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Who is Compliance Audit?

Compliance Audit took over audit responsibility
from the Office of Internal Controls (OIC)

Collaborate with Charge Card Services (CCS) and
the Office of Financial Policy

Assess the overall health of the Charge Card
Program through comprehensive auditing for
each of the charge card product lines




Purpose of Training

Educate the A/OPC, AO, FFM, and Fleet Charge
Card users on the Audit Matrix, Document
Retention, and Reconciliation Audit Process.

Provide guidance and information to card users
on the requirements to be in compliance with
VA Financial Policy Volume XVI, Chapter 3, Fleet

Charge Card within VA.




Most Common Errors

FY18 FY19 F(\;Zlo
Qi-4 Qi-4 Update

Transaction Approved in US Bank within Timeframe by individual 63% 59%  39%

on 0242a
No Separation of Duties Not 29% 9%

P Audited ° 27
FFM #5872 Training current 53% 11% 33%
0242a for new AOPC/AO/FFM-GS 15 Or Higher for Delegating Not

: . 12% 7%

Authority Audited
Trip Logs Missing/Not Provided 11% 7% 2%
Receipts/Invoice Missing/Not Provided 5% 2% 0%

Based on the audit sample, most common errors refers to the top 6 recurrent discrepancies.




Most Common Errors 2018 - 2019
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Reconciliation  No Separation of Training 0242a New Form Trip Logs Receipt
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H 2018 m 2019

Note: No separation of duties and submission of new 0242a form was not audit in 2018




Area of Concerns

FY19 FY20
Q3-Q4 Q1 Update

AO Name in US Bank does not match POC 74% 41%
Reconciliation after deadline 53% 35%
No Separation of Duties 48% 7%
AOPC Name in US Bank does not match POC 34% 8%
0242a Missing Level 1 signature 30% 0%

No Online Recon (not completed or not completed

by individuals on POC) 34% 2%

Area of concerns refers to areas which represent potential material weakness.




Audit Questions

Question: Is the Mandatory Naming Convention being
used?

Ref: Vol. XVI, Chap 3 App. C (pg 19)

How we determine compliance:

Fleet Cards - License plate first 2 characters must be “VA” followed
by the vehicle license plate number.

Pool Cards - first 2 characters must be “VA” followed by “POOL,”
then the 3-digit station number.

Examples are on the next slide




Audit Question
Example: Mandatory Naming Convention

Correct Naming Convention Incorrect Naming Convention
Fleet Card

Vehicle card account name: VA123456 EA-123455, VA-98765, VA 121212, VA
(VA + license plate number) Surburban9999

Pool Card

Pool account name: VAPooIl123 VA Pool 123, PoolVA123, VA-123Pool,
Pool-104/VA




Audit Question

Question: Is only ONE Pool Card assigned to an Organization for the
use of procuring maintenance and/or repair services for multiple
non-license-plated pieces of small engine equipment?

Ref: 030510.F

How we determine compliance:
Review US Bank
Transaction Management
Insert Pool Naming Convention into “Last Name (or Vehicle Name)”

If multiple Pool Cards appear for your Station, your Station is NOT
in compliance with Fleet Card Policy




Audit Question

Example of more than ONE Pool Card in one Station

Ebank Access Online

Search

Records 1-2of 2
Product Name Cardholder Name Account Number Account Unique ID Account Status Status Description
Fleet VAPOOL 999 seesreererrs 1234 3OO0 20000000 XXX -OFPEN

Fleet VAFOOL 999 "= A321 - M- X020 -OPEN




Audit Question

Question: Does the Facility Fleet Manager (FFM) have a
0242a copy on file?

Ref: Appendix A: Governmentwide Fleet Card Certification
Form

How we determine compliance:

Stations respond to our request for a copy of their 0242a so we
can ensure the 0242a is available and on file.

If the FFM is not maintaining an updated copy of the
0242a on file, the Station would not be in compliance




Audit Question

Question: Has a new 0242a been submitted when the FFM, AO or
AOPC changes, is assigned, or no longer in the role? Was the form
sign by GS15 or higher?

Ref: 030503.E

How we determine compliance:

Request copy of 0242a email submitted to CCS when a the FFM,
AO, or AOPC has changed

Validate individuals listed on 0242a are on the POC list provided by
CCS as authorized A/OPC, AO, and FFM

Validate 0242a is signed by GS-15 or higher

If above conditions cannot be met, a Station is deemed not in
compliance




Audit Question

xample of Validation process for 0242a vs POC Iist

Extract POC list
A/OPC AO FFM
Level4 Level 5 Level 6 Name, Last name Email address
999 Donald, Duck 0 donal.duck@va.gov
999 9999 Nolan,Ryan ® nolan.ryan@va.gov
999 9999 9999 Mickey, Mouse @ mickey.mouse@va.gov

@ Depanmen: of Veterans Atfairs GOVERNMENTWIDE FLEET (‘ARD L,tR FIFILATION FDRM

atiested fo by the Neet

fcial, alleruate approvi w ceriifies that the

pritely and the feet manager and approving offici
inappropriate or unauthorized lm of the card. Plense read and sign the statement below.

Wi FAGILITY FLEET MANAGER

CERTL TLON: [ certity that [ have read and tht [ uderstand the policies |1 77E NAME OF PACILTTY FLEEé“
ad sgaaions Uhat govern the s of the Govenmentie Fliet Card. | furthes oure . Micke

hat [ will aclhere to the polici

IGNATLIR F FACILITY FI T MANAGER DA y
aiture to do so will cause the revocation of the flect card and delegation | é;z URE GF FACILITY FLEET MARAGE ‘ TE SIEED
ty.

/18 /1y

WA APPROVING OFFICIAL STATEMENT

TCATION: [ certify that 1 huve read and fhat | understand the poficies [TYFE NANE O AFFRCVING OFFICIAL
and regulations that govern the use of the Governmentwide Fleet Card and my
associated responsibilities as the facility fleet manager's Approving Official, 1

further cortify that 1 will ndhers to the policies and regulations goverming WSO g
procurement, and that failure to do so will cause the revocation of apgroving 'I ;
official anthority., ey - J‘/f-l/j {

VA ALTERNATE APPROVING OFFICIAL STATEMENT [y applicabi)

CERTIFICATION: [ certify that | have read and that | understand the policies | 17PE HARE OF ALTERFATE FRICIAL
and regulations thar govern the use of the vemmentwide Fleet Card and my :
. Ui
JGHA TURE OF ALTERNATE APPROVING |DATE SIGMED

. f e CFFICA

regulations governing procurement, and that Failure to do 5o will couse the ”\/j

revocation of approving official authority. AT 4/}’3’
VA FLEET CARD COORDINATOR STATEMENT

The fleet manuy.r is hereby notified that flect card refresher  [TYPE Mal
 and failuee to complete this te

