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General Overview





The Citibank Government Purchasing Card program is designed to meet the following objectives:





Simplify the purchasing process





Reduce paperwork and administrative costs associated with official     


Government purchases





Streamline payment procedures and improve cash management 


practices





Improve management control, reporting and decision-making activities





Operational, Billing and Transaction Dispute Support


The Citibank Customer Service Center may be contacted 24 hours a day, 7 days a week, every day of the year by calling 1-800-790-7206 (in the U.S.) and 904-954-7850 (if overseas, call collect) to assist Cardholders, A/OPCs, Designated Billing Office (DBO) and Transaction Dispute Office (TDO) officials with day-to-day questions and issues.





Convenience Checks


Guaranteed against theft or loss, these pre-printed, pre-numbered, two-ply copy checks are issued to designated users. They have no pre-set amount; however, on request, a “not to exceed” amount may be printed on the check face.  Convenience checks are designed for use at merchants worldwide that may not accept the Citibank Government Purchasing Card. Cleared checks are posted to a Cardholder Purchasing Card account and appear on the Cardholder’ s Statement of Account as a separate line item, identifying the check number, date processed and name of payee.





Reporting


Citibank provides all reports specified in the GSA Master Contract and your Agency/Organization’s Task Order, in a format designed to enhance management information analysis and report utilization. This information can be provided in electronic media to maximize timeliness for reporting and updating databases.


Electronic Access Systems


Citibank provides controlled electronic access to account statements, account maintenance, reports and disputes through CitiDirect. 





Value-Added and Customized Products and Services


The Business Development Manager for your Agency/Organization is available to discuss any customized products and services the Agency/Organization may require. Value-added and customized products and services include Inter/Intra-Government Services, Activation/Deactivation on Demand, Optimal Products and Services and Customized Reporting. 





Inter/Intra-Government Services


The Intra-Governmental Transfer System, commonly referred to as IGOTS, is an evolving service that supports payments for goods and services within and between Government entities. The selling Governmental entity is set up as a merchant that accepts the Citibank Purchasing Card as payment for the goods and services purchased by another Governmental entity. This feature supports the authorization, processing, settlement and accounting transactions for the transfer of funds among Government activities. Most important, the funds never leave the Government. Further, the same card used for outside purchases can be utilized for IGOTS transactions.





Activation/Deactivation on Demand


The A/OPC may temporarily deactivate or reactivate a Purchasing Card account. This function can be performed electronically or through a telephonic or faxed request to the Customer Service Center.





Optional Products and Services


Citibank’ s program includes optional services such as Hybrid/Smart Cards, Photo IDs and Card Sleeves.





Customized Reporting


For Agencies/Organizations utilizing CitiDirect, ad hoc report parameters can be saved as customized reports. Requests for customized reports for non-CitiDirect users should be submitted to the Citibank Client Account Specialist assigned to your Agency/Organization. He/she will analyze the requirement and report to the A/OPC with all report parameters, including necessary lead time.








Responsibilities of Program Participants





This section provides information on the duties and responsibilities of the individuals and Agency/Organization entities involved in managing, directing and controlling the Citibank Government Purchasing Card program. The Citibank Government Purchasing Card program has many participants, each with unique responsibilities. Therefore, the collective actions will determine the effectiveness and efficiency of the Government Purchasing Card program. The Master Contract and Agency/Organization Task Order define the responsibilities of the parties involved in this unique partnership. 








• Agency/Organization Program Coordinator (A/OPC)


• Approving Official (AO) (optional)


• Cardholder


• Designated Billing Office (DBO)


• Transaction Dispute Office (TDO)


• Agency/Organization Contracting Office (A/OCO)


• Citibank





The Agency/Organization Program Coordinator (A/OPC)


The A/OPC generally serves as the focal point for answering questions, completing contract administration activities, coordinating applications, issuing and destroying cards, establishing and reviewing reports, managing administrative training and serving as the overall point of contact between Cardholders, the Agency/Organization, Citibank and GSA.





For some Agencies/Organizations, the A/OPC may be the ordering Contracting Officer. For those Agencies/Organizations where the A/OPC is not the ordering Contracting Officer, the Agency/Organization’ s ordering Contracting Officer shall also be treated as the A/OPC and exercise the same rights set forth herein.





Only the A/OPC or the GSA Contracting Officer is authorized to request Citibank to establish new accounts. This individual also serves as the liaison between the Agency/Organization, Citibank and the GSA Contracting Officer. 





The A/OPC oversees the card program(s) for his/her Agency/Organization and establishes guidelines. Changes to required authorization controls must be submitted to Citibank by the A/OPC.





A/OPC responsibilities typically include administration of the Agency/Organization’ s Task Order as follows:





• Maintaining an up-to-date list of account names, account numbers, addresses, e-mail addresses, telephone numbers, etc., of all current Cardholders and accounts





• Maintaining an up-to-date list of Agency/Organization points of contact for DBOs, TDOs and Electronic Commerce/Electronic Data Interchange (EC/EDI) Offices (EO) and as applicable, a point of contact for each site with its telephone number





• Providing to Citibank all changes in his/her Agency/Organization’s organizational structure that affect invoice and/or report distribution 





• As requested by the GSA Contracting Office, and on a quarterly basis, reviewing and evaluating the technical and administrative task order performance and compliance of Citibank, including conformance with price and schedule provisions of the work effort, and accepting deliverables. The A/OPC will ensure that DBO, TDO and EO Offices provide feedback to the A/OPC. The A/OPC will consolidate feedback on the task order evaluation forms 





