July 18, 2013
 
PCard-09-2013: New Oversight Support Process: Separation of Service Report

This information is being sent on behalf of Felando (Phil) Johnson, Program Manager, of the Charge Card Service Center Program Office.

APCs,
The Charge Card Service Center (CCSC) is in the process of implementing additional oversight and compliance programs to ensure the charge card program is in compliance with the Departmental Regulation (DR) 5013-6 and Office of Management and Budget (OMB) Circular A-123. 
A Separation of Service Report has been created to identify employees who have left the department. On a monthly basis the CCSC will send the APCs a separation report for review that identifies employees who are no longer employed with their agency, but still have active purchase cards and user profiles in Access Online. The Separation of Service Report has been created with account information from Access online that is cross-referenced with information from the USDA Human Resource Department. 
  Starts: July 2013
  Due: 15th of Every Month
  Frequency: Monthly
Action Required by the APC:
 Terminate (T9) any purchase cards in Access Online tied to an employee who is no longer employed with your agency, and then, remove the user profile from Access Online.
 Confirm to the CCSC that corrective action has been taken by date specified in e-mail. Confirmation for each agency report should be sent to the CCSC Inbox and should reflect one of the following statements:
 All employees listed are no longer employed with the agency and their corresponding purchase cards and user profiles have been terminated/removed from Access Online.
 Some employees listed are no longer employed with the agency and their corresponding purchase cards and user profiles have been terminated/removed from Access Online. In addition, we believe the following employees (list them) have been listed in error as they are current employees with our agency.
If you have any further questions on this process, please send an e-mail to the CCSC Inbox.

