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Confidentiality Statement 

The information provided by Citi to the State of Nebraska (the State) in this proposal (and any additional information provided 
subsequently in connection with this proposal) is confidential to Citi and is intended solely for the use of the State and its employees. 
This information may not be disclosed outside of the State, other than to professional advisers engaged specifically by the State to 
evaluate the proposal, and shall not be duplicated, used or disclosed in whole or in part for any purpose other than to evaluate this 
proposal. If the State discloses any information to such professional advisers it shall ensure that such persons maintain tile 
confidential nature of th is proposa I. 

Notwithstanding the above or any other provisions of this proposal, the State of Nebraska and Citi hereby agree that eacll party (and 
each employee, representative, or other agent of each party) may disclose to any and all persons, without limitation of any kind, the 
U.S. tax treatment and U.S. tax structure of the transaction or arrangements and all materials of any kind (including opinions or 
other tax analyses) that are provided to each party relating to such U.S. tax treatment and U.S. tax structure, other than any 
information for which nondisclosure is reasonably necessary in order to comply with applicable securities laws. 

Subject to Contract/Disclaimer 

This proposal is provided for information purposes only and is neither a contract nor an offer to contract. However. if this response is 
satisfactory to the State, one or more companies within Citi would like to enter into mutually agreeable terms and conditions with the 
State. 

The information contained in this proposal Is believed to be accurate. but Citi makes no representation or warranty with regard to the 
accuracy or completeness of any information contained herein. 

Citi is not acting in any advisory rota in relation to legal, tax or accounting issues relating to this proposal or otherwise. You should 
obtain your own legal. tax or accounting advice in relation to your evaluation of this proposal. 

Cltl 

For the purposes of this proposal "Citi" means Citigroup Inc. and its immediate and subsequent subsidiaries and affiliates. 
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Executive Summary 

Citibank, NA is pleased to present our best-in-class, innovative, and cost-effective Commercial Card 
solution to the State of Nebraska. In this current economic climate where government agencies are 
subject to internal and public scrutiny, it is vital for the State of Nebraska to explore all possible means of 
maximizing its efficiencies and obtaining a superior solution at the best possible price. 

The opportunity before the State of Nebraska is significant. Citi looks forward to working with you to 
provide an exceptionally competitive-priced, value-added solution to address your evolving payment 
needs. 

Citi Understands the State of Nebraska's Objectives 

The State of North Dakota's 
Objective 

Full Payment Solution 
Beyond Cards 

Financial Incentive 

Innovative Card Solutions 

Smooth Implementation 
Process 

Integration with your ERP 

Program Growth 

First Class Service Model 

World Class Partnership 

Effective Training 

State of Nebraska 

Citi's Differentiating Solution 

• Corporate Liability/Corporate Bill solution including Travel Card functionality 

o Additional services the State of Nebraska may use include Virtual Cards. 
Declining Balance Cards, and Ghost Cards 

• Highly competitive financial offer 

• Dashboard delivery of information 

• Citi Program Audit Tool 

• Expanded card usage solution 

• Proven methodology and experience transitioning large and complex 
programs 

• Implementation Manager dedicated to the State of Nebraska's implementation 
process 

• Multiple file options to meet institutional file needs 

• Citi systems/reports can integrate with ERP systems 

• Proven technology deployed with many clienls today 

• Supplier onboarding support for the State of Nebraska's program understands 
the program and drives results 

• Program optimization analysis identifies areas for growth 

• Experienced Account Manager, Marykay Casey 

• Program Administrator (PA) Service Team based in Jacksonville, FL 

• The largest issuer of credit cards in the world 

• Approved Federal Government GSA SmartPay 2 Card provider 

• The customized program will include onsite, web casts and incorporates 
fifteen years of Industry Best Practices 

cffi" 



Reasons for Citi's Success in the Public Sector 

Citi's innovative solutions are unrivaled in the industry. Citi continues to be the preferred partner for Public 
Sector organizations around the world, including many school districts across the nation. We recognize 
that our clients are the most important asset that we have, and this sentiment is shared across all levels 
and lines of our business and reflected in every decision we make. Success in the budgetary climate is 
driven by strategy and partnership. Organizations continue to seek new ways to optimize their operations 
and we remain committed to developing solutions that help achieve their expense management goals. 
Throughout the years, we have had the opportunity to partner with our Public Sector clients to implement 
programs that allow them to operate more efficiently and transparently to effectively navigate today's 
budgetary conditions and lay the foundation for long~term success. 