F FLEET GRAD COORDINATOR

ming w

result in the revoeation of the feet c_.ml and delegation of procurement wthority, ht‘k DO‘\" }d‘
Ecertify that the above named fleet manager; approving official and alternate (if " o p -
), have he Dey of Veterans Affairs SIGHATURE OF FLEET CARD GOORDIMATOR DATE SIGNED
training on the wse of the Governmentwide Fleet Card and meets the eriteri
required by Agenay policies. IS /19

DELEGATION OF AUTHORITY
DELEGATION OF AUTHORITY: Tpon completion of the Department of Veterans Affairs (A} Meet card training course, and signature of the
Fleet Munager, Approving Official(s), and Fleet Cord Coordinator, the flect manoger named above is hereby delegated authority to procure fuel,
maintenance and repair for @ VA-owned or commercially leased vehick to be paid by the Governmentwide Fleet Card, The fisel, maintenance and
repair procured shall nat excesd the micso-purchase theeshold amounts according (o FAR, Part 2.101, for p
i addhere fo the « foral respomsibilitics and s

of'a single
isfy legitimate YA requirements, All proo ur\.mrnl\slm!l b ma

s meluded but not limited to, the Federal Acquisition fon and the VA Acquisi lati Ilus delepntion

ency, rekssignment to another office or pasition within the agency, or revocation of the fleet

| Ohfficer, or L‘cl:t'.ili:\g Authority.

shall

ap

p
shall automatically terminale upon sepa
card by the A;

ving Officinl, Program

DATE SIGNED

DA/

VA LEVEL 1/MATIONAL FLEET CARD COORDINATOR
I have received all of the necessary ion and processed the request to the servicing bank.

TYPE MAME OF FLEET CARD COORDINATOR [SIGNATLE OF FLEET CARD CODRDINATOR CATE SIGHED
Capne, Al (e B /u/iy

wisan 0242a



Presenter
Presentation Notes
If discrepancies are found we will report them to CCS to be corrected

mailto:donal.duck@va.gov
mailto:nolan.ryan@va.gov
mailto:mickey.mouse@va.gov

Audit Question

Question: Are AOPC, AO and FFM completing the online VA
Fleet Card Training, course VA58727? (Refresher training must
be completed every two year)

Ref: 030502.C

How we determine compliance:

Verify in TMS if the FFM, AO, and AOPC have completed the

VA 5872 Training within two years prior to the transaction
date.

Individuals who do not complete the training within two
years prior to the transaction date, mark as not in compliance




Audit Question

Example of a valid Training for A/OPC

Certificate of Completion

This certifies that
Donald Duck
Has successfully completed
VA Fleet Card Training

For 1 Learning Hour(s).
Completed on 9/14/2018'

U.S. Department
of Veterans Affairs

A/OPC

Instructor

QB Department of Veterans Affairs GOVERNMENTWIDE FLEET (‘ARD l,tR FIFILATION FORM

3 | Mnn |g|.r |I|c Inllcn\-um, statements must be :lI[CSILcl L] h) Ihc I'It\.l

te appraving off ,.u Fleet card c 1 the delegating authority s that the
rid w andd the fleet manager and appy g official understand the adverse actions which may be taken as o result of

inappropriate or ot imed wse of the card. Plense read and sign the statement below.

VA FACILITY FLEET MANAGER

CE TON: 1 certily that | have read and that [ understand fhe policics /‘??E A O FACILT =
and regulations that gover the use of the Goveramentwide Flect Card. | further N
certify that [ will adhere to the policies and ouse /"yl

=
IGNATUR F FACILITY FI T MAMAGER
and that ailure to do so will cause the revoeation of the feet card and delegation 52% URE S EE: LEE/“ :

of procurement authorit
VA APPROVING OFFICIAL STATEMENT
TFICATION: [ cerlify that 1 have read and that | ondersiand the policies | 17PE PARE OF AFPROVING OFFIGIAL
and regulations that govem the use of the Governmentwide Fieet Card and my
associated responsibilities as the facility flest ma Ps Approving Official, 1
further cortifi that | will adhers to the policies and regulations governing
rement, and that Failure to do so will couse the revoeation of approving

TATE SIGHED

12/18 /13

VA ALTERNATE APPROVING OFFICIAL STATEMENT (s applicabiel
TTVFEHANE GF AL TERRATE OFFICTAL
W

TGNATURE OF ALTERNATE APPROVING GATE SIGNED
FFIiA

ing official authority ) /,grz./ 18/ Jiy

WA FLEET CARD COORDINATOR STATEMENT

TCATION: The flect manuger is hereby notified that flc
equired every twe years, and failure 10 complete this trs

ravocation of approv

o

rd refresher | TYPE MAME OF FLEET GARD COORDIMATOR

result in the revocation of the fleet card und delegation of procurement authority. e be DOM )
T certify thut the above named fleet manager; approving official und altemate (if [t e
), have the D of Veterans Affairs SIGHUITURE OF FLEET CARD SOGRDINATOR PATE SIGNED

\raining on the use of the Governmentwide Fleet Card and mests the eriteria M
required by Agency policies. /2 /13

DELEGATION OF AUTHORITY

I)T‘LE,l‘A‘I‘I()N OF AUTHORITY: Upon completion of the Depurtment of Veterans Alfuirs (VA} Neet cand training course, and signature of the

Munager, Appluvmg Officialis), and b Card Ci inator, the fleet manuger named above is hereby delegated authority to procure fuel,
matntenanee and repair for o VA-o i ot commern ¥ lensed vehicle to be p<||\! by the Governmentwide Fleet Card, The fuel, malml.nunu. and
repair procured shall not exued |h= T hmae threshold umounts 0 FAR, Part 2100, for p of a single and
shall also adhere 1o the i e stisfy legil WA Al p = shall be made in ordance with the
applicable livws and mgul.ll»m neluded but not limited to, the Federal Acquisition and |h= VAL isit ion, This delegntion
shall automatically terminate upon \:[hlr.lllon from the agency, reassignment to J|nn|||=r office or position within the agency, or revocation of the flest
card by the Approving Official, Program Coondinator, Fisen | O .'\ullwn:v
SIGNATURE OF DELEGATING AUTRORITY DATE SIGHED

Jocdus lnhel Wy (D A LY

o
g %300 ‘

HOTES

VA LEVEL 1/NATIONAL FLEET CARD COORDINATOR
I have received all of the nocessary ion and processed the request tn the servicing bank

TYPE MAME OF FLEET CARD COORDINATOR EIGHATLEE OF ARD COORDINATOR DATE GIGNED
Cappe, Al (Ao /i

i FORM
noszms 0242a



Presenter
Presentation Notes
A/OPC Training have to be completed before the date the individual signed the VA 0242a Form


