
General Comments- 
 
Next call will be on Wednesday, March 9, 2011.   You will receive a reminder e-mail 
two weeks prior, which will include the phone number to call as well as the access code. 
 
The Bank of America/Commonwealth Card Summit Conference will be Thursday March 
3, 2011 @ the Ramada Inn Richmond, next to Genworth Financial.  The conference is for 
PA’s and Back-ups ONLY.  You should have received an email to register for the 
training in LMS.  Once you have registered, DOA will go into LMS and approve you to 
attend the conference. We will have online access for all sessions which include a Webex 
and phone conference for all sessions.  You may pick and choose what sessions you 
would like to attend. Localities that are interested in attending please email 
cca@doa.virginia.gov.  The conference is FREE and first come first serve.  There is a 
limit to the number of people that can attend in person.  The last day to register is 
Thursday February 24, 2011. Please do not show up to the conference with out 
registering. There is a special hotel room rate of $69.00 + applicable taxes per night for 
those individuals who will be driving in on the Wednesday before the conference. A draft 
agenda will also be included in the registration email.  Lunch will be provided at the 
conference.  7.5 CPE’s are being offered for attending this conference for those who are 
in need of CPE’s.  Jeanette Martin, Bank of America Fraud Manager will be back to do 
another session on fraud this year.  Other available sessions include, Works training 101 
& 201, Higher Education, Localities, IntelliLink, and Best Practices.   
 
For state agencies, the updates to CAPP Topics 20355 Purchase card and 20360 Travel 
card are in final review.  We will send out a document listing all the changes that were 
made in an email once the CAPP has been update.   
 
State agency trainings have been loaded into the Knowledge Center. All training 
certifications are due not later than June 30, no exceptions other than medical or military 
leave.  If you have someone that is out on Medical or Military Leave, PA’s please make 
sure that you are notating that information on the bottom of the certification form. 
Agencies who have their own portal must work with their system administrators to ensure 
that the current training is properly pulled into your portal.  Localities that are interested 
in a copy of the training, please let us know. 

 
 
Questions- 
 
When will expiring cards be received? 
 
All expiring cards should be received within the next week.  The cards are being re-
issued in the order they were sent out during implementation.  Cards will not expire until 
11:59 pm on 02/28/11.  If you have not received your cards by 02/16/11, please let 
Monique Robinson know by sending an email to cca@doa.virginia.gov. 
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Our agency is still interested in Online Reconciliation and need to get a webinar 
setup? 
 
If you are still interested please email Monique at cca@doa.virginia.gov along with some 
dates that are good for you. 
 
Our agency has a new hire that will start on March 1, 2011, how can she be 
registered for the conference without being setup in LMS? 
 
Send an email to Valerie Alley along with the employee’s name and agency number; we 
will manually add her to the list. 
 
What is the difference between the Cardholder Training and the Cardholder 
Refresher? 
 
Cardholders training are for new cardholders that have not taken the training.  The 
Cardholder Refresher Training is for cardholders who have already taken the full blown 
training. 
 
When new Visa’s are issued is it required that cardholders have to sign another 
employee agreement? 
 
The Employee Agreement is required every 2 years at renewal time, but some agencies 
require that it be submitted each year.  The form can be downloaded from 
www.doa.virginia.gov, click on charge card Administration/Charge Card forms/Select the 
agreement that you need; you may also select the Word version or PDF version. 
 
Are cards being sent the same way they were during implementation? 
 
IL Travel cards will be sent directly to the cardholder at the address that is on file in 
Works.  If the cardholder has not used their card within 12 months, they will not receive a 
replacement card. Small Purchase cards will be sent the way that they were during 
implementation.  If f the addresses on the accounts were not updated with a correct 
mailing address, you will not receive the cards.  Please contact cca@doa.virginia.gov if 
your agency or cardholder has moved and the address was not updated in Works. 
 
 
Can adjustments be made to DOA’s employee agreement with your approval? 
 
Yes, please send a copy to DOA indicating what changes you are requesting and we will 
review it. 
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