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Charge Card Management Plan Template
Developed by: GSA SmartPay® Program
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Use of this template is not mandatory.
Purpose
This charge card management plan template, provided by the GSA SmartPay® program, is a resource for agencies/organizations to utilize as they develop their charge card management plans, as required in OMB Circular A-123, Appendix B – Improving the Management of Government Charge Card Programs.  

The following template 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 template, please note the following:

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

· Your agency’s charge card management plan will be a living document that will continuously require updating, as changes occur in your program;
· All text in italics should be replaced with your agency’s own text; and
· This template has been approved by OMB.  However, use of it is not mandatory. 
	Please remove pages i and ii when submitting your agency’s plan to OMB.
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 1. Introduction

As required by OMB Circular A-123, Appendix B – Improving the Management of Government Charge Card Programs, this plan outlines the policies and procedures within Agency ABC that are critical to the management of the charge 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 being sent annually to the OMB Office of Federal Financial Management Controller, Linda M. Combs.
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 Agency/Organization Program Coordinators (A/OPCs), Approving Officials (AOs) or other equivalent officials, and other accountable/billing officials.  Provided below are tables organized by program and examples of entries within them.  Note: OMB suggested including 5-10 individuals per program.  The key officials for each program are listed in the tables below.
Purchase Card Program

	Name
	Title
	Responsibilities

	John Smith
	Purchase card Level 1 A/OPC
	Oversees the agency’s purchase card program

	Jane Smith
	Chief Acquisition Officer (CAO)
	Provides policy leadership in acquisition and procurement management

	
	
	


Travel Card Program

	Name
	Title
	Responsibilities

	John Smith
	Travel card Level 1 A/OPC
	Oversees the agency’s travel card program

	Jane Smith
	Chief Financial Officer (CFO)
	Provides policy leadership in strategic planning, budgeting and financial management

	
	
	


Fleet Card Program

	Name
	Title
	Responsibilities

	John Smith
	Fleet card Level 1 A/OPC
	Oversees the agency’s fleet card program

	Jane Smith
	Chief Financial Officer (CFO)
	Provides policy leadership in strategic planning, budgeting and financial management

	
	
	


2.2  Process for appointing cardholders and AOs

This section outlines agency policies and procedures, by program, for appointing cardholders and AOs.

Purchase card program
Explain your agency’s procedures for appointing cardholders and AOs in the purchase card program.  For example,

· How does your agency determine who will be given a purchase card?
· What is the process to apply for a purchase card?
· What level must an employee be in order to serve as an AO?
· What is your agency’s ratio of purchase cardholders to AOs?
Travel card program
Explain your agency’s procedures for appointing cardholders and AOs in the travel card program.  For example,

· How does your agency determine who will be given a travel card?
· What is the process to apply for a travel card?
· What level must an employee be in order to serve as an AO?
· What is your agency’s ratio of travel cardholders to AOs?
Fleet card program
Explain your agency’s procedures for assigning fleet cards and appointing AOs in the fleet card program.  For example,
· How does your agency determine which vehicles are assigned fleet cards?
· What is the process to assign a fleet card?
· What level must an employee be in order to serve as an AO?
· What is your agency’s ratio of fleet cardholders to AOs?
2.3  Procedures at employment termination or transfer
This section outlines the procedures taken by the agency when an employee terminates employment within the Federal government or transfers to a different agency or transfers within the same agency.  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?
· Who informs the bank to close the account?  Is this done online, via phone, or via another mode?  When is this done?
· 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.

Note: For the fleet card program, this section will only apply in situations where a vehicle is only driven by one individual.
3.  Training
3.1  General 

This section summarizes agency general training requirements that are relevant for all charge card program participants.  Explain your agency’s procedures for training.  For example,
· Are all charge card program participants, regardless of level or responsibilities, trained prior to appointment?  Note that page 6 of the OMB Circular A-123, Appendix B – Improving the Management of Government Charge Card Programs – requires all charge card program participants to be trained prior to appointment.
· How often are program participants required to take refresher training?  Note that page 6 of the OMB Circular A-123, Appendix B – Improving the Management of Government Charge Card Programs – requires that all charge card program participants take refresher training every 3 years, at a minimum.
3.2  Purchase card program

This section outlines agency training for purchase card program participants.
Cardholder
Explain your agency’s procedures for training purchase cardholders.  For example,

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

· In what ways does your agency use the publications developed by GSA?  Which publications does it use?
· Describe any educational materials your agency has developed for the purchase card program.
AO or certifying official

Explain your agency’s procedures for training purchase card AOs or certifying officials.  For example,

· Describe the training your agency has developed.
· What topics does the AO/certifying official training cover?