Audit Question
Example of a valid Training for AO and FFM

Certificate of Completion Approval Status Trans Posting Merchant City/State Amount Detail
This certifies that e N D
Ryan Nolan Final Approved  02/22 02/25  EXXONMOBIL 97518435 MORTH HAVERHI, NH  $26 80 @
Has successfully completed Final Approved 02021 0225 EXXONMOBIL 97518435 NORTH HAVERHI, NH  $16.60 @
VA Fleet Card Training Final Approved 02020 02022 CUMBERLAND FARMS 5446 WOODSVILLE, NH $19.27 @
For 1 Leaming H Final Approved 02119 0221 EXXONMOBIL 97518435 NORTH HAVERHI, NH  $29.52 @
or 1 Learning Hour(s). Fiad o e
Bomplatedion] §742018 Final Approved 0215 02118 EXXONMOBIL 97518435 NORTH HAVERHI, NH  $27.22
‘ Final Approved D214 0218 EXXONMOBIL 97518435 NMORTH HAVERHI, NH  $17.93 @
Final Approved 02/112 0214 CITGO FOUR CORNERS GEN ST PIERMONT, NH £31.00 @y
VA ‘ @ &%;ggzggg;}m Final Approved 02007 0211 CUMBERLAND FARMS 5446 WOODSWYILLE, NH $25.03 @
Final Approved  02/08  02/11 EXXONMOBIL 97518435 NORTH HAVERHI, NH  $31.15 @
AO Final Approved  D2/06  02/08 EXXONMOBIL 97519185 BRADFORD, VT $28.42 @
Instructor h - . )
e [ Attoc [ Comments | Approval History |

ot
The Approval History tab displays appro&al actions taken on a transaction

Certificate of Completion

Cardholder Approver: Mouse, Mickey
This certifies that Current Pending Approver: Final
Mickey Mouse Approval Actions
Has successfully completed
VA Fleet Card Training Approver Approval Action Approver Modifications
MNolan, Ryan 1:50 Final Approved AO
.gFM

For 1 Learning Hour(s). Mouse, Mickey
Completed ori 9/14/2018

8 U.S. Department
of Veterans Affairs

FFM

Instructor




Audit Question

Example of a NON-valid Training for AO and FFM

Certificate of Completion

This certifies that
Nolan Ryan

Has successruily completed
VA Fleet Card Training

For 1 Learning Hour(s).

Completed on

VA| @ som,
AO

Instructor

Certificate of Completion

This certifies that
Mickey Mouse

Has successtuily completed
VA Fleet Card Training

For 1 Learning Hour(s).

Completed on
VA U.S. Department
of Veterans Affairs

FFM

Instructor

EXXONMOBIL 87518435
EOCOMMOBIL 997518435

CUMBE RLAND FARMS 5446
EXXONMOBIL 87518435
EXXONMOBIL 87518435
EXOCOMMORBIL 97518435

CITGO FOUR CORNERS GEM ST
CUMBERLAND FARMS 5446
EXXONMOBIL 97518435
EXXONMOBIL 87519185

Approval Status Trans Posting Merchant
Date Date
Final Approved 0222 Q225
= nal Approsiod Q221 0Es
Final Approved oFan 0222
Final Approved D2r1e 0221
Final Approved 0215 0218
Final Approsesd 0214 0218
Final Approved D212 0214
Final Approved 0207 0211
Final Approwad 0208 0211
Final Approved 0 0208
v | aoc [ Comments |

History |

City/State

NORTH HAVERHI, NH
NORTH HAVERHI, NH
WOODSVILLE, NH
NORTH HAVERHI, NH
NORTH HAVERHI, NH
NORTH HAVERHI, NH
PIERMONT, MH
WOODSWVILLE, NH
NORTH HAVERHI, NH
BRADFORD, VT

Cardholder Approver:
Current Pending Approver: Final

Approver
Molan, Ryan

Mouse, Mickey

Mouse, Mickey

Approval Actions

JEFM

i

Approved

ot
The Approval History tab displays appro&al actions taken on a transaction

Approval Action Approver Modifications
Final Approved AO

Amount

26 80
516.60
£19 27
$29 52
327 22
$17.93
£31.00
25 03
£31.15
£28.42




Audit Question

Question: Are the supporting documentation and receipts available
for the fleet card transactions?

Ref: 30501.E

How we determine compliance:
Request supporting document (receipt, invoice, etc.) from Stations

Compare the following information on the supporting document to Audit
Worksheet

Date of the transaction

Name of company

Amount of transaction

Type of transaction (fuel, oil, etc.)

Any of the above is unavailable or does not match between receipt
and Audit Sheet, mark as not in compliance




Audit Question

Question: Was the purchase within the established threshold?

Ref: 030501.G

How we determine compliance:

Does not exceed the micro purchase threshold established by P.L. 115-91 and signed by the
Delegating Authority on the 0242a

Single purchase limit up to $10,000 and Services single purchase limit up to $2,500 per transaction

Ensure authorized transaction is for maintenance, supplies, repairs, and service for VA
Government-Owned or commercially leased vehicles.
Services subject to the Service Contract Labor Standards (SCLS) have a threshold of $2,500

P.L. 112-91 requires all unauthorized purchases must be report to the Office of Management
and Budget (OMB).

If the station has made a purchase over the established threshold then it would be
considered as an unauthorized transaction subject to a ratification process. If so, then,
the station must coordinate with the Contract Officer to submit a ratification package -

therefore mark as not in compliance.




Audit Question

Example of an unauthorized commitment for a repair that
exceeds $2,500

FRTLINER B‘DS.-’MTI‘D BUS SN : = HE i '
Sold Byz MH # REOGIE-7232465  "Date 4/15/19 WORK ORDER WE3H838
Ship E¥|+ ax i _ B:01:14 PRT: 3 Open
ax D lﬁ_}' Degcriptlon ==s=ssescssecsssecemn-coom oo — oo * Price Amount

Group: 01

COMPLAIMT :

04-11-201% ROOF LEAE AND SERVICE ASC'S

CORRECTION: 2 ; x

04-11-2019 CHECEED FRONT AND REAR A/C'S FOUND REAR

A/C ROOF MOUNT A/C WITH A LOCKED DF COMFPRESSOR

?n.b‘i-'IEEEI CUSTOMER AND CUSTOMER OK'ED REPLAC‘EHEHT OF

THE Aét UNIT. OVED REFPLACED ASC UNIT.

