SAMPLE

PURCHASING/TRAVEL CARD

WRITTEN WARNING/SUSPENSION
TO: 

EMPLOYEE

FROM: 
AGENCY PROGRAM ADMINISTRATOR
DATE: 

RE: 

Violation of Procurement/Travel Card Policies and Procedures
This is to inform you that on __________, you violated policies or procedures as outlined in the Procurement Card/Travel Card Program Cardholder’s manual.  Specifically you violated the _____________________________________.
This violation is your ____ (number) offense for card ____________________________.  
[FIRST OFFENSE] This written warning is a disciplinary action notifying you of the need to alter your conduct and to follow all Procurement Card/Travel Card Program policies and procedures.
[SECOND OFFENSE] This violation of the Procurement Card/Travel Card Program policies and procedures will result in the suspension of your use of your Procurement Card/Travel Card for three (3) months.  You are required to submit your card to your Agency Program Administrator.  Your card will be returned to you upon the completion of your suspension.

[THRID OFFENSE] This violation of the Procurement Card/Travel Card Program policies and procedures will result in the permanent suspension of your Procurement Card/Travel Card.  You are required to submit your card to your Agency Program Administrator.

Additional incidents of failure to follow all Procurement Card/Travel Card Program policies and procedures may lead to further action, up to and including the permanent suspension of card usage.

____________________________________
________________________

Agency Program Administrator’s Signature

Date

____________________________________
________________________

Cardholder’s Signature



Date

cc:
Agency Program File

IDOA Agency Program File (Original)

Employee