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

· Describe any educational materials your agency has developed for the purchase card program.
A/OPC
Explain your agency’s procedures for training purchase card A/OPCs.  For example,

· Explain how your agency utilizes the online training provided by GSA.
· Describe the training your agency has developed.
· What topics does the A/OPC training cover?

· Do A/OPCs receive training by your agency’s charge card vendor on the vendor’s Electronic Access System?  What topics does it cover?

· In what ways does your agency use the publications developed by GSA?  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 travel card program participants.

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

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

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

· Describe any educational materials your agency has developed for the travel card program.
AO or certifying official
Explain your agency’s procedures for training travel card AOs or certifying officials.  For example,

· Does your agency develop separate training for AOs or does it use the same training used for cardholders?  Describe the training your agency has developed.
· What topics does the AO/certifying official training cover?

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

· Describe any educational materials your agency has developed for the travel card program.
A/OPC
Explain your agency’s procedures for training travel card A/OPCs.  For example,

· Explain how your agency utilizes the online training provided by GSA.
· Describe the training your agency has developed.
· What topics does the A/OPC training cover?

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

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

This section outlines agency training for fleet card program participants.

Cardholder
Explain your agency’s procedures for training fleet card users.  For example,

· Describe the training your agency has developed.
· What topics does the cardholder training cover?

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

· Describe any educational materials your agency has developed for the fleet card program.
A/OPC
Explain your agency’s procedures for training fleet card A/OPCs.  For example,

· Describe the training your agency has developed.
· What topics does the A/OPC training cover?

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

· Describe any educational materials your agency has developed for the fleet card program.
3.5  Record keeping
This section summarizes agency procedures for documentation and record retention.  Explain your agency’s procedures for documentation and 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.
3.6  Ensuring effectiveness of training requirements
This section outlines agency procedures for ensuring that training policies and procedures remain current and effective.  Explain your agency’s procedures for ensuring that your agency’s training policies and procedures remain effective.  For example,

· What is your agency’s process for reviewing its overall training process?  How often does this task occur, and who is in charge of it?
· What is your agency’s process for reviewing its training materials and making changes, if necessary?  How often does this occur, and who is in charge of it?
· How often do you run training audits?

· Explain the steps that are taken if it is determined that the training materials, policies, and/or procedures need to be updated. 

4.  Risk Management
4.1  Creditworthiness policies and procedures 

This section summarizes agency policies and procedures regarding creditworthiness and performing credit checks.  Explain your agency’s procedures for implementing creditworthiness.  For example,
· Explain the process through which your agency obtains credit scores for new employees.
· If employees have to be issued a restricted card, what actions does your agency implement?
· How does your agency fund the credit checks?

· Discuss the process for holding the credit scores once they are obtained.
· Explain your agency’s procedures for handling intra-government employee transfers?
4.2  Controls, practices, and procedures related to Centrally Billed Account (CBA) delinquencies

This section outlines agency risk management procedures in regard to CBA delinquencies.  Explain your agency’s controls, practices, and procedures relating to CBA delinquencies for purchase, travel, and fleet card programs.  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 provided by its charge card vendor.
· Which personnel (A/OPCs, AOs, and/or accountable/billing officials) 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 Individually Billed Account (IBA) delinquencies

This section outlines agency risk management procedures in regard to IBA delinquencies.  Explain your agency’s controls, practices, and procedures relating to IBA delinquencies.  For example,
· Describe your agency’s process for monitoring delinquency reports provided by its charge card vendor.
· What is your agency’s process for ensuring that all payments are timely, accurate, and appropriate?  What internal controls does it utilize?

· How promptly does your agency contact delinquent cardholders?  
· What is the process for sending verbal and/or written communication to the delinquent cardholder advising him/her that disciplinary actions may be initiated?
· What disciplinary actions does your agency impose on delinquent travel cardholders?
· Does your agency implement split disbursement?  What are its procedures for implementing split procedures?
· Does your agency implement salary offset?  What are its procedures for implementing salary offset?
4.4  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.  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? 
· 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?
4.5  Appropriate authorization controls establishment

This section summarizes agency authorization controls.  Explain your agency’s policies for establishing authorization controls.  For example,
· Does your agency utilize Merchant Category Code (MCC) blocking?  Which codes are blocked?
· What other classification systems are used to prevent spending on unauthorized items, e.g. NAICS, UN codes, NIGP codes?
· Which card restrictions does your agency use to alleviate delinquencies, misuse, and abuse?