THE 5 WITH ROOF SEALANT.ALSO CLEANED COMDEN

ROOF OF BL T ) ANED CO
SORS AND CLEANED EVAPORATOR COILE AND CHECKED FREON
LEVEL AND UNIT OPERATIONS

LABOR A/SC

*+ TOTAL LABOR A/C 1417.78
PARTS SHOP 2
09200 130 GDASEALGAP SEALANT ROO T8.86 __T8.86
B3200 1 RO 31005SH Afc RT 1500 1115.00 1115.00
Seriall 171213604 i
09200 1 AD 310069 ELEC, HEAT 58, 58.50
03200 1 AD 310062 CEILING ASS 38720 8B.50
092040 1 G0 GDASEALOAP SERLANT ROO 55 _BG 58.86|
03200 1 G0 MANSSHAL SEALANT, NEO 77.36 77.36 |
03200 1J5 B8l-149 OOIL CLEANE 44.39 44.439/
*+ TOTAL PARTS SHOP 1521 .57
SHOP SUPFLIES :
09 SUPPLIES 5000
ENVIRO FEES _ :
00000 1 ENVIRONMENTAL FEES 20.00 20.00

+& SUBRTOTAL 3009.35)




Audit Question

Question: Is the current expense / transaction correct and NOT a
split purchase?

Ref: 030507

How we determine compliance:

Total value of a single purchase to the same vendor being broken into smaller
amounts to avoid exceeding the micro-purchase limit?

On-repetitive order for a good or service where the total value of the
requirement exceeds that micro-purchase limit

Transactions that were split purchases:

Agency servicing contractor has ratified the transaction (need copy of
ratification) will be found compliant

Not ratified prior to reconciliation of audit will be deemed not in compliance




Audit Question

Example of a split purchase

Select Status Approval Status Trans Posting Merchant City/State Amount
e Date Date
] Final Approved 10118 1019 RINEHART OIL [ $53.00
] Final Approved 10116 1017 CHEVRON 00l | $51.50
] Final Approved 10113 1015 PETERSON TRUCKS SR e e o e ) $805.87
] Final Approved 10/04 10/05 B | OUSINE REFAIR T 51.439.72
] Final Approved 10/01  10/02 LiMmOUSINE REPAIR I $2.50000
] Final Approved 09/25 09/26 CHEVRON 00 — $52.00
] Final Approved 09/25 09/26 LIMOUSINE REFAIR I 224500



Presenter
Presentation Notes
This transaction will be mark as not in compliance “N” since this would be considered a split purchase


Audit Question

Question: Was the transaction used to purchase fuel, repairs, or
maintenance services on VA-owned or commercially leased vehicles?

Ref: 030501.A

How we determine compliance:
Review transaction supporting document (receipt, invoice, etc.)
Determine if supporting document was for:
Fuel
Repairs
Maintenance services
Was vehicle VA owned or commercially leased.

If the transaction does not meet above conditions, mark as not in
compliance




Audit Question

Example of a purchase NOT used for fuel, repairs, or maintenance
services ;



Presenter
Presentation Notes
This transaction will be mark as not in compliance “N” since this purchase was not used for fuel, repairs, or maintenance services


Audit Question

Question: VA Fleet Card transactions are exempt from State and local
taxes for purchases made within the United States?

Ref: 030501.H

How we determine compliance:

Review US Bank transaction and receipt does not include a State or Local tax

If tax was included on receipt, THEN;

Ask if the Station requested to have the taxes refunded within 60 calendar days of the
transaction

If tax was refunded within 60 days of transaction date, mark the question as compliant

If tax was not refunded within 60 days of transaction date, mark the question as non-
compliant



Presenter
Presentation Notes
Since we are conducting a quarterly audit, there may be transactions with taxes included that have passed the 60 calendar days from the date of the transaction to obtain a tax refund.
We encourage FFMs that during the monthly reconciliation process they need to verify the transactions are exempt from taxes. 


Audit Question

Transaction Summary

Example of receipt with taxes included and how to locate sales tax

Af'g’ce -~ 01/24 01/25 ADVANCE AUTO PARTS * I T 23.33
AH O I'ts .5‘. o Disputed @, @ Trans Detail Level s Included in Extract & Reallocated @ Reallocation Locked

Service is our hast part,

City, State/Province Amount

Summary | Aliocations | Transaction Line Mems | Comments | Aporoval History |
ta
Sl t The Summary tab shows high-level transaction information
01/ i The review status cannot be changed because the review day limit has been reached
/247 P3Y REG 02 TRNM 2342 Michpe! s,
Molti Clor Ser Cap 18 0 10275660 Transaction Reference Information (j
17182 1 $6.49  $6. 49 Date: 01/24/2019 Billing Cycle: 02/25/2019
AZF DZIUW NEW CAR 3.5 0 6170381 ' Purchase ID: | Posting Date: 01/25/2019
i L Total Amount: 23.33 Reference Number: N
I'ﬂﬂn;ﬂ rEUEIPE - EM b 1342;45 Memo Post: (| Yes Authorization Number: 055899
I i 7
30 Day REPLACEMENT ¥ DEFECT 1VE 3,00 1
182 for 38,00 [Salos Tax: 1.85 ] Most Recent Extract Dates
You saved 298 Freight: 0.00 Financial Extract: 01/27/2019
?Ut:l lotal TLTEPT! General Ledger Extract: 03/25/2019
L'_.T, ?’ . 8.6260% $1.85 Merchant Payment Extract:
$23 33 :
429,30 PURCHRE ¥ 1139 Py 33 Name: ADVANCE AUTO
Visa soveseesenn 1P RERD PARTS # I Currency
At I tvor oved o [ City. State/Province: s _=m. g Billing Currency: U.S. Dollar
t'"' CARD | uencH I 1N 00000002 Transaction Type: SALES DRAFT Source Currency: U.S. Dollar
LTS 3
A1D A00000000310101 Merchant Category Code Source Currency Amt: 2333
(MCC): 5533
MCC Description: AUTOMOTIVE
PARTS ACCESSO

Identify the tax portion on the receipt



Presenter
Presentation Notes
Since we are conducting a quarterly audit, there may be transactions with taxes included that have passed the 60 calendar days from the date of the transaction to obtain a tax refund.
We encourage FFMs that during the monthly reconciliation process they need to verify the transactions are exempt from taxes. 


Audit Question

Example of receipt with taxes refunded after the initial transaction

within 60 days

) T ) __INVOICE#
-.Su}ci By sa pO ﬁe W w_s;z 8 Date 6/13/19 WoORk ompER | wsaazral
Ship By: E b u 43?91 W ;ﬁ;zgz}i:inz PR’ Open
Tax D Qtj DESCIlptan ——————————————————————————————— * Price Amount
Grou 01
CDMPE.D.
TAY CREDIT FROM INVOICE WS38B38
EEIM FARISH TAX
onoon 141.99¢
EEIM STATE TAX
| 00000 133.03¢
I agree to pay the total amount of this invoice ** SUBTOTAL 275.02¢
in accordance with the Cardholder Agreement.
*%® TOTAL ** 275,021
¥ - * MV AUTH#
PAY THIS
AMOUNT .| 5275.02¢

(hl *Hfr REERIGERATION

.| Il ™
TEFFE v hq"'ﬂy":
n‘f 5K
L'u 1| 10
Ui/ 147 20 iy
RVI“”I

T_ - 1
(Fahs £: 5 Batep &0 5

Vit

llilli]ll-iIJ N "T;ri"l'l
R E 2
AN ! KT $275 [ —
e PARI O s n
fie -7 ", ", IL
]fhfiﬂr g, II]T:fHN
&9 H N-1 | il Mo I":

[han b Yo !