Now, more than ever, organizations need the best tools and partners to manage resources judiciously 
and operate efficiently. That is why the world's leading organizations choose Citi. With over 100 years of 
experience serving federal, state, and local governments throughout the United States, Citi is uniquely 
qualified to bring best practices to Public Sector organizations across North America. 

Meeting Your Needs 

In today's competitive environment, we understand that Public Sector entities, such as the State of 
Nebraska, are positioning themselves for success in the new economy by targeting internal opportunities 
to capitalize on immediate cost savings. In partnering with Citi, the State of Nebraska can benefit from 
several advantages afforded by the scope and strength of the most comprehensive commercial card 
solution in the market. Citi has partnered with several State and Local clients similar in scope to the State 
of Nebraska to help them address challenges, capitalize on opportunities, and achieve sustained 
efficiency. 

Public Sector organizations, like the State of Nebraska, are looking for their Commercial Card program to: 

• Facilitate small purchases and expedite payment to vendors 
• Improve internal administrative cost control 
• Achieve administrative savings by implementing electronic billing/payment 
• Consolidate and enhance data collection and reporting 
• Leverage issuer expertise to develop and roll out new products and programs 
• Expand your Virtual Card program 
• Offer a web-based program to allow for electronic viewing, editing, and approval of purchasing card 

transactions 
• Interface to the current financial system 

Citi Working Capital Analytics 

We facilitate a B2B Strategic Partnership, whereby Citi leverages our proprietary Working Capital 
Analysis tool to identify card-able spend and maximize rebate across the traditional Purchase Card 
Offering. This partnership includes: 
• Supplier Enablement Optimization Strategies 
• Citi Supplier Enablement Team, a US-based team that works with our clients to onboard more of their 

suppliers to receive a card payment 
• Program growth means higher rebate, improved working capital, and increased efficiency through 

elimination of checks 
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Industry Leading Fraud Prevention 

Citi is the Industry Leader in fraud prevention and management. We: 

• Help you to improve the audit process and assist with Fraud Early Warnings 

• Provide chip & pin technology to reduce third party fraud -Citi is leading the Commercial Card 
industry having completed a full migration to 100% Chip and PIN (vs. chip & sign) issued for the U.S. 
Commercial Card portfolio 

• Offer 100% protection for third party fraud 

• Offer 3D Secure for card-not-present transactions 
3D Secure is a pre-transaction authorization process used to authenticate cardholders when 
using their Citi Commercial Card at an eCommerce (purchasing via the internet) merchant that is 
3D Secure-enabled. 3D Secure is technology that is based on business rules that aides in 
determining, at the point of purchase, if that purchase at an eCommerce merchant is being made 
by an individual other than the cardholder, which could indicate potential fraud 

In addition to meeting these requirements, our dedicated relationship team will aid in analyzing your 
accounts payables information to identify what current payments can be migrated to a card solution, 
introduce best practices that work for other successful school district programs, and provide customer 
service and support to ensure that the program meets and exceeds your goals. 

Industry-Leading Technology 

Citi Commercial Cards commits more t/Jan 10% of its revenue to developing new technology to ensure 
our clients continue to benefit from the scope and strength of the most comprehensive commercial cards 
services in the market. 

Delivering best-in-class products, quality service and execution, and the tools and resources to drive 
bottom-line performance is the cornerstone of our strategy. Because Citi's commercial cards services play 
an integral role in driving cost-savings for thousands of businesses and public sector clients around the 
world, now more than ever, we are investing in our capabilities to deliver the industry's most advanced 
payment tools and platforms. 

