DAV TRAINING

MINI FLEET COURSE (TMS VA 6110)
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Course Overview

Joseph is a VA fleet manager responsible for
hoth VA-owned and GSA-leased vehicles. He has

a hard time tracking and separating expenses for
each.

With the introduction of the Fleet Card program,
his joh hecomes much easier.
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The VA fleet card facilitates the acquisition of

goods and services for VA-owned and VA-leased

(not through GSA) vehicles through simplified
acquisition procedures. The program is
designed to meet the following ohjectives:

Reduce papenvork and administrative costs

for the acquisition of supplies and services
within the existing Federal Acquisition
Regulation (FAR).

Streamline payment procedures and improve

cash management practices such as
consolidating payments and reducing
impress funds.

Provide procedural checks and feedhack to
improve management control and
decision-making.

® REMINDER: The VA fleet card is not for use in

vehicles leased through GSA. GSA vehicles
come with their own brand of fleet card.
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Course Qverview
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Cuestion

Which one of the following lists of iterms doyou think vou can
purchase with the fleet card?

That's correct.

Good! This course will provide you with additional informatian ta

ensure you understand all aspects of the proper use of the Fleet
card.

Select each listed answer for specific feedbhack.

& Coffes, gas, and tires

@& windshield wipers, motor oil and a carwash

€ Wiper fluid, gas, and a snack while [ wait




Course Overview

WA uses an association branded
(MasterCardiVisa) card. This is to provide VA
facilities with a card that is accepted at more
locations and improves repotting capahilities.

WA piloted the fleet product at a number of
stations, and as a result, decided to convert all
YA-owned and VA-leased vehicles to the fleet
card.

This fleet card will be used for VA-owned and
YVA-leased vehicles only and will NOT be used for
GSA-leased vehicles.

VA-leased vehicles are those leased directly by
VA from a dealer or service.
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Do's and Don‘ts

Topic Type: Instruction Learning Objective:
Duration: 3 minutes After completing this topic, you should be able to

® jclentify appropriate and inappropriate uses of the fleet card.
You have not taken a test for this topic.

This topic covers the following points:
Dio's

Don'ts
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Do's and Don'ts

If you use the fleet card...

You are the government's agent for each
purchase made with the fleet charge card. You
are responsible for each transaction. In addition
to the responsihilities described in this lesson,
you must comply with all applicable regulations
and procedures of your agency/organization and
the agencyiorganization providing the equipment.

Itis your responsibility to keep the card in a safe
and secure place.

You must use the card ethically, and ensure that
yvou ohserve all dollar limits on purchases.

« ne Role
of the
- Card Holder
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Other"Do's" with regard to use ofthe fleet card
include:

Do purchase regular unleaded self-service
gasoline from service stations that offer the
lowest price, except when the vehicles
require diesel or alternative fuel or under
other authorized conditions.

Do use the card to purchase oil, fluids, and ~ :
other necessary maintenance and repairs w Uniteld Sestievof America 7o
only as authorized. Sl

“- =
S —
Do seek state tax exemption on all non-fuel
purchases

Do immediately report a lost or stolen card to
your Fleet Manager or Fleet Service
Representative and the card-issuing hank.

Do return your card to the Fleet Manager or
Fleet Service Representative if you leave your
agency/organization or retire.

Do destroy any lost or stolen cards that are
recovered.

® Do getareceipt
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Type Shitt + Cirl + K10 see keyhoard shortouts

Cuestion

What do vou think?

Joeis atthe shop waiting for his vehicle to get new tires. The

shop also serves as a store and sub shop. While Joe is waiting o

for his vehicle he gets hungry, does not have any money at the © Wes, this is an acceptable use of the card.
time, and uses the fleet card to purchase a sub and =oda along

with the maintenance on the vehicle.

@F B, this is not an acceptable use ofthe card.

Is this an appropriate use ofthe Fleet Card?

That's correct.
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The fleet charge card should not bhe used to
purchase food, beverages, or other items for
personal use.

Other important"don'ts" include:

Don't use an old fleet charge card that was
replaced for any reason.

Don't use afleet charge card assigned to
another vehicle.

® Yourfleet charge card may ONLY be used for
your agency vehicles. Forvehicles leased
through GSA Interagency Fleet Management
Systemns (IFMS), the GEA fleet charge card is
used.
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Consider this scenario. Is this an appropriate use of the Fleet Card? Why or why not’?
Station ¥ has received a new vehicle from GSA The vehicle does  Enter your response below.
naot hawve yet have a G3A fleet card, hut needs to be driven

immediately to their integrated station in the next state, Station X

gives the driver a VA fleet card from a VA vehicle to deliver the GEA Mo, cards can MOT be shared with othervehicles.
car to the ather station.

YWhat the expert says.

This iz not an appropriate use ofthe card. The fleet charge
card may OMLY he used faryaur agency vehicles. Far
vehicles leased through GSA Interagency Fleet Management
Systems (IFMS), the G54 fleet charge card is used. In

addition, a fleet charge card assigned to one vehicle should
never he used for another.
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Ifyou are uncertain as to whether a purchase is
appropriate, askyour Fleet Manager or Fleet
Service Representative. Your agencyforganization
may have additional restrictions for the use ofthe
card.

Do's and Don'ts
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Fleet Card User Responsibilities

Topic Type: Instruction Learning Objective;
Duration: 6 minutes After completing this topic, yvou should be able to

® jdentify what conditions must be metwhen using the flaet card.
You have not taken a test for this topic.

This topic cowvers the following points:

Fleet Card User Conditions
Avoiding Inappropriate Use ofthe Fleet Card
Card Security

Fegular Fleet Card Termination
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Fleet Card User Responsibilities

Remember

As afleet card user, remember that the total of a single
procurement may he comprised of multiple items, hut it
cannot exceed the authorized single purchase limit in the
Delegation of Authority.

