, this plan outlines the policies and procedures within Agency  MACROBUTTON  DoFieldClick [click here] that are critical to the management of the procurement card program, in order to ensure that a system of internal controls is followed and to mitigate the potential for fraud, misuse, and delinquency.
This document is intended to be a living document and will be updated as changes occur within the agency’s charge card program.  The primary purpose of the plan is for the agency’s benefit and reference, but as requested by OMB, a copy is to be sent on an annual basis in an electronic format to the OMB Office of Government Efficiency Financial Planning, State Board of Accounts and IDOA Procurement Division Procurement Card/Travel Card Contract Manager.
2.  Personnel Management
2.1  Key management officials

This section provides a list of the key card program management officials associated with the charge card program within the agency, along with their title and responsibilities.  This includes high level Program Administrator (PA) and Head Procurement Agent (HPA) or other equivalent officials, and other accountable/billing officials.  Provided below are tables organized by program and examples of entries within them.   The key officials for each program are listed in the tables below and will vary by agency.
Procurement Card Program

	Name
	Title
	Responsibilities

	Doug Herrington  MACROBUTTON  DoFieldClick [click here] 
	Program Administrator (PA)
 MACROBUTTON  DoFieldClick [click here] 
	Oversees the agency’s procurement card program
 MACROBUTTON  DoFieldClick [click here] 

	Teresa Cooney
 MACROBUTTON  DoFieldClick [click here] 
	Head Procurement Agent (HPA)
 MACROBUTTON  DoFieldClick [click here] 
	Provides policy leadership in acquisition and procurement management
 MACROBUTTON  DoFieldClick [click here] 

	Sid Norton
 MACROBUTTON  DoFieldClick [click here] 
	Head Fiscal Agent (HFA)
 MACROBUTTON  DoFieldClick [click here] 
	Provides policy leadership in fiscal/accounting management
 MACROBUTTON  DoFieldClick [click here] 


2.2  Process for appointing cardholders

This section outlines agency policies and procedures, by card type, for appointing cardholders.  Agency should note that this card is a Corporate Liability card not an Individual Liability card and all credit limits are based on the State’s credit.  Also, since this is a Corporate Liability card the State pays the bill no matter what.  Please take this into account when you are appointing cardholders for your programs.
Procurement card program
State guidelines for appointing cardholders require that a cardholder must have a daily business responsibility which would require the use of a purchasing card to effectively complete their job.  The cardholder must have taken (or be enrolled) in the IDOA Procurement Card training or Streamline training, and have a log-in for ENCOMPASS Financials.     
Explain your agency’s procedures for appointing cardholders in the procurement card program.  For example,
· How does your agency determine who will be given a procurement card?
· What is the Agency’s process for prospective cardholders to apply for a procurement card?
Travel card program
State guidelines for appointing cardholders require that a cardholder must travel for State business on a regular basis.  The cardholder must have taken (or be enrolled) in the IDOA Procurement Card training and have a log-in for ENCOMPASS Financials.

Explain your agency’s procedures for appointing cardholders in the travel card program.  For example,

· How does your agency determine who will be given a travel card?  Limited and only frequent travelers
· What is the Agency’s process for prospective cardholders to apply for a travel card? Only allowing the executive office and FSSA audit to use right now.
· How often does the user travel on a monthly basis?  Three times monthly
2.3  Procedures at employment termination or transfer
This section outlines the procedures taken by the agency when an employee terminates employment within the State government or transfers to a different agency or transfers within the same agency.  State guidelines require the cardholder to turn in their procurement card to the Program Administrator (PA) at the time of separation.  The PA is then responsible for canceling the card online via PaymentNet.  
Explain your agency’s procedures when an employee terminates employment with your agency.  For example,

· How does your agency ensure that the cardholder’s card balance is zero prior to his/her last day of service?
· Explain your agency’s procedures to ensure that the card is disposed of.  Does your agency physically obtain the card prior to the employee’s last day of service?  Does your agency shred the card?  Who is responsible for obtaining and destroying the card?
· Explain you agency’s procedures for transferring cardholders within an agency.

