State of Indiana Procurement/Travel Card Program 

Compliance Plan

*Compliance plans can be issued to any party involved in the P/T Card process due to policy violations. This includes but not limited to Cardholders, travelers using an agency card, Travel Coordinators, Agency Program Administrators, or Bill Payors.  Consequences for violations are dependent on the level of offense and person’s role. Violations may follow the progression listed below, however, if warranted, the first offense could be a B, C, or D level.  This discretion is retained by Indiana Department of Administration (IDOA).  

IDOA reserves the right to issue a compliance plan to the most appropriate individual or group as it relates to the violation. IDOA also reserves the right to submit any violations to the State Personnel Department or the Office of Inspector General.  As a result, further disciplinary action or criminal prosecution is possible depending on the offense; this is separate from any action take under this IDOA compliance plan. 
Date:      

To:      
This compliance plan is being issued to document that policies or procedures in the “State of Indiana Procurement Card and Travel Card Program User Manual” and/or Travel Policy FMC 2017-2 have been violated.  The incident has been researched and it has been determined (individual) violated (policy/procedure reference) on (date). (Brief description of violation)
This violation is the (#) offense for (individual) as it pertains to account ending in –(last four). Explanation of the results of the violation and your responsibilities there in are delineated below: 
[OFFENSE A: Written Warning] This violation results in a written warning notifying (individual) of the need to alter conduct and to follow all policies and procedures pertaining to the P/T Card Program. Please submit a signed copy of this notice to creditcardservices@idoa.in.gov by (date) acknowledging your receipt of this document. 
[OFFENSE B: Mandatory Retraining] This violation requires (individual) to retake and pass the following Procurement Card online trainings: (name of training) and/or re-read FMC 2017-2.  Proof of completion must be submitted to creditcardservices@idoa.in.gov by (date). Please submit a signed copy of this notice to creditcardservices@idoa.in.gov by (date) acknowledging your receipt of this document.
[OFFENSE C: Privileges Suspended] This violation results in (individual) privileges being suspended for 90 days.  Cardholders will not be able to use their card. Travelers will have to pay out of pocket for travel expenses. This is effective (date) to (date).  Other individuals will require a meeting with IDOA and their immediate supervisor to determine the best course of action. Please submit a signed copy of this notice to creditcardservices@idoa.in.gov by (date) acknowledging your receipt of this document.
[OFFENSE D: Privileges Revoked] This violation results in (individual's) permanent suspension from the Procurement Card/Travel Card program.  (Include details and effective date). Please submit a signed copy of this notice to creditcardservices@idoa.in.gov by (date) acknowledging your receipt of this document.
_____________________________________________________________________________

Employee Signature / Printed Name / Date (signature acknowledges receipt of form not necessarily agreement with the determination) 
____________________________________________________________________________

APA or Supervisor Signature / Printed Name / Date
_____________________________________________________________________________

IDOA Signature
/ Printed Name / Date
cc:
Agency Program File

IDOA Agency Program File 
Employee