Presenter
Presentation Notes
For auditing purpose the transaction will change from Not in compliance “N” to Resolved “R”.
If the tax refund was not dispute within 60 days the transaction will change from Not in compliance “N” to Unresolved “U”


Audit Question

Question: Are billing statement reconciliation and certification being
performed within timeframes specified in policy?

Ref: 030505.B.4

How we determine compliance:
Verify through US Bank if transaction was:
1) Validate the FFM and AO “Approved” and “Final Approved” the transaction

2) Validate the FFM and AO Approved AND Final Approved by the 15t calendar
day of the month following the billing cycle close date in the servicing bank’s
EAS or other VA-approved automated system

If a transaction is not approved and final approved by the 15t of
the month after the statement posts, the Station is not in
compliance




Audit Question

Example of a Reconciliation performed within timeframes specified

. .
I n po I Icy Status Approval Status Trans Posting Merchant City/State Amount Detail

Final Approved 02722 02/25 EXXONMOBIL 97518435 NORTH HAVERHI, NH $26.80 L

Final Approved 02/21 0225 EXXONMOBIL 97518435 NORTH HAVERHI, NH $16.60 an

Final Approved 02/20 0222 CUMBERLAND FARMS 5446 WOODSVILLE, NH $19.27 (D]

Final roved 02119 02721 EXXONMOBIL 97518435 NORTH HAVERHI, NH $29.52 an

Final Approved 02/115 0218 EXXONMOBIL 87518435 NORTH HAVERHI, NH $27 22 L]

Final Approved 0214 0218 EXXONMOBIL 87518435 NORTH HAVERHI, NH $17.93 L)

Einal Approved 0212 02114 CITGO FOUR CORNERS GEN ST PIERMONT, NH $31.00 w

Final Approved 02/07 0211 CUMBERLAND FARMS 5446 WOODSVILLE, NH %2503 (T}

= Final Approved 02/08 02/11 EXXONMOBIL 97518435 NORTH HAVERHI, NH $31.15 W

Final Approved 02/06 02/08 EXXONMOBIL 97519185 BRADFORD, VT $28.42 an

The Approval History tab displays approval actions taken on a transaction.

Cardholder Approver: Mouse, Mickey
Current Pending Approver: Final

Approval Actions

DateATime Approval Action Approver Modifications
02/28 11:59 Final Approved AO
8/10:32 Approved tEFM

1

Apbprover
Molan, Ryan

Mouse, Mickey



Presenter
Presentation Notes
Both, FFM and AO have to be the same individual listed on the 0242a as authorized VA Facility Fleet Manager and VA Approving Official Statement


Audit Question

Question: Is there a separation of duties for the transaction?
Ref: 030510.C

How we determine compliance:

AO and FFM cannot approve or certify more than one part of the
reconciliation/certification process.

Fleet Card Policy mandates that separate authorized individuals
reconcile and certify the transaction (an authorized individual cannot
reconcile (approve) and certify (final approve) a transaction.

If the reconciliation and certification are not performed by the
approved AO and FFM on the current 02423, then the Station is not
in compliance




Audit Question

Example of a final approved transaction performed by the approve
AO and FFM on the current 02423

: Belore the Governmentwide Fleet Card can
ppeoving official, altemate approving offi arature an this form cerlifies that the
be issued appropriately and the (lkeet manager and approving official undersiand the adverse actions which may be taken as a result of
inappropriate or unouthorized use of the card. Plense mncl and zign the statement below.
WA FAGILITY FLEET MANﬂblR
DATE SED

TCATION: L eertify that | have read and that | understand fhe policies | 177E NASIE OF
12/18 /13

GOVERNMENTWIDE FLEET (‘ARD L,tR FIFILATION FORI\I‘I

altcsiul [ h) IhL I_lcu )

and regulations that govemn the use of the Gevernmentwide ]'Ic\_l Card. 1 further /‘?Ehu‘ /T,‘(,ffﬂy

eertify that [ will adbere to the policies amd
. . SIGNATURE GF FACILITY FLEET MANAGER
and that Failure to do so cause the revocation of Ihc J]txt cald nnd deleguuun Zig

of procurement authority. /

WA APPROVING OFFICIAL STATEMENT

I hirve rend and that | undersiand the policies |17 MAME OF APFROVING DFFICIAL

of the Governmentwide Fieet Card and my o
aaspeiated responsibili lity fleet manager's Approving Official, 1

; s
Summary r Allocations [’ Comments r Approval History I further certify that 1 will dhers to the policies and regulations governing

procurcreent, and that failure o do so will cause the revoeation of appeoving

b official authority,
= . = - VA ALTERNATE APPROVING OFFICIAL STATEMENT (Ax applicaifcl
The Approval H |story tab d |splays app FO&EI actions taken on a transaction. CERTIFICATION: 1 cortly that | have read snd that | undersiand (e polcies ﬁﬁ‘t‘ﬁm'érﬂmn TE TIFIERL
: el amdl my :
' Wi

Approving Offieial, T further eertify thas T will adiere o the poll og}'ré‘;‘“" OF ALTERNATE ARFROVING [DATE SIGNED

Cardholder Approver: Mouse, Mickey rebntions governing procurement, snd that Fihure to do 50 will s the ?%;z./ 14/ )15

- . revocation of approving official authority.
C e nt pe nd n g App rover: F ! nal WA FLEET CARD COORDMNATOR STATEMENT

card refresher  [TYFE MAME OF FLEET CAAD COORDIMATOR

ATION: The fleet manoger is hereby notified that f

- training is requived every bwe years, and failuse to complete this traindng will
Approval Actions result in the revacation of the fle¢t eard and delegation of procurzment wdhority. uck, Dowald
T certify that the above named flect manuger; approving official and altemate (i [ o e T

), have d the Deg of Veterans Affairs
travining on “the use of the Governmentwide Fleet Card and meets the criteria
required by Agency policies. R /1§

ApDDrover Approval Action Approver Modifications DELEGATION GF AUTHORITY
o Molan, Ryan 1:59 Final Approved AO DFLEGATION OF AUTORITY: Upon oo o Depatnen of Vleans AT (VA) Tt ol ratng ot i maurs of e

Munager, Approving Official(s), and F “wrd Coordinator, the fleet manager named above is hereby delegated authority to procure fuel,
matnienance and repair for o VA-owned or commercially leased vehicle to be paid by the Governmentwide Fleet Card, The Fu&:l maintenance and

- +EFM repair procured shall not gumi the mxr!yvpurlhn!a! threshold umpunts ing to FAR, Part 2.101, fior p of and
Mouse, Mickey i shall alsa adhere 1o the bilities and suisfy legitimate VA Allp s : made in weeordance with the
Y 1
applicable livws and mgul.ll»m meluded bul ot limited ta, the Federal Acquisition ion and 1h= VA Acquisiti inn. This delegation
<hall Il ey, reassignmeant to another office or position within the apency, or revoeation of the fleet
pe
card by the Awmuluy,nmml Program Coordinator, Fiseal Officer, or Del Autharity
SIGNATURE OF DELEGATING AUTRORITY o T oate seen
Joedan  /ahel %4/ L. A s/

SINGLE PROCUREMENT LIMIT
. R, 500

MOTES

VA LEVEL 1/NATIONAL FLEET CARD COORDINATOR
I have received all of the necessary ion and pmoc‘zs:d the request to the servicing bank.

