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Objective:
To determine if an Entity conducts adequate training for (1) personnel involved in program administration, (2) personnel responsible for supervisory review of transactions, and (3) cardholders.  Use the space below each question to make comments, especially if improvement is needed in an area.
Review Process
	Initial Training

	Cardholders and Supervisors

	1. [bookmark: _GoBack]Does the Entity require cardholders and supervisors to attend training prior to issuance of the card? _____ Yes     _____ No

	2. Are cardholder and supervisor responsibilities clearly defined?


	3. Does the Entity’s initial training include all of the following:

	· Information about procurement requirements in the Official Code of Georgia, Annotated (O.C.G.A.) – the law?


	· Additional procurement requirements found in the Georgia Procurement Manual, including the “Order of Precedence”?


	· Are cardholders and supervisors shown how to look up Statewide Contract items in Window Shopper or other electronic catalog?


	· Requirements of the State Purchasing Card Policy and any differences between the State policy and the Entity’s internal Purchasing Card Policy?


	· Allowed purchases? 


	· Prohibited purchases, including additional restrictions imposed by Entity internal policy?  Are cardholders instructed that when there is a conflict between State policy and Entity prohibited items, that the Entity’s internal policy overrides State policy?


	· Spending limits, including the prohibition against splitting transactions between one or more cards or between the purchasing card and a purchase order to circumvent the Single Transaction Limit?


	· Use of Statewide Contracts and Mandatory Sources?


	· Bid Requirements?  Are cardholders and supervisors informed on internal procedures to follow in order to bid a purchase (e.g. contact Procurement Department)?  Are cardholders instructed not to split a transaction in order to circumvent the legal bid requirements?


	· Sole Source / Sole Brand requirements?  Are cardholders provided information on obtaining appropriate forms and approvals per internal policy?

	· Emergency Justifications?  Are cardholders provided information on obtaining appropriate forms and approvals per internal policy?  Are cardholders reminded that lack of planning does not constitute an emergency?

	· Why the card could be declined and internal procedures to follow to complete the transaction (e.g. unauthorized MCC, amount is over the STL)?

	· Procedures to follow if a purchasing card is lost or stolen?

	· Procedures to follow in order to dispute a transaction?

	4. Does the Entity require cardholders and supervisors to demonstrate their understanding of how to use the purchasing card (e.g. a test) prior to being issued a card or supervising a cardholder?  What is the minimum passing score?  How many times does a cardholder or supervisor take the test without passing?

	5. Are cardholders and supervisors told the consequences of use of the card for personal purchases?

	6. Do cardholders sign a Cardholder Agreement prior to receiving a purchasing card?  Does the agreement meet the minimum standards as shown in the sample Cardholder Agreement on the State Purchasing Division web site?

	7. Does the Entity maintain records of who has attended training, including refresher training? 

	8. Do cardholders and supervisors receive training in Entity reconciliation procedures (Works Payment Manager, Team Georgia Marketplace, or manual process, as applicable)?

	9. Do cardholders and supervisors receive instruction on monthly reconciliation and approval processes, including the following:

	· Making relevant comments and/or entering line descriptions in Works Payment Manager or Team Georgia Marketplace, as applicable?  Are cardholders instructed that “invoice attached” or similar wording is not appropriate?


	· Instruction in the basics of system security, such as not sharing passwords?

	· Monthly deadlines for completing the review, reconciliation, and approval?


	10. Do cardholders and supervisors receive access to the State Purchasing Card Policy, the Entity’s internal purchasing card policy, and other policy or training materials, such as a procedures manual if separate from the internal policy?

	Card Program Administrator and Card Program Coordinators

	11. In addition to the training provided to cardholders, does the Card Program Administrator attend other procurement training to include the following State Purchasing Division courses:
· Introduction to State Purchasing, Parts A & B? _______________________________
· Fundamentals of State Purchasing? ________________________________________
· Evaluating Card Program Management? ____________________________________

	12. Are the Card Program Administrator and/or Card Program Coordinators on the distribution list for all State Purchasing Division Official Announcements and Statewide Contract notifications?  Does the Card Program Administrator or Card Program Coordinator forward these announcements to cardholders and their supervisors?

	13. Do the Card Program Administrator and/or Card Program Coordinators work with cardholders and supervisors on an on-going basis to correct issues identified during audits?







	Annual Refresher Training

	1. Does the Entity require refresher training at least annually? 	_____ Yes	_____ No

	2. Does refresher training include information on:

	· Changes to State procurement laws and regulations found in the Georgia Procurement Manual and the State Purchasing Card Policy?

	· Changes to the Entity procurement manual/policy or internal P-Card policy?

	· Procedures to correct any issues identified through audits, either by internal auditors, the Georgia Department of Audits, State Purchasing Division, and other third party audits?
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