Conversion Expertise 

For over 25 years, Citi has served the needs of the world's leading corporations and public sector 
organizations with its advanced commercial card programs. From this experience, we have developed a 
best practice approach to implementation that enables Citi to convert programs with a level of expertise 
and efficiency that our competitors cannot match. 

Citi understands that a smooth transition is one of the most important steps in building a successful 
commercial card program. To support a seamless implementation and program transition, Citi will 
designate an experienced team of implementation experts to support your program. This implementation 
team will be comprised of an Implementation Manager, a Client Service Expert, and a Technical 
Integration Specialist. This team will play an active role in your program long after your first cards are 
issued to ensure your organization has the resources and program support to execute and sustain the 
most effective commercial card program possible. 

"The partnership demonstrated with the rollout of this solution was critical to the success of the program. 
Cifi's analysis of the State's existing program allowed us to capitalize on our strengths and improve our 
weaknesses. As a result, we have elevated the card program to new levels of efficiency and now run one 
of the most progressive, successful payment programs in the country." - U.S. State and Local 
Government Client 

"This was an oxtremoly spoody implementation and we couldn't havo made it a success without Citi's 
commitment." - Global Corporate Client 
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Expertise in Program Support 

Our extensive, broad base of commercial card clients reflects not just the quality of our se,vices and the 
scope of our capabilities, but also our commitment to serving these organizations. 

Citi's consultative approach and partnership in program execution and account management are the 
reasons why our clients are successful and why they continue to choose Citi -as reflected in our 
consistent 98% or higher client retention rate. 

Citi understands that partnership in program management is critical to the success of your program, and 
you have our commitment that we will work with you through every step of the process, providing the 
necessary resources to ensure your commercial card program realizes its goals. 

Dedicated Program Servicing 

Citi uses a team approach to assist our customers in managing their programs. The Account Manager is 
the primary contact for the Program Administrator(s) on an ongoing basis related to strategic initiatives, 
growth opportunities, new product. and service developments and as an escalation point. Citi also 
assigns a Client Account Service (CAS) manager who is responsible for responding to any program 
maintenance and operational questions that arise. These questions include such areas as billing 
inquiries, hierarchy management, MCC limits, account setup and closure, and cardholder profile and limit 
changes. The Account Manager and CAS Manager work closely together to ensure client satisfaction is 
maximized and opportunities to bring greater efficiency to you program are delivered with our hands-on 
assistance. 

Customer Service 

Citi's Commercial Cards customer service team is available to handle program inquiries - including 
balance and payment inquiries, credit availability, security closures, account closures, billing disputes, 
and reporting lost or stolen cards -24 hours a day, 7 days a week, from almost anywhere in the world. 
This team will also help your organization interface with MasterCard, Visa, and third-party vendors. 

Our Help Desk, based in the United States, is available to all Citi Commercial Cards clients. Help Desk 
teams are specially trained to provide ongoing technical support for commercial cards processes, 
systems, and operational questions, as well as file delivery issues and web-based questions. 
Approximately fourteen individuals staff the Help Desk Monday through Friday 6:30 a.m. to 9:00 p.m. 
(ET). 

Strategic Solutions 

Citi meets the cornp!ex needs of our clients around the world with a breadt/1 of products, services and 
resources that is unmatched in the industry. 

Because our commercial card solutions are fully integrated into Citi's suite of market-leading treasury and 
trade solutions, the scope of services available to our clients extends far beyond those offered by our 
competitors' commercial card programs. 

When organizations choose Citi, they benefit from a vast portfolio of innovative commercial card products 
and strategic payment solutions to effectively manage working capital, streamline and automate 
processes, and generate bottom-line results. Our customized modular solutions will provide your 
organization with the tools to address critical business needs and the flexibility to expand your programs 
with complementary solutions. 
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Industry Recognition 

At Citi, we strive to be a trusted partner to all of our clients worldwide, helping them to achieve their goals 
and make their businesses more efficient. Citi Commercial Cards continues to distinguish Itself in the 
marketplace with leadership positions awarded by the industry's leading financial publications and top­
rated ranking voted by our clients and partners worldwide. Below you will find a sampling of awards we 
have won in the recent past. 
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2017 Winner 