FProcurement requirements may not be splitto make dollar
amaounts stay within the authorized single purchase limit.

Use your card ethically, and don't forget that it is your
responsihility to keep the card in a secure place.

Card users should retain receipts for all purchases. Receipts
should be given to the Fleet Manager daily.




=1 = ..l,'-.‘..":‘,&!A:’\i‘_f iorct

Fleet Card User Responsibilities

Repetitive procurements shall he routinely
rotated amang various husinesses and fair
prices shall he obtained.

Any services procured over the counter must be
immediately available.

Prevent Any
Unauthorized Use




Fleet Card User Responsibilities

Whether ardering hy telephone, via the Internet or
over the counter, the card user must inform the
vendor that a tax-exempt card is being used. The
tax-exempt number identifier is the first six digits
of the account number. If state or local taxes are
charged, the Fleet Manager must attempt to
resalve the problem immediately.
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Immediately report a lost or stolen card to your
Fleet Manager or Fleet Service Representative
and the card-issuing hank.

Fleet Card User Responsibilities
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Cuestion

Sam is atthe service station getting gas and tires far two of his & Yes
stations vehiclez. While there, he realizes it is getting cold and his

personal caris in nead aftire replacement far the winter so he

decides to buy an additional et oftires for his personal use. @ﬁ' Mo

Based onwhat you've learned so far, did Sam use his fleet card
appropriately’?

That's correct.
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In the previous scenario, Sam could face
disciplinary action for using his card to make a
personal purchase.




Fleet Card User Responsibilities

Restrictions

The card may only be used for fuel and
maintenance of the VA-owned or leased vehicle
to which itis assigned. It is not to he used for
GSA leased vehicles, ar any other procurement.

The fleet card is for official use only. No personal
procurements are allowed. If any personal
purchases are made, disciplinary action may be
taken. As set forth in the WA Standards of
Conduct, disciplinary actions that may he
considered are: Admonishment, Counseling,
Reprimand, Demotion, Reassignment,
Suspension, or Removal.

In all but the first two instances, the action would
he an adverse action and would he subjectto
applicable laws, regulations, and policies.
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Personal Procurements

If personal procurements are made, the Billing
Office will bill the employee the full cost of the
procurements plus any administrative fees and
deht collection fees, and take all actions
necessary to collectthe debt including salary
offset.

Both the Billing Office and any other designated
office reserve the right to unilaterally cancel a fleet
card. If anyone suspects intentional misuse of a
fleet card, they must immediately notify the Office
ofthe Inspector General, the Approving Official,
the Billing Office, the Facility Program
Coordinator, and the Head of the Contracting
Activity.

y Note

NEVER use the fleet card for personal
procurements!
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In the event of unauthorized or inappropriate
procurements, the Billing Office will collect the
amounts from the card user if the goods cannot
he returned for full credit. The Billing Office will
use all availahle collection methods including
salary offset.
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Consequences of Misuse

Intentional misuse ofthe fleet card for unauthorized purposes
will be considered an attemptto commit fraud againstthe U.S.
Government and will result in immediate cancellation of the
Delegation of Autharity.

Disciplinary action may also he initiated under applicahle VA
or Government-wide administrative procedures. The penalties
for fraudulent use ofthe fleet card include a fine of not more
than $10,000 or imprisonment for not more than five years or
hoth, under 18 U.S5.C. 287.

The employee who initiates unauthorized transactions
remains personally liable for procurements made with the
card. In cases of unintentional misuse, the employee whao
receives the goods or serwvices will be required to return the
unauthorized procurements or reimburse the Government.




Fleet Card User Responsibilities

The Fleet Card product has the account humber
emhossed on it and is designed so that it will not
he confused with personal cards.

This card cannot be used for personal
procurements! Any questions about proper
procedures and use ofthe card should be
directed to either the Fleet Manager, Procurement
Office, or the Billing Office.
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Since the fleet cards are notissued to individual
employees:

Fleet cards must be destroyed when the vehicle
is no longer in service. Contact the card provider
or call Customer Service to terminate the card
account.

The facility Program Coordinator, or designee,
and Fleet Manager shall take primary
respaonsihility for closing accounts when vehicles
are remaoved from service. Both should be
presentwhen the card is destroyed.
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Cuestion

Identify do's and don'ts regarding use of the fleet ﬂ Dont seek state tax exermnption on all
card by dragging the letters an the left to the

appropriate response an right. Each letter may be
Lu=ed mare than once.
B | Do

non-fuel purchases.

use afleet charge card
assigned to another wvehicle.

use the card to purchase oil,
fluids and ather necessary
maintenance and repairs anly
as authorized.

Lse your YA fleet card for
ZEA-leased vehicles,

That's correct.
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Test Results
Hame: ALANIS-HERNANMDEZ, ALVARO G Current Course Score:  100%

Tao instantly review topic cantent, select any topic title below, o
To retake specific topic tests, select any active Retake Test links. 2B Vet

Section SCORES: Pre-Test Highest Current

Cardholder Responsihilities 100%

Ca's and Daon'ts 100% Fetake Test

Fleet Card User Respansihilities 100% Fetake Test
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Question
You are at a service station getling gas and tires foryour & Yes

Ya-owned vehicle, You also need tire replacerment far yaur o

car far the winter, o you decide to save time by buying an

additional set of tires for your personal vehicle when yvou pay for @ﬁ“ Mo
service Using the Fleet card. You intend to reimburse WA for this

charge ance you receive the Fleet card bill.

I5 this an appropriate use of the card?

That's correct.




