New York State Office of General Services
Business Services Center
50 Wolf Road, 3" Floor
Albany, NY 12232
(Phone) 518-457-4272

Credit Card Reconciliation
MAST Package

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.
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Select Statement.
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| @ cii® Commercial Cards

Citi® Commercial Cards

~ [ @m v Pagev Safety~ Tools= @~

’i\' Welcome! JOHN DOE 05/16/2013 For assistance please contact Citi Customer Senvices (> Logout
Home My Card Account  Statement My Profile  Resources Web Tools
This is your Citi Commercial Cards home page where you can view your account statements and payment details. b
Message Center New message(s):1, Total message(sk1 Quick Links
= System Maintenance More > Manage Alerts
= Update User Profile
= Apply For New Card
= Link another card account
» View Requests
% Current Account Summary
Current balance: |S750.00 Last payment received: | S 0.00 (Not Available)
Creditlimit: |$2,500.00
Next payment due: |5 0.00 (05/31/2013)
% | Transactions Since Last Statement
Transaction Posting . Transaction Transaction [Exchange: ardiPosting
o ate Date fdais Hire et e lamount urrency Rate amount
o 1 05/08/2013 05102013 244273331230800000276%6 CENTURION 250.00 uso 250.00
o 2 05/09/2013 05/10/2013 24437333120080000027712 CENTURION 500.00 uso 500.00 -
& Internet | Protected Mode: On 4G v ®100% -

Select EEIEED for

the current
statement.

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

File Edit View Favorites

Tools Help
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| @ Card Statements and Payments

Citi® Commercial Cards

5~ v [ o v Pagev Safetyv Toolsv @+

P Welcome! C JOHN DOE 3/16/2013 For assistance please contact Citi Customer Senvices = Logout
citi :
Home My Card Account Statement My Profile  Resources  Web Tools
Accountinfo  Account Summary  Unbilled Transactions
View, print and download your account statement. Please cick on the icon displayed next to the transaction to get more details =|

Please da not pay this bill as your company will be paying.

Card Details

Card number Card name Previous balance Balance due New transactions

HO00000KK JOHN DOE 5000 5230767

Payments received Paymegit Due Date
$0.00 05/3)/£013
Statement date 05/0612013 - StalemArl date : 04/07/2013 Statement ending date : 05106/2013

View additional statement information m

K < Pagetoft > >
Transaction Posting o - Transaction Transaction Exchange Card/Posting
L date. Date Dsisay e Le Amount Currency Rate amount

° 1 04i06/2013 040812013 | 24164073097105050013705 STAPLST098499420000001 335.44 usp 335.44

° 2 04102013 041072013 | 24055233100083316950969 588 COMPUTER AND OFFICE 48551 usp 48551

° 3 0411912013 0419/2013 | 24055233100083722543706 588 COMPUTER AND OFFICE 81.02 usp 81.02

o 4 04/2212013 042472013 | 24323003113253567010056 TONER-N-MORE 256.00 usp 256.00

5 042512013 0429/2013 | 24323003116253570010017 TONER-N-MORE 489.98 usp 499.98
Done @ Internet | Protected Mode: On A - ®10% - J|
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Select .

Please note by clicking OK the print view will be displayed in a PDF format.
Do you wigh to continue?

o« J Concol

¥ Download latest version of Acrobat reader

Select print.

@ https://home.cards.citidirect com/CommercialCard/Service?fileName=... = | B | & |

|E https://home.cards.citidirect.com/Commercial Card/Service?fileM 5 Citigroup Inc. [US] |
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Example of a
printed statement.

Block out your
account number
(three locations).

Crnid
citi
I 00000 0000000La

[ acommoser | [ryowsions | [ swwssacs | [snmen aoseroom

oo | e | wom | 30,00

(s

JOHN DOE Clilsank
- BEC. F O Box 1437

oas T3
Fa max 2117 COLUWAUS, i 432183178

ALY WY 12117

CITIBANK CORPORATE CARD

Py Homw o
_ maeen e b s riey Crat e

.08 | #0.00 | s0.00

Fer custames servics call erwritn 18802884553 Citlbank P.O. Box 6125 Bicus Fulls, 80 87117
Sand payments to: Chibank 0. Box 163173 COLUMBUS, O 432183173