• Best Corporate Payment Product- Nokia 

_JJ 2016 Highly Commended 
(7.( Adam Smith Awards 2016 • Best Card Solution - Boeing 

<tJ-aoEING' 
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2015 Boeing Supplier of the Year - Leaders' Choice Advantage Award Winner 
(awarded 2016) 

• First bank to win this coveted award from Boeing 

2016 Winner- Grand Prize 

• Grand Prize of Best Overall Global Digital Bank was presented to Citi 
(More than 260 banks were assessed on strategy, features and 
functionality) 

2015 Winner - Visa 

• Largest payment growth in large market segment 

2014 Winner - Visa 

• Largest Purchasing Card Issuer Hong Kong (3rd Consecutive Year) 

2014 Winner - MasterCard 

• Highest Growth Rate in Commercial Cardholder Spending 
(2nd Consecutive Year) 

_// 2015 Highly Commended 
{7{ Adam Smith Awards 2015 • Best Card Solution - Ericsson 

• 
!NILRN 
REPORT 
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('~ Adam Smith Awards 

2015 Highly Commended (EMEA) 

• Best Corporate Card Solution - Destinations of the World and Xerox 

2015 Winner - 6th Consecutive Year 

• No.1 Issuer of Corporate Cards by Volume 

Innovation and Best Practice 

Winner 2014 

• Best Card Solution: The Procter & Gamble Company 

Highly Commended 

• Card Solution - Ericsson (2015) 

• Best Card Solution - Destinations of the World (2014) 

• Best Card Solution: Home Development Mutual Fund (2013) 
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Conclusion 

2015 Winner 
• The Asset Editor's Triple Star for Virtual Card Accounts solution 

2013 Winner 

• Best Overall Commercial Card Issuer 
• Most Influential Commercial Cards and Payments Executive - Manish 

Kohli, Global Head of Commercial Cards 
2013 Finalist 
• Best New Commercial Card Program - Citi Commercial Cards offering In 

China 

2013 Winner 
• Citi Virtual Corporate Card Solution: Treasury Funding: Kuehne and Nagel 

Citi is committed to delivering the State of Nebraska the highest level of service and support. We value 
this opportunity and look forward to collaborating and growing together to find mutual areas of operational 
efficiency, productivity, and effectiveness to help you better serve your constituents. 

Citi looks forward to building a strong relationship with the State of Nebraska as your strategic partner for 
the Commercial Card Program. 
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Attachment A 
Request for Proposal Number 5791 21 

Questionnaires 

Bidder Name: _Citibank, NA _ ___ _ ________ _ _ ___ _ 

Bidder should complete all questionnaires provided In this attachment. 

Questionnaires A.1-A.7 are to be included as part of the Functional and Technical Proposal. 

Questionnaire A.1: Mandatory Requirements 

Questionnaire A.2: Baseline Functional and Technical Requirements 

Questionnaire A.3: Baseline Functional and Technical Requirements 
- State Accounting 

Questionnaire A.4:Baseline Specific Functional and Technical Requirements 
- Department of Transportation 

Questionnaire A.5:Baseline Specific Functional and Technical Requirements 
- University of Nebraska 

Questionnaire A.6:Baseline Specific Functional and Technical Requirements 
- Nebraska State Colleges 

Questionnaire A.7:Baseline Specific Functional and Technical Requirements 
Group Travel Card Program - University of Nebraska and Nebraska State Colleges 

Questionnaire A.8: Optional Functional and Technical Requirements 
- University of Nebraska 

8 State of Nebraska cm· 

' 



Questionnaire A.1 

Request for Proposal Number 5791 21 

Mandatory Requirements 

Please answer the following six Mandatory Requirements questions with a check mark after the 
appropriate response. Any "No" answer will eliminate the bidder from further evaluations. 

Yes '1 No Contractor must be an Authorized Issuer of Cards. 