TYPE NAME OF FLEET CARD COORDINATOR SIGN#T OF FL T CARD COORDINATOR DO\TE SIGRED
Copna, Al /i

Hisams 0242a



Presenter
Presentation Notes
This transaction will be mark as in compliance “Y” since there was separation of duties by the time the transaction was reconciled


Audit Question

Example of a final approved transaction NOT performed by the

approved AO and FFM on the current 02423

Summary | Allocations | Comments | Approval History |

AT ORI GO \VERNMENTWIDE FLEET CARD CERTIFIGATION FORM

NOTE: Before the C nenentwide Flest Casd eo sued o the Facility Flec
munager, approving official, aliemate approving official, flest cand coor
flest card will be issmed appropriately and g
¢ o unauthorized wie of the card, Pless

and sign the shatement belov

rappropri

WA FACILITY FLEET MANAGER

CERTIFICATION: 1 certify that | have rend and that [ understand the policies 'r'ﬁi TAWE ur ACIOTY FIEET NIEEISER
and regulutions that govern the use of the Governmentwide Fleet Card, T Firther ud\: 0‘«*\ ] ,f

cartify that | will adhere 1o the policies and regulations governing procurement

gt R , SEGTIRE OF FACTS F|==T MANACER
and that failure to do so will couse the revocation of te et card and delegation
af procuremeit authority.

MATE SIGNED

1/1.0/’,1

VA APPROVING OFFICIAL STATEMENT

The Approval History tab displays appro&al actions taken on a transaction.

Cardholder Approver: Mouse, Mickey
Current Pending Approver: Final

Approval Actions

ApDDrover Approval Action Approver Modifications

© nNolan, Ryan 1:59 Final Approved AO

e Mouse, Mickey

TEFM

R

CERTIFICATION: [ certify that | have read and that | sndesstane the policies |1 7P6 WARE OF APEROVING CF FICAL

and regolations that goven the use of the Govemmentwide Flost Cand and my /F?a s /‘?K *n
"

masocinted responsibilities as the facility fe r's Approving Official. 1 e "
fiarther certify that | will adhers to the poli ions governing SCHATURE OF APPROVING CFFICIAL PAIE S

procurement, aned Bt ilare o do o will case the revosation of approving o /
wificial autbority, Z‘/ 3 '?/I‘I

VA ALTERNATE APPROVING OFFICIAL STATEMENT (4 applicadblel

ATION: |certily tht | have read and that [ understand the policies “'"E WAHE OF ALTERNATE AFF RN OFFICAL

CERT
el regulations that govern the use of the Governmentwide

et Card and my f f/\?
asociated responsibilities as the above facility et manager's Allernate Glam ¥ A e
Approving Official | further certify that | will adbere to ihe pol |SIGMATURE “‘“E“*"E APPROVING DATE SIGNED

5 and UF"IC
regulutions governing precursment, and that filure to do so will cause the 3,"/
Tevacation of approving offisial authority L

YA FLEET CARD COORDINATOR STATEMENT

CERTIFICATION: The flect manager is berehy notified that fleet card refresher [ TYPE NAME OF FLEET CARD COORDINATOR
tradning is requiced every two years, and fiilure to complete this training will
resalt in the revocation of the feet card and delegation of procurement suthority. “rp
1 cerify that the above named flect manager; spproving official and altemate {if EGHATURIE OF FLEET CARID COCRDNEATIR = —
applicable), have successfully completed the Department of Veterans Affairs - FeEETE : TE SIONE

truining on the use of the Governmentwide Flest Card and meets the criteria BA.F‘/

required by Agency policies. ‘&

DELEGATION OF AUTHORITY

DELEGATION OF AUTHORITY: Upon completion of the Department of Veterans A tfasrs (VA) fieet card training course, and signature of the
Fleet Manager, Approving Officializ), and Flect Card Coordinator, the fleet manager named above is hereby delegated suthority o procare fioei,
mixintenanee and repair fora VA-owned or commercinlly leased vehicle o be paid by the Governmentwide Fleet Card. The fuel, mointenance and
repair procured shall ot exceed the micso-purchase threshold amounts sceeding to FAR, Part 2301, for procunemsent of a single sequirernent and
chall als here to the organizational responzibilities and satisfy legitimate VA requirements. All procurements shali be made in acoordance with the
applicable Inws and regulations inchided but not limited o, the Federal Acquisition Regulation and the VA Acquizition Regulation. This delegation
shall automatically berminate upon sepiration from the agency, ressignment o another office or position within the sgency, or revecation of the flest
enrd by the Approving Official. Program Coondinator, Fiscal Officer, or Delegating Authority.

SHiv | naTE SoNED

SIGNATURE OF DELEGATING AUTHORITY S 3
Tk fithoe) Wt ook Y20 /19

SINGLE PROCUREMENT LIMIT

3, 0

*3

NOTES

WA LEVEL 1/NATIONAL FLEET CARD COORDINATOR

1 have recgived ull of the necessary dogumentation and processed the request to the servicing bank.

TYPE NAME OF FLEET GARD COORDINATGR SIGNATURE OF LEET GARD COORCINATOR CATE SGNED



Presenter
Presentation Notes
This transaction will be mark as in not compliance “N” since there was no separation of duties by the time the transaction was reconciled


Audit Question

xample of a final approved transaction with an approver (only one
erson approved and final approved this transaction)

% Department of Veterans Affairs GOVERNMENTWIDE FLEET f‘ARD L,tR FIFI(JATION FORM

ments must be attested to by fhe feat
an this form eerlifies that the

iliy Fl e follawing s
ing authority

NOT Betore the Governmenowide Fleet C, 'ml ann |J" s IC£| |.~ the

manager, appeoving official, alterate spproving afficial, feet card coordin
. - - - Theet card will be issoed appropristety and the fleet mansger and approving official understand the adverss actions which may be taken as o ult of
Select Status Approval Status Trans Posting Merchant City/State Amount Detail *  Trans Unique ID inagproprinte or nnutharized usc of the card. Plouse read and sign the siatement below.
© Date Date VA PAGILITY PLEET MANAGER
7 CERTIFICATION: 1 certity that [ have read and thut | understand the policies | 177E RARE OF FACILTY FIEET WARAS
O Final Approved 10/04 10/08 EXXONMOBIL 97441521 BROCKTON, MA $28.65 an &+ 08201472183884122Q and ';'!'i'L“"“"-'III“JIIES"”C'" :l": “"IC of the T‘W“:'“M"W'UE Fleet Card. 1 further /ﬂm\u, ﬂfg fl’ﬂfg
certify that [ will adbere to the pol