3.  Training
3.1  General 

The State requires all P-Card or Travel Card participants (cardholders, head fiscal agents, agency fiscal agents, program administrators) to be trained prior to appointment and regularly thereafter on an annual basis.  
Explain your agency’s procedures for training.  For example,
· Does your agency do any additional training?
· How are you providing refreshment training?
3.2  Procurement card program

This section outlines agency training for purchase card program participants.
Cardholder
A cardholder is anyone who has a State of Indiana card in his/her name or has authorization to use an Agency card.  All cardholders are required to complete the IDOA P-Card Cardholder training prior to appointment and on an annual basis.
Explain your agency’s procedures for training purchase cardholders.  For example,

· Explain how your agency utilizes the training provided by IDOA.
· Describe any other training your agency has developed.
· What topics does the cardholder training cover?

· In what ways does your agency use the publications developed by IDOA?  Which publications does it use?
· Describe any educational materials your agency has developed for the procurement card program. 
· How are you providing standard operating procedures to the cardholders?
Head Fiscal Agent (HFA)
The HFA will be responsible for making any necessary assignments of Agency Fiscal Agents to this program.

Agency Fiscal Agent (AFA)

The AFA will be responsible for certifying payments and insuring that the cards are drawing from the correct fund centers.  The AFA will be required to complete the IDOA Agency Fiscal Agent training.  

Explain your agency’s procedures for training purchase card AFAs.  For example,

· Describe any additional training your agency has developed.

· What topics does the AFA official training cover?

· Describe any educational materials your agency has developed for the purchase card program.

Program Administrator (PA)
The Program Administrator (PA) manages the Agency’s procurement card program.  As PA, he/she is responsible for monitoring and identifying delinquencies, fraud, misuse and abuse of the card and ensuring the agency is compliant with State requirements.  The PA is required to complete the IDOA Program Administrator training, IDOA Agency Fiscal Agent training as well as the IDOA P-Card Cardholder training.
Explain your agency’s procedures for training purchase card PAs.  For example,

· Explain how your agency utilizes the online training provided by IDOA.
· Describe the training your agency has developed.
· What topics does the PA training cover?

· In what ways does your agency use the publications developed by IDOA?  Which publications does it use?

· Describe any educational materials your agency has developed for the purchase card program.
3.3  Travel card program

This section outlines agency training for purchase card program participants.

Cardholder
A travel cardholder is anyone who has a State of Indiana travel card in his/her name or has authorization to use an Agency card.  All cardholders are required to complete the IDOA Travel-Card Cardholder training prior to appointment and on an annual basis.

Explain your agency’s procedures for training travel cardholders.  For example,

· Explain how your agency utilizes the training provided by IDOA.

· Describe any other training your agency has developed.

· What topics do the cardholder training cover?

· In what ways does your agency use the publications developed by IDOA?  Which publications does it use?

· Describe any educational materials your agency has developed for the travel card program.

Head Fiscal Agent (HFA)

The HFA will be responsible for making any necessary assignments of Agency Fiscal Agents to this program.

Agency Fiscal Agent (AFA)

The AFA will be responsible for certifying payments and insuring that the cards are drawing from the correct fund centers.  The AFA will be required to complete the IDOA Agency Fiscal Agent training.  

Explain your agency’s procedures for training purchase card AFAs.  For example,

· Describe any additional training your agency has developed.

· What topics does the AFA official training cover?

· Describe any educational materials your agency has developed for the travel card program.

Program Administrator (PA)

The Program Administrator (PA) manages the Agency’s procurement card program.  As PA, he/she is responsible for monitoring and identifying delinquencies, fraud, misuse and abuse of the card and ensuring the agency is compliant with State requirements.  The PA is required to complete the IDOA Program Administrator training, IDOA Agency Fiscal Agent training as well as the IDOA Travel-Card Cardholder training.
Explain your agency’s procedures for training travel card PAs.  For example,

· Explain how your agency utilizes the training provided by IDOA.

· Describe the training your agency has developed.

· What information does the PA training cover?

· In what ways does your agency use the publications developed by IDOA?  Which publications does it use?

· Describe any educational materials your agency has developed for the travel card program.

3.4  Training record keeping
This section summarizes agency procedures for documentation and record retention.  
Explain your agency’s procedures for documentation and training record retention.  For example,
· Explain your agency’s method of certification.  Does it vary among programs and types of training?

· How are the records of training certification maintained, and who is responsible for maintaining them?

· Explain your agency’s method of document retention.