8000 ¥2,500. 8¢

Statement Date
o8/08 /2013

Paymert Date
a531/2013

[r— [ERm—— Jr— Avab's Cast J
wo-reo-o §0.00 $2,300.00 e
Sw |
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S/18/2003 D4/10/2013 ADSS233100CEIILENS0960 SLE-#TT-850¢ K Bars. 5L
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/

Provide backup for
each transaction.
Backup includes
the original order,

»

588 Computer and Office Products, Inc.
1 Fairchild Square, Suite 3

Clifton Park, New York 12065

FED ID # 141752798

(518) 877-0500 FAX (518) B77-3800

L DATE  |ORDER #
4,/18,/13 439765-0

SALESMAM 101  TIME 09:4B:12
WAITER  AUTO  PAGE
FEDERAL # 14-1752798

PHONE
518-877-9500

. . CUSTOMER #' PREPATD PO #B5C041513
Invoice (nOt BILLING ADDRESS INVOICE —— SHIPPING ADDRESS
H H 38th
packing list), any (gsfnggMIm. TWR, 31T FLR REPRINT ESPYCORNING TWR
. ALBANY Ny 12242 ALBANY Ny 12242
ema [ mnE:r Emv sné'?‘v ENIIEDT ENDE ]
ITEM NER. CO. DESCRIPTION N ar RI EXTENDED
correspondence, e
and receiving 18c0032 LEX| INKCART,#32 BLACK EA 1 1 25,6860 ¢ 25.86
t. 180033 LEX| II'I(CMET,#SE COLOR EA 2 2 27.580 ¢ 55.16
notices. E‘I:::}-?:_
SHIPPED WEIGHT ( 330)
TOTAL AMOUNT BAID) §1.03 AMOUNT DUE: .00
Identify the
matching
transaction number
in the upper left
hand corner.
B SUB-TOTA 41.02
TOTAL 81.02
Go to the BSC e D200 =

website:
https://bsc.ogs.ny.gov
and select All
Forms.

€ https://bsc.ogs.ny.gov/
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SERVICES FOR
EMPLOYEES

Benefits
Credit Cards
Payroll

Personnel
Transactions

Time & Attendance

Travel & Expense
SERVICES FOR
ADMINISTRATORS

Accounts Payable

Accounts Receivable

Purchasing
ADDITIONAL
RESOURCES

All Forms

Training Resources

CONTINUATION
OF_INSURANCE
COVERAGE

For Graduating Students
and Dependent Children

] »

1

QUESTIONS OR
COMMENTS

Name

Telephone

Email

Subject of Submission

|- None - [~]

Questions or Comments

RS Anac nu aau
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Download the
Procurement Card
Monthly Account
Summary
Transmittal
Statement Form.
It is a fillable PDF.

SERVICES FOR
EMPLOYEES

Benefits
Credit Cards
Payroll

Personnel
Transactions

Time & Attendance

Travel & Expense
SERVICES FOR
ADMINISTRATORS

Accounts Payable

Accounts
Receivable

Purchasing
ADDITIONAL
RESOURCES

All Forms

Training Resources
LEARN MORE ABOUT
THE BSC

What is the BSC?

Our Path Forward

FAQs

All Forms

The following page provides 3 comprehensive fst of all forms related to BSC HR and Finance transactions.
For assistance or if you cannot find 2 form you need, please contact the BSC at 518-457-4272 or bsc@ozs.ny. 2ov and we will help you.
Forms For Employees

s Benefits Forms - heaith insurance, ife insurance, retirement, other benefits programs

== Credit Card Forms

Allitems related to Travel and Purchasing Cards {applications, change requests, monthly summaries, 2nd forms) should be sent
directly to the BSC Technical Services Unit by mall {31st Floor Coming Tower, Empire State Plaza | Albany, NY 12242) oremail
{creditcard@ozs. ny.gov).

Citibank Government Cardhoider Dispute Form (DCC)

New Traveler/Travel Card Credit Card Application [PDF)

Non-Employee Travel (NET] Card Application {PDF)

Procurement Card Application (PDF)

Procurement Card Change Reguest (PDF) /
Procurement Card Monthly Account Summary Transmittal Form [PDF)
Travel, Procurement & NET Card Acknowiedzement Form [PDF)

Traveler chansze Reguest Form {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.