4.6  Ensuring effectiveness of risk management controls
This section outlines agency procedures for ensuring that risk management policies and procedures remain current and effective.  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.
5.  Strategic Sourcing

In accordance with the OMB memorandum on strategic sourcing (www.whitehouse.gov/omb/procurement/comp_src/implementing_strategic_sourcing.pdf), agencies are required to implement strategic sourcing for certain commodities, and should analyze purchase card spending data as part of this effort.  By October 1, 2005, the CAO of each agency must identify at least 3 commodities that could be purchased more effectively and efficiently through the application of strategic sourcing, excluding software that can be purchased under the SmartBuy program.  Beginning in January 2006, the CAO must annually report to the OMB/OFPP reductions in the prices of goods and services, reductions in the cost of doing business, improvements in performance, and changes in the achievement of socio-economic acquisition goals at the prime contract and, if possible, the subcontract level. 
5.1  Strategic sourcing implementation

This section summarizes agency policies and practices related to strategic sourcing.  Explain your agency’s procedures for strategic sourcing implementation.  For example,
· Explain your agency’s process for implementing strategic sourcing.  Does your agency have a strategic sourcing committee?  Who is a part of the committee?
· What procedures has your agency implemented to analyze purchase card spending data as part of its overall strategic sourcing initiative?
· Has your agency defined clear sourcing objectives?  How is this determined?
5.2  Promoting effectiveness of strategic sourcing policies

This section outlines agency procedures for promoting strategic sourcing policies and procedures.  Explain your agency’s procedures for promoting its strategic sourcing policies.  For example,

· What is your agency’s training strategy regarding strategic sourcing?

· Describe the internal controls that have been set to ensure employees comply with the agency’s strategic sourcing policies.
· How will cardholders know that the agency has negotiated better pricing for certain commodities?

· Will the vendor community be permitted to contact cardholders to let them know about new pricing under agency contracts?

· Will such contracts be mandatory or optional?

5.3  Ensuring effectiveness of strategic sourcing policies

This section outlines agency procedures for ensuring that strategic sourcing policies and procedures remain current and effective.  Explain your agency’s procedures for ensuring that its strategic sourcing policies remain effective.  For example,
· What is your agency’s process for reviewing its overall strategic sourcing policies?

· How often does your agency review the strategic sourcing policies?

· Who is in charge of reviewing your agency’s strategic sourcing policies?

· Explain the steps that are taken if it is determined that your agency’s strategic sourcing policies need to be updated.

6.  Refunds and Tax Recovery
6.1  Refund management

This section outlines agency policies and procedures to promote and ensure the effectiveness of refund management controls.  Explain your agency’s policies on refund management.  For example,

· What are your agency’s policies regarding refund management?
· What steps does your agency undertake to ensure that it is receiving the best competitive refund deal from its charge card vendor?
· How are refunds allocated and used in your agency?
· Explain your agency’s procedures for reviewing its refund agreement and refund management policies?

· Who is in charge of reviewing your agency’s refund agreement and refund management policies?
· What procedures are in place to ensure that your agency is maximizing its refunds?
6.2  Tax recovery

This section outlines agency policies and procedures to promote and ensure the effectiveness of tax recovery.  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 provided on the GSA SmartPay® website?
· Explain your agency’s procedures for reviewing its tax recovery policies.
· Who is in charge of reviewing your agency’s tax recovery policies?

7.  Reporting
7.1  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; GSA; Agency; Etc.
	Transactions; Spend; Cardholders; Write-offs; Recoveries; Etc.  
	Joe Smith
	GSA; OMB; 
CFO of agency; Etc.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


8.  Section 508 of the Rehabilitation Act
8.1  Section 508 Compliance 

This section summarizes agency policies and practices related to ensuring that products procured comply with Section 508 of the Rehabilitation Act.  Explain your agency’s procedures for ensuring that products procured by your agency are in compliance with Section 508 of the Rehabilitation Act.  For example,

· Explain your agency’s procedures for ensuring that the all micro purchases, including open market buys and those made through government contract vehicles, comply with the Section 508.
· Which online tools does your agency utilize for guidance when making purchase approval decisions?
9.  Environmental Requirements

9.1  Environmental quality of products procured with purchase cards
This section summarizes agency policies and practices related to the environmental quality of products procured with purchase cards.  Explain your agency’s procedures for ensuring that the environmental quality of products procured with the purchase card.   For example,

· Explain your agency’s procedures for ensuring that the products procured comply with the Resource Conservation and Recovery Act, Section 6002.
· Explain your agency’s procedures for ensuring that the products procured comply with the Farm Security and Rural Investment Act, Section 9002, and E.O. 13101 of September 14, 1998.
· Explain your agency’s procedures for ensuring that the products procured comply with the Energy Policy Act (EPAct) of 192 and E.O 13123 of June 3, 1999.
· Explain your agency’s procedures for ensuring that the products procured comply with the E.O. 13221 of July, 31, 2001.
· Explain your agency’s procedures for ensuring that the products procured comply with the E.O. 13101.
· Explain your agency’s procedures for ensuring that the products procured comply with the E.O 13148.
· Explain your agency’s procedures for ensuring that re-refined oil and retread tires are purchased if available and practicable and that alternative fuel government vehicles use alternative fuel where readily available.
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