DATE SIGNED
13/18 /13

wnd that failure to do so w
of procurement authori

P o TGNATURE OF FACILITY FLEET MANAGER
| eause the revoeation of the flect card and delegation 52% URE S EEL, LEE/; =

VA APPROVING OFFICIAL STATEMENT

TPE FARE OF APPRCVING GFFICIAL

hat govern the use of the Governmentwide Fleet Card and wy
associated responsibilities as the facility fleet s Approving Official, 1
further certify that 1 w dhers to the policies and regulations goveming
procuscicat, and that failuss to do so will cause the rovocation of apgeoving

03
and regulations

Summary r Allocations r Comments r Approval History ]

VA ALTERNATE APPROVING OFFICIAL STATEMENT (s applicaile)

The Approval History tab displays approval actions taken on a transaction. To pull this transaction back from its pending apprc STATEMENT |
CERTIFICATION: 1 centily that [ have read and thut [ undersiand the policies TYPERANE G ALTERRATE F-"‘f'ﬂ'-

tions that ylwl.m the nse ‘r‘n.. et Card

asibilitics as the o cility floet manugar's Alternate Mg _
[ﬁuuuuu‘hﬁp nmrmumlul to the policies and SEHATURE OF ALTERNATE AFFROVING [OATE SIGNED

Cardholder Approver: Capone, Al ving ceFiciy
4 . regulations governing procurement, and that failure 1o do so will couse the ll;‘/j.
Current Pending Approver: Final revocation of approving official autharity. e /15

vErnment

WA FLEET CARD COORDINATOR STATEMENT

[ N: The fleet manager is hereby notified that fleet card refresher | T¥FE NAME OF FLEET GARD COORDINATOR
5 required every twe years, and failure i complete this training will
el delegal 2 e ke DO"M JIOJ

Approval Actions

€t manager: approving official and alternate > - - -
A ihe D of Veterans A fairs SIGHATURE OF FLEET CARD GOORDINATOR DATE SIGNED

wining on the wse of the Governmentwide Fleet Card and meets the criterin /
requircd by Agency policics. 2 /18

Approver Date/Time  Approval Action Approver Modifications
DELEGATION OF AUTHORITY
Capone. Al 10/25 08:09 Final Ap proved DELEGATION OF AUTHORITY: Upon completion of the Depariment of Weterans Alairs (VA Neel card irining course, anid signature of the
p » Fleet Manager, Approving Official(s), and Fleet Card Coordinator, the fleet manoger named above is hereby delegated muthority to procure fuel,

maintenance and repair for o W A-owned or commercially leased vehicke to be paid by the Governmentwide Flees Card, The fuel, maintenance and
repair procured shall not exceed the micro-purch threshold amounts ing 10 FAR, Part 2101, for p ol a single regui and
o adhere o the and sutisfy legith VA All = shall be made i sceordance with the

1 laws e reulations ncluded but oot Iinibed to, the Federal Asquisition fom and fhe VA A Jui s delogntion
shall terminate upon from the ageney, reassigriment o amnnm.- office or pasition within the agency, or revocation of the fleet

enrd by the Appeoving Official, Program Coordinator, Fiseal OfF
SIGNATURE OF DELEGATING AUTHORITY

Jocda, Mihel
SINGLE PROCUREMENT LIMIT
A

shal

TE SIGHED

RAi/1g

See

a
HNOTES

VA LEVEL 1/NATIONAL FLEET CARD COORDINATOR

1 have received all of ihe necessary and processed the request to the scrvicing bank.

TYPE NAME OF FLEET CARD GOORDINATOR [SIGNATLRE OF FLEET GARD GOORDINATOR DATE SIGNED
Capoa, Al Copmmar /iy

aoms 0242a



Presenter
Presentation Notes
This transaction will be mark as not in compliance “N” since there was no separation of duties by the time the transaction was reconciled


Audit Question

Question: If a vehicle is taken out of service, is the fleet card being
cancelled within 3 business days?

Ref: 030509.A and B

How we determine compliance:

Contact the Station via Email to confirm if there is any vehicle taken out of
service

Ask to the FFM to provide the documentation that support the cancelation of
the card

If there is a transaction on an active fleet card related to a vehicle
that was taken out of service the Station will be not in compliance




Audit Question

Question: Does the FFM maintains a Pool Logs for all expense?
Ref: 030508.C

How we determine compliance:

Request Pool Logs from Stations which have Pool cards

Check that the following information is present on the Pool Logs:
Date of Use
Make/Model of Equipment
Serial or Equipment Number
Fleet Card Users Name
Odometer, electric, or gas meter readings
Refuel or Maintenance/Repair

If the station does not keep pool logs for their transactions, mark as not
compliant




Audit Question

Example of a pool log (for reference)

POOL CARD LOG BOOK INDICATE YES OR NO ON FUEL AND

REPAIRS
SERIALOR MAINTENANCE /
MAKE/MODEL OF FLEET CARD USERS ODOMETER OR HOURS REFUEL
DATE OF USE EQUIPMENT REPAIRS
EQUIPMENT NAME
NUMBER

BEFORE AFTER A N A N



Presenter
Presentation Notes
This transaction will be mark as in compliance “Y” since this is a properly kept trip log


Audit Question

Question: Did the vehicle operator complete and submit the daily vehicle trip
logs to the FFM?

Ref: 0304 (Vehicle Operator — FTE & Volunteers) Appendix B and NARA Items 10
& 11

How we determine compliance:
Request Trip Logs from Stations with Fleet Cards

Eheck that the following information has been recorded appropriately on the Trip
0gs:

Vehicle name

Name of driver

Time in/out (daily)

Odometer readings in/out (daily)

Trip Logs should show the daily transactions the Vehicle Operator — FTE
and/or Volunteers have done using a fleet card. If the station does not
keep Trip Logs for their transactions, mark as not in compliance




Audit Question

Example of a vehicle trip log (for reference). Contains vehicle name,
name of driver, purpose, times, and odometer readings out/in.