BT DR OM N PN SH T O 0N T LT ol T
HYS Ollrcw ol Swrered Swrooo

PROCUREMEMNT CARD
MOWMTHLY ACCOUNT SUMMARY TRAMSMITTAL (MAST)

B&C Finmnca-Cradk Card Unik

S0 WalrFead, Jrd Flaar
Hbnw, h¥ iy

H STt

o0 el oo g d T gy

Instructhons: Upon recaloc of moncnby Cdoans oo oo me oo cand oanemeane, yeacky mac all cnangss nawe pean saconclked and aooowed In
SF5. Amracn all secaloes, Imeo ke and suonoming documenm@mds nwkcn me Cklpans scacemans m ok s=poed wimin 1] dayvs sfoss meand of
ez ollling cwcke. Skgned renom v en alldocu me neackon snoukd b Sunm osd m cne BSC acone a0 we addeess.

5 tatement Inform ation
Cavdfkde ¢ Wame

A-qi/cv

E?!merl: Paclod

¥

E?Erﬂerl: Tocal

Lt 1 N L S Reconciliation Checklist
Cnednokier Supsrylor 3F5 soneer
1. Allcnaoges nawe pmen weckb=d b 5F5 I_
2. Allcnaneges nave gesn a0o6oved [
3. Inwokesf eoabying documanaoon bk aSmac nad for a8n Cransscckan | [
a, Crlpanvscanaman k& amesned |0 ks K out 200 Ui Ny moes] O O

secton 111 XTI

Card bokler's Certificat o

¥

1 om kY ED EnE DRSC O My K N0 kede Al masemanrs Kenckisd Anowes ane oot A nd {ust A nd £t payment bk aoo rowed and cnac
cne goods and secvioes randenesd o furnkned foc axpenses clalned mans aonaved o Cos off kil dudes of ks agency.

v

En o bope Hame | 0¢ine o ¢ cype )

Supérvigar's Certificatian

1 onave raviziesd Bnd sgees kN Coe casdnokies cal Eackn,

En pkopes 5 kg acuee

SupsrvEor Mame [0 o CoR]

5FE Approver's Certification:

1 nmye ey laiesd 8nd sl CRANgES Nawe B0 80 0ccwed In 5F5.

SunarES SRnatue

Anpoowes Kame | oclnc o cype]

Oooeewes S kgnacune

ESC ULET 014
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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"
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.

PROCUREMENT C ARD
"%"" MONTHLY ACCOUNT SUMMARY TRANSMITTAL (MAST)

SN 0 TS o SHIT N1 QWA g LT’ T

HY=S OlTcw al el = wrooo
B Finanza-Cradk Card Unlk

S0 Wl fFioaed | Jrd Flaor

M hY s

E{ o
Cracdbiar dogu e goe

Instructians: Uoon sceloc of momnly CHOAME 0000 U e e Cand Fanemens vaky mac all cnacgss nawe pean waconclied and aoooved In
SF5, Amecn all secslos, Imee ks & nd S unooTing dol untenmmds A N me CEI0an K SCaoamant @ ok f20om m i in 1D days o me s nd of
cne ollling cwcke. Skaned a=0oem o A ] docy e acackon snoukd 0 S uonm keed m cne BSC A Cne anave addiss

5 tatement Inform ation

Cand nokde ¢ Rame ogency
John Coe e el
acacanans Fer o Scacanans Tocsl
070713 - 08706/ 13 $13567.89
Lt LT 0 GEReconciliation Checklist , ,
¥ ¥
o ngng ier Supeielgor 3F3 Lppnower
L. Bllcnages nave neen veckled R0SES [
2. Allcnanges nawe ooan a006yved |
3. Inwvokesr &cahing documanmdon AT ned o &a0n Coansaccion B |
a,  CElpany statsmant b ames nad |0 ke & out 000 unt N noeds] 54 O

Section III [HTES TETTLE

Cardbo ers Certificatiom

John Doe

okn Doe

] cam¥y oo Cne DEECOF MY Ko kedge all sacemants enckisd anove ace cocee s and fuk and cnat payment k aonsowed andenac
cne goods and servioes rendensd o furn Ened for expanses clalmed wace anocoved for one o Kial dudes of Mk agency.

08/09/13

Emokasts Mame | odine o eyoe ]

Superviaor's Certificatian

1 nave revizvesd and sgees i one cacdnokder ceck Eackon.

's ¥

Er Okwas SHRATUsE

[re

SuperyEor Hame [0 or oype] Sunervio 5 ignacune [
&SRS Apprawer's Certificatiom
1 nave saviaveed and allcnangss nawe poen agoaved In SF5,

00 over BamE | 00108 o ¢ Ey0E] O.00AC eSS RN AT [
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