Yes '1 No __ Contractor must be a financial institution, card-issuing bank, credit card company, 
charge card company, debit card company, or third-party merchant bank capable of operating the state 
purchasing card program on behalf of the state and those political subdivisions that participate in the state 
contract for such services. (Neb. Rev. Stat. §81-118.02) 

Yes _'1_ No __ Contractor must have a minimum of five (5) years' experience providing Purchasing 
Card services to a program of similar size. 

Yes '1 No __ Contractor must provide EMV chip card technology. 

Yes-~- No __ Contractor must agree to meet all federal, state and local laws as well as 
regulations, rules and requirements set forth by the card company/association and overseeing industry. 

Yes _'1_ No__ Contractor has financial stability to do business with the State of Nebraska. 
(Refer to Section VI. Proposal Instructions, A Proposal Submission, 2. Financial Stability.) 

9 State of Nebraska 
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Questionnaire A.2 

Request for Proposal Number 5791 Z1 

Baseline Functional and Technical Requirements 

Each bidder should respond in a detailed manner how the bidder will comply with the following 
statements. If you mark No, please explain why you cannot comply with the requirement in the Response 
or provide an alternate method. 

Functional and Technical Requirements 

Card Fonnat and Design 

Most Purchasing card programs require that cards issued contain no reference to Automatic 
2.1 Teller Machine (A TM) machine usage, can the bidder comply? 

Yes _x_ No 
Response: 

The back of standard Citi cards typically references an ATM logo and telephone number. However, Citi has 
the ability to remove any reference to A TM/cash if required by the State. 

The cards shall be branded by a national card company/associatio'n. The bidder should detail 
2.2 the card branding being offered. 

Response: 

Citi will comply. For standard logo cards, the Citi logo is located in the upper right~hand corner of each card 
above the Visa or Mastercard "bug" and hologram. As a dual brand issuer, Citi will work with the State to 
select the brand of your choice. 

Citi's standard card design enables the State to co-brand your cards with the State name, logo, and Tax 
Exempt information. As part of our standard offering, clients can request a hot stamped logo on our cards, free 
of charge. Hot stamps provide clients the option to 'brand' a base plastic by placing their logo in the top left 
hand corner and are available in a variety of monochromatic colors. 

2.3 The bidder should detail the national and international acceptance of its proposed branded card 
products to meet the requirements detailed in this RFP. 

Response: 

Since Citi is a dual issuer of MasterCard and Visa, Cardholders benefit from the widest acceptance of card 
payments in the United States and around the world. 

The high acceptance rates for Citi's branded commercial card solutions ensure that the vast majority of your 
expense data feeds into our reporting tools. This will enable the State to analyze spending and negotiate with 
vendors from a position of strength, allowing you to reduce your costs. 

Visa and MasterCard Acceptance 

Citi is pleased to offer both Visa and MasterCard network branded cards. Acceptance locations are defined as 
merchant outlets, offices and ATMs where cards are accepted. The calculation of acceptance figures is based 
on number of unique merchant ID's (MID) within the associations (each MID identifies individual merchants 
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with card accepting capabilities). The below acceptance numbers for each network changes daily and is 
based on self-reporting and data aggregation and, as such, is prone to fluctuation and volatility. Based on 
Citi's internal research and global experience, we do not see meaningful merchant acceptance differences 
between Visa and MasterCard globally. See figures 2.1 and 2.2 below. 

2. 1 Visa Worldwide Acceptance 

Visa Worldwide Acceptance 

United States 8,746,054 

Canada 1,116,504 

EMEA 17,524,560 

Asia 12,046,013 

LATAM 9,624,706 

Worldwide 49,057,837 
As of February 2018 

2.2 MasterCard Worldwide Acceptance 

MasterCard Worldwide Acceptance 

Region / Country 

United States 10,300,270 

Canada 978,928 

EMEA 14,223.154 

Asia 15,584,817 

LatAm 8,605,929 

Worldwide 49,693,097 
As of February 2018 

: Card Issuance, Cardholder Enrollment, and Card Maintenance 

2.4 

Response: 

The Contractor is required to accommodate mass card enrollment for programs. The bidder 
should detail their process for new card enrollment and issuance for conversion. 