4.  Risk Management
4.1  Credit Limit Allocation
This section outlines the agency credit allocation and management processes and procedures.  The Agency overall credit limit is determined by IDOA and OMB based on current SDO limits, historical spend and intended uses as outlined by each agency.  The Agency then decides how to allocate the credit among cardholders, subject to IDOA and OMB final approval.  Credit should be allocated to cardholders based on spending needs.  It is not necessary to allocate all of the agency’s credit.  In fact, it is probably a good idea not to allocate all of the credit so there is credit to allocate if additional cardholders are added at a later date.  
Explain your agency’s controls, practices and procedures relating to credit allocation for the procurement card program.  For example,
· What is the Agency’s credit limit?  What percent of this limit is allocated to cardholders?

· How does the agency determine the credit that will be allocated to each cardholder?
· List the active Agency cards by position with spending needs and credit limit (use chart).

· How often are spending trends examined and credit allocation among cardholders re-evaluated?
· How are you budgeting?

· How are you communicating your budget planning and reconciliation to State Budget Agency?
	Cardholder’s Job Function/Responsibility
	Spending Needs
	Individual Purchase Limit
	Monthly Card Credit Limit
	Average Monthly Spend
	Highest Month’s Spend

	Purchase Only
	Purchases Office Supplies
	$1,000
	$1,000
	$750
	$900

	Travel Only
	Occasional Work-Related Travel
	$1,000
	$1,000
	$125
	$800

	
	
	
	
	
	


4.2  Controls, practices, and procedures related to delinquencies

A delinquency occurs when a payment is late.  This can occur due to the cardholder failing to verify a purchase, or an Agency Fiscal Agent (AFA) fails to approve and submit a payment.  All parties will receive reminder emails.  While IDOA will review delinquencies and identify problems, it is important that the agency also be proactive in resolving any delinquency problems.  
Explain your agency’s controls, practices, and procedures relating to delinquencies for the procurement card program.  For example,
· What is your agency’s process for ensuring that all payments are timely, accurate, and appropriate?  What internal controls do you utilize?

· Describe your agency’s process for monitoring delinquency reports.
· Which personnel are contacted to make sure that delinquent payments are addressed and corrective actions are taken?

· Discuss the corrective actions that are taken to prevent repeat occurrences of delinquency.
4.3  Controls, practices, and procedures related to charge card misuse and abuse

This section outlines agency risk management procedures in regard to charge card misuse and abuse.  State policy says that purchases that are not work-related will be paid by the State (to avoid delinquency) but the cardholder is liable for repayment to the State. 

Cardholder suspension policy allows one misuse before the cardholder’s card can be revoked or suspended.  Misuse or abuse can result in cardholder’s card privileges being suspended and discipline up to an including termination.
In addition to the State rules, Agencies should also identify and manage risks at their level.

Explain your agency’s controls, practices, and procedures relating to misuse and abuse.  For example,
· What are the specific risks associated with your agency’s charge card programs (field staff, less restrictive MCC blocks, higher credit limits etc.)? 
· What are your agency’s policies and procedures to mitigate theses risks?
Use the table below to answer the 2 questions above:
	Risk
	Risk Management Action
	Person Responsible

	Description of the risk
	Description of the strategy to be used to overcome the risk
	Personnel responsible for monitoring the risk and executing the risk management action

	
	
	

	
	
	

	
	
	


· What are your agency’s procedures for reviewing charge card reports?  Which reports do the managers monitor to detect charge card misuse and abuse?
· What disciplinary actions does your agency impose on cardholders who misuse or abuse the card?
· How many times was delinquency, misuse or abuse of the procurement card and/or SDO account detected within the last year?  How did the Agency respond to each case?
4.4  Appropriate authorization controls establishment

This section summarizes agency authorization controls.  Each Agency starts with the MCC 950 group which is the standard allowable Merchant Category Code (MCC) group.  Since some agencies have special purchasing needs that are unique to their Agency, Agencies are allowed to apply to add an Agency-specific MCC group.  This is subject to IDOA and OMB approval.  While standard and Agency-specific groups are open for use the Agency may decide to put card restrictions (such as individual purchase limits, etc.) to mitigate risk.  
Explain your agency’s policies for establishing authorization controls.  For example,
· Does your Agency open additional MCCs beyond the standard allowable list?  If so, include the Agency-specific MCC group details.

· Of all (if any) MCCs open to the Agency were there any that were not used in the past year?  If so, which ones?  Should any of these MCCs be removed from the Agency specific MCC group?  If not, please justify.

