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After the cardholder verifies their Citibank card transactions in SFS (See Reconciling a Procurement Card Transaction in SFS 
video), the MAST statement package is prepared for supervisor approval and submission to the BSC. 

In this module, you 
will learn how to 
complete 
reconciling the 
procurement card 
transaction process 
by preparing the 
Monthly Account 
Summary 
Transmittal (MAST) 
statement package. 
 
First, log in to your 
Citibank card 
account at: 
https://home.cards
.citidirect.com/Co
mmercialCard/Card
s.html. 
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Select Statement.  
 

 

Select                 for 
the current 
statement. 
 
If you wish to print 
a previous 
statement, change 
the statement at 
the drop down 
arrow. 
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Select             .  

Select print. 
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Example of a 
printed statement. 
 
Block out your 
account number 
(three locations). 

 

 

Number the 
transactions in 
order of statement. 
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Provide backup for 
each transaction. 
Backup includes 
the original order, 
invoice (not 
packing list), any 
email 
correspondence, 
and receiving 
notices. 
 
Identify the 
matching 
transaction number 
in the upper left 
hand corner. 

 

 

Go to the BSC 
website: 
https://bsc.ogs.ny.gov 

and select All 
Forms. 
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Download the 
Procurement Card 
Monthly Account 
Summary 
Transmittal 
Statement Form. 
It is a fillable PDF. 
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Fill in your 
Cardholder Name 
and Agency. The 
Statement Period 
is the time period 
the charges 
accrued for this 
statement, e.g. 
April 7, 2013 – May 
6, 2013. Statement 
Total is the Total 
Amount of Memo 
Item(s) located 
after the charges 
on the Citibank 
statement. 
 
The Cardholder 
must verify all 
charges have been 
verified in SFS (see 
Reconciling a 
Procurement Card 
Transaction in SFS), 
documentation has 
been attached for 
each transaction, 
and the Citibank 
statement is 
attached. The 
certification must 
also be signed and 
dated. 
 
The Cardholder 
forwards the 
package to the 
Supervisor. 
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The Supervisor and 
SFS Approver (SFS 
Approver may also 
be the Supervisor) 
must verify all 
charges have been 
approved in SFS 
(see Approving a 
Procurement Card 
Transaction in SFS), 
documentation has 
been attached, and 
the Citibank 
statement is 
attached. They 
must also sign the 
certification.  
 
Once complete 
mail or email the 
entire package. 
 
Mail to the BSC at: 

NYS Office of General 
Services 
BSC Finance – Credit 
Card Unit 
50 Wolf Road, 3

rd
 

Floor 
Albany, NY 12232 
(518) 457-4272 

 

OR 
 

Scan the complete 
package and email 
to the BSC at: 
creditcard@ogs.ny.
gov. Note in the 
subject line: MAST 
Form. 
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