New cards can be issued via the Internet or file transmission, as follows in table 2.3: 

Online 
Application 
Process 

11 

2.3 Card Issuance and Application Process 

Citi hosts cardholder applications and Program Administrator (PA) procedures online via our 
secure CitiManager tool. Cardholders can use the online application capability supported by 
CitiManager. Citi Online Applications offers complete cardholder self-registration and workflow 
approval. 

Citi's online application workflow accommodates three levels of approval (i.e., line manager, 
business manager, program administrator). Cardholders enter their demographic information 
into the system and submit forms electronically to their managers, or your designated next level 
of approver. Online Application capability is a standard offering. 
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File 
Transmission 
(Batch} 

For all regions, with the enrollment of 10 or more new cardholders, we recommend the Bulk 
Online Application (BOLA) option. In this instance, the PA will complete a predefined Excel or 
text document which is then uploaded into our CitiManager Account Management tool. Once the 
upload is completed, cardholders will automatically be sent an email to log into the CitiManager 
tool and complete their portion of the application. 

2.5 

Response: 

The bidder should submit a timeline to convert existing cards to the new program. 

For a program the size and scope of the State's, we anticipate a 120 day conversion. 

Upon award of business, Citi will work with the State to establish the contracts, share marketing plans, and 
finalize conversion planning. Citi will also assign an Implementation Manager supported by a designated 
implementation team. Your designated implementation team will customize a transition plan according to the 
State's objectives, as well as develop, document, and maintain a complete project plan detalling the scope of 
work, completion criteria. deliverables, roles, and responsibilities. 

The following sample plan details each implementation task and the estimated timeframe for a successful 
implementation. Citi recognizes every implementation is unique, and we remain flexible and agile in working 
with you to ensure a smooth transition. Please refer to diagram 2.4 below. 

Transition Tlmellne 

Stm1 Dnti> D;iy 120 

Klc:koff Activities 
• Pre-implementation Planning 
• Project Team Organization arid Plan Day 1- 15 

• Implementation Kickoff Meeting 
Documentation of Requirements 
• Requirements Gathering 

• Documentation end Forms 
Acoount Opening 
• Set-up Documents 
• Program Parameters (Controls. MCCs. 

~eof Embo~q), _____ ---1-----1-------1-----1-----•-----1------
Set-up 
• Hierarchy 
• Program Design and P1oduction 
• Business Control File 
• Card Deployment (if applicable) 
~ ~ nsmission and Delivery 
Validation and Testing 
• Confirm Transmission of Flies 
Training 
• Discuss Needs an(I Loglsilcs 
• Conduct Training, ________ , _____ , ____ _ 
Production and "Go Live" ·r-----f:6:~;i::m;~~r]-1----
• HMd•off and Support During 'Go Live" 
Post Production Monitor! ng 
• Monitor Delivery and Provide Assistance 

2.4 Implementation timelines may vary depending on custom requirements and client resources. 

2.6 The Program Administrators or their designees require the ability to self-order new or 
replacement cards from a secure online website, can the bidder comply? Bidder should provide 
screen prints of its online enrollment system to meet this requirement. 

Yes _x_ No 
Response: 
Citi's single sign-on portal. CitiManager, provides Program Administrators with an automated, on line helping 
hand for anything from online application processing to real-time maintenance requests. Using CitiManager, 
Program Administrators can apply for new cards or order replacement cards in real-time. 
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Program Administrators and cardholders can also call Customer Service 24/7 to request a new card. 

For sample screen shots of the cardholder application process, please refer to the attached Appendix - Online 
Applications Quick Start Guide for Cardholders. 

2. 7 The Contractor's online card enrollment system shall capture at a minimum, the following 
information: cardholder's name, address, city, state, zip code, business phone number, alternate 
phone number, agency/department name, agency business unit coding/cost center. 
identification number (i.e., currently employee ID#), card blocking strategy, monthly credit limit. 
and single purchase limit. Can the bidder comply by providing all the information listed above? 

Yes _x_ No 
Response: 

Standard data requested during the application process will include email address. mobile phone number, 
hierarchy (determines the