· What steps does the Agency take to mitigate the additional risk of these authorized MCCs?

· Which card restrictions does your agency use to alleviate delinquencies, misuse, and abuse?

4.5  Ensuring effectiveness of risk management controls
This section outlines agency procedures for ensuring that risk management policies and procedures remain current and effective.  While IDOA will review data for misuse and abuse and identify problems, it is important that the agency also be proactive in resolving any problems occurring within the Agency.  
Explain your agency’s procedures for ensuring that your agency’s risk management controls remain effective.  For example,
· What is your agency’s process for reviewing its overall risk management process?

· How often does your agency review the risk management process?

· Who is in charge of reviewing the risk management process?

· Explain the steps that are taken if it is determined that the risk management controls your agency uses need to be updated.

· List the best practices and methods your agency has found to be very effective in managing risk.

· Are there any open MCC codes that are consistently problematic?  Should they be closed?

5.  Tax Recovery
5.1 Tax recovery

This section outlines agency policies and procedures to promote and ensure the effectiveness of tax recovery.  It is up to the individual cardholder and the Agency to either inform merchants during the use of the Procurement Card to exempt the transaction from all allowable taxes or collect any taxes charged after the transaction has occurred. 
Explain your agency’s policies on state and local tax recovery.  For example,
· What are your agency’s policies regarding tax exemption and tax recovery?
· Explain how your agency promotes tax exemption and tax recovery.
· Do your agency’s charge cards have an ID number on them to identify that they are eligible for tax exemption?
· Does your agency provide its cardholders with the state tax exemption letters?
· Explain your agency’s procedures for reviewing its tax recovery policies.
· Who is in charge of reviewing your agency’s tax recovery policies?

6.  Reporting
6.1  Reports
This section outlines the various charge card reports that the agency utilizes for monitoring delinquency, misuse, performance metrics, and other transactions and program management issues.  This includes the standard reports that your agency receives, as well as the ad hoc reports it runs.  Provided below is a table template to describe the reports your program uses:
	Report Name
	Purpose
	Frequency
	Data Source
	Data Elements
	Report Author
	Report Recipients

	Report A
	Monitoring

delinquency; Monitoring misuse; Monitoring performance metrics; Spend analysis; Etc. 
	Daily;

Weekly; Monthly; Every other Friday; Etc.
	Bank system; Agency; Etc.
	Transactions; Spend; Cardholders; Write-offs; Recoveries; Etc.  
	Joe Smith
	OMB; 
CFO of agency; Etc.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


7.  Compliance
7.1  Considerations Before Using the Procurement Card 

IC 5-22-4 establishes that the Indiana Department of Administration is the purchasing agency for all agencies under the executive branch with noted exceptions.  The Department of Administration is also charged with establishing polices and procedures to oversee this task.  This section summarizes the Agency’s policies and practices related to ensuring that all procurement card purchases are being made after all State of Indiana purchasing rules are considered.  These include but are not limited to IDOA Procurement Division Streamline Delegation rules, current Quantity Purchase Agreements (QPAs) and the Buy Indiana initiative.  
Explain your agency’s procedures for ensuring that products procured by your agency are in compliance with these rules.  For example,

· Explain your agency’s procedures for ensuring that all purchasing rules are considered by cardholders?
· Does your Agency monitor procurement card purchases for compliance?  What are the results?
7.2  References for purchasing rules and agreements 

This section contains a listing of key websites and documents prepared by IDOA Procurement division on purchasing policy, procedures and contracts.
· Does your Agency have any additional more restrictive policies and procedures that would ensure the following of IDOA policy and procedures?

IC 5-22



http://www.in.gov/legislative/ic/code/title5/ar22/index.html
Current QPAs and Contracts
http://www.in.gov/idoa/2796.htm
Suspended Vendor List

http://www.in.gov/idoa/2709.htm
Buy Indiana


http://www.in.gov/idoa/2736.htm
Streamline Manual

http://www.in.gov/idoa/3341.htm
8.0  Standard Operating Procedures 

Include copies of the Agency Standard Operating Procedures provided to your cardholders for both procurement card and travel card. This should include a minimum of the management expectations, reconciliation process, exception inquiries, emergencies, resource references to assist, enforcement of policies and procedures for compliance, etc. 
15