• Resolving technical and operational problems between Citibank and the user as required





• As applicable, assisting the GSA Contracting Officer in authorizing unique contract support changes





• Taking appropriate action regarding delinquent accounts or non-compliance with task order performance, notifying Citibank and the GSA Contracting Officer as appropriate, and reporting to the GSA Contracting Officer any observed violations of applicable executive orders, laws or regulations





• Conducting site visits of Citibank facilities as necessary





• Ensuring that task orders and change orders to the task orders are within the maximum dollar volume limit, and include:


– Clearly defined requirements, acceptance plan and criteria and an appropriate management and technical approach


– Defined milestones and deliverable products, schedules and prices





• Developing an independent Government estimate for each task order and/or change orders to the task order, for use in negotiating price





• Participating in annual training conferences and disseminating to the Agency/Organization basic information learned during conference proceedings





• Ensuring Cardholders use the card program correctly 





• Monitoring account activity and managing delinquencies





• Ensuring that appropriate steps are taken to mitigate suspension or cancellation actions





• Specifying any preset authorization limits for Purchasing Accounts and Cards, as well as other parameters, e.g., MCC restrictions 





• Activating core products and services





The A/OPC will not provide supervisory or instructional assistance to Citibank personnel. The A/OPC is not authorized to change any of the terms and conditions of the Master Contract. Only the GSA Contracting Officer can authorize changes to the Master Contract. Agencies/Organizations should consider assignment of subsidiary A/OPCs at each major level within the organization.





The Approving Official (AO) (optional)


The Approving Official (AO), if used by an Agency/Organization, is normally the supervisor to whom a Cardholder reports for authorization to purchase required supplies and services. AOs assist in the reconciliation of Cardholder accounts, ensuring proper procedures are followed when purchasing supplies or services. AOs are the conduit between the A/OPC and the Cardholder, ensuring proper dissemination of information regarding program changes and Cardholders’ ability to utilize their cards.


 Although not contemplated by the Master Contract, Citibank understands that some Agencies/Organizations wish to employ this management tool for the Purchasing Card Task Order. Citibank will work with each Agency/Organization that requests such support.





The Cardholder


The Cardholder is the individual or Agency/Organization entity designated by the Agency/Organization who is issued a Purchasing Card and is responsible for the purchase of goods and services with that card in accordance with applicable regulations and Agency/Organization policies and procedures. 





It is the Cardholder’ s responsibility to understand and comply with his/her Agency/Organization’ s policies and procedures regarding authorized purchases, record keeping, reconciliation and payment of the Statement of Account. In addition, the Cardholder is responsible for informing the merchant of the tax-exempt nature of any purchase being made with the Purchasing Card. 





The Designated Billing Office (DBO)


The DBO is responsible for processing and ensuring payment of the Centrally Billed Purchase Account invoices. 





The Transaction Dispute Office (TDO)


The TDO may be established to assist the Agency/Organization and Citibank in tracking and resolving disputed purchases.  The Agency/Organization Contracting Office (A/OCO) has the responsibility for issuing the task order against the contract with Citibank for Purchasing Card services. Administration of the Agency/Organization Task Order is typically the responsibility of the A/OCO. All A/OPC questions regarding the terms and conditions of this task order should be directed to the A/OCO in accordance with the Agency/Organization’ s policies and procedures.





Citibank


Citibank will provide timely delivery of all products and services specified in the Agency/Organization Task Order, within the parameters established under the GSA Master Contract.





• The Business Development Manager assigned to your Agency/Organization provides developmental services for the life of the contract. He/she serves in the role of Task Order Manager in accordance with section C.26 of the Master Contract





• During implementation, your dedicated Client Development Manager will utilize the entire spectrum of resources within Citibank to make your Agency/Organization’ s Purchasing Card program a success





• Once implementation activities are completed, your dedicated Client Account Specialist will take over day-to-day and special support activities. Citibank will provide the Agency/Organization and its employees with dedicated and responsive customer service representatives 24 hours a day, 7 days a week, every day of the year through the Citibank Customer Service Center. This service will enable all program participants to obtain information and resolve problems associated with their Government Purchasing Card program.





Citibank will also provide electronic access and reporting through the CitiDirect Reporting system as required by the GSA Master Contract and the Agency/Organization Task Order. Electronic communication not only reduces turn-around time, it also helps to improve the timeliness and accuracy of system updates. Citibank will use the CitiDirect reporting system to provide each A/OPC office with an electronic method to obtain and submit program forms. These forms will be provided upon request, in the format specified in the Agency/Organization’ s respective Task Order. For security reasons, these software packages will be password protected, and access will be limited to individuals authorized in writing by the A/OPC.





Citibank personnel will assist the Agency/Organization with account setup, account maintenance, reporting and establishing billing, reconciliation and Citibank dispute processes that properly support the use of the Purchasing Card Program. 





Citibank meets all security requirements as specified in the Master Contract and Agency/Organization Task Orders. Internal security procedures will also be utilized for this contract, including those to properly protect databases and information processing system access. We will only release information concerning account numbers or names of Cardholders in accordance with the terms and conditions of the Master Contract. Creditworthiness checks will not be used as part of the issuance procedures for Purchasing Card accounts. Citibank will also provide each Cardholder with an information mailing which contains the following items:





• Purchasing Card


• Cardholder Guide including Sample Statement of Account
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