=

t Department of Veterans Affairs

| MOTORVEHIGLETRIPLOG = |TOElNR| ), D | VA2
NAME OF DRIVEN ‘ OFFICIAL PURPOSE A m"'-r:_li':‘:ﬁ | SPEEDOMETER DI&E %ﬂﬁiﬂ“ﬁv
= g L 3 - . aigeane sl TIME l:lﬁ'l" 1 HGUF.]S 1 h_‘IHE A, UN_T_ﬂlF‘. '\,‘J‘ ;
- . gj o o [[55397]
s 7 O O ! ?DI
Goofy s L jﬂf i v o _‘f'.". Q.Ud /G),L( s !55311{ P |
et 0 O 1
sk - | (b0 13 Eakevi AN
| | i ?“T | 1= l]5s°% ?)‘/'7‘! |



Presenter
Presentation Notes
This transaction will be mark as in compliance “Y” since this would be considere a properly kept trip log


Did the vehicle operator complete the VA 5872 / VA 1701572
required training?

Ref: Vol. XVI, Chap 3, 030502.B & AppendixB & D

How we determine compliance:

Verify in TMS if training has been completed by the Vehicle Operator responsible
for the purchase under the audit sample, and the (VA 5872 and VA 1701572)
training certificates are within the two years prior to the transaction date.

Note: Those individuals that are Volunteers and non-VA employees without TMS
access may review a printed copy of the VA fleet card training materials and certify

to the FFM that the class has been successfully completed.

Individuals who do not complete the training within two years prior to the
transaction date, will be marked as non-compliance

If the required training has not been completed, the A/OPC may revoke or suspend
the vehicle operators fleet card privileges, and the appropriate documentation filed

with the FFM




Is a Vehicle Operator Statement of Understanding on file with

the FFM?

Appendix B: Vehicle Operator Statement of Understanding

The VA Fleet Card Program is designed to improve purchases by streamlining the
management of fuel and services that are purchased for VA-owned and commercially
leased vehicles. | understand that | am authorized to use the fleet card only for those
purchases necessary and reasonable for the vehicle it has been assigned to. | will
abide by the instructions issued o me by the Depariment of Veterans Affairs (WVA) and
the Facility Fleet Manager (FFM) or his/her designee. | will receive prior authorization
from the Facility Fleet Management on repairs that exceed $50.00. If the mileage is not
shown on the fuel receipt, | will hand write the mileage on the fuel receipt. | will turmn in
all receipts, repair orders, and vehicle logs (VA-10-1281) during the first week of every
month.

1. I will adhere to all rules and regulations with respect to the VA Fleet Card
Program.

2. I will use the VA fleet card only for VA-owned or commercially leased
vehicles. (GSA leased vehicles camy their own cards.)

3. I will secure the keys and fleet card when not in use, in a locked storage
area.

4. I will ensure that the fuel receipts have the following: date of purchase,

current mileage, number of gallons, cost per gallon, type of fuel, total cost, license plate
number, and that all items are leqible.

5. I will report lost/stolen keys and/or VA fleet cards to the FFM immediately.
6. | will complete all training as required and submit documentation to FFM as
required.

T. | acknowledge that | may be personally liable to the Government for the

amount of an unauthorized transaction and may be subject to criminal prosecution for
intentional misuse of the fleet card or the vehicle.

| also understand failure on my part to abide by these rules or other misuse of the fleet
card may result in disciplinary andf/or adminisirative action being taken against me. |
also acknowledge that the AJOPC may revoke or suspend my VA fleet card privileges if
| fail to abide by the terms of this agreement.

Note. If this agreement and TMS certificates are not on file, the driver may nof operate
a VA figet vehicle.

Ref: Vol. XVI, Chap 3 App. B and NARA 10 &11

How we determine compliance:
Request copy of the Vehicle Operator Statement of
Understanding for the Vehicle Operator responsible for the
purchase under the audit sample from the FFM to ensure it is
available and on file with the vehicle operator signature

If the Statement of Understanding is not signed by the individual,
and not on file, then, a Station is deemed to be not in compliance




Unauthorized Transaction (Continued)

Disputed Transactions Are Considered Unauthorized Transactions:

How we determine compliance:
Disputed Transaction — A transaction that is being disputed must follow several
guidelines.

1. Was the FSC notified (VA Financial Policy, Volume XVI, Chapter 3, 030512.),
if so, when, and can the correspondence to the FSC be made available?

2. What protocol does the Station use or have to safeguard Fleet Cards?

3. If a determination has been made by US Bank, then provide a copy of the
determination to Fleet Card Audits (FleetCardAudits@va.gov).

4. If no determination has been made by US Bank, contact US Bank and ask if
there is a timeframe in which the Station can expect a determination to be
made and provide the information to Fleet Card Audits as the above email

address.



mailto:FleetCardAudits@va.gov

Audit Question

Question: If the transaction was not authorized, was FSC notified of
the violation for this transaction?

Ref: 030512.A&B

How we determine compliance:

If the auditor determinates that according with the VA Fleet Card Policy a
transaction would be considerer as an unauthorized transaction, the auditor
will request supporting documentation if the Financial Services Center was
notified and the user was held liable.

If the Station does not have documentation related to holding users
reliable, mark as not in compliance




Unauthorized Transaction (Continued)
Fraudulent Transactions Are Considered Unauthorized Transactions:

How we determine compliance:

Fraudulent Transaction — A transaction that is the subject of possible fraud must follow
several guidelines.

1. A/OPC must be notified IMMEDIATELY (no later than 24 hours from date notified)
2. A/OPC suspends potential Fleet Card that is the subject of the potential fraud

3. AéOZC notifies FSC of potential fraud (no later than 24 hours from date A/OPC is
notified.

4. Station conducts investigation regarding potential fraudulent activity.

5. Determination needs to be submitted to FSC.
If the determination is deemed to be fraud, has a bill of collection been submitted to recoup
government funds?
If the determination deems no fraudulent activity was involved, cards may be reinstated (at the
A/OPC’s discretion).

*Note* If the A/OPC is unavailable, Alt A/OPC, the Delegating Authority, AO, or FFM must
notify the FSC within 24 hours about the potential fraud. All investigations are considered
supporting documentation and need to be kept for six years from the date the
investigation is completed.




WORKFLOW FOR FLEET CHARGE CARD




Fleet Card Links

= Fleet Card Policy
= https://www.va.gov/finance/docs/VA-FinancialPolicyVolumeXVIChapter03.pdf

= US Bank Access Online
= https://www.access.usbank.com/

= US Bank Web-Based Training
= https://wbt.access.usbank.com/

= Charge Card Portal
= https://vaww.ccp.fsc.va.gov/

= VA Forms (0242a)

= https://vaww.va.gov/vaforms/

= US Bank Decline Reasons
= http://www.bussvc.wisc.edu/acct/purchcd/DeclineReasons.pdf



https://www.va.gov/finance/docs/VA-FinancialPolicyVolumeXVIChapter03.pdf
https://www.access.usbank.com/
https://wbt.access.usbank.com/
https://vaww.ccp.fsc.va.gov/
https://vaww.va.gov/vaforms/
http://www.bussvc.wisc.edu/acct/purchcd/DeclineReasons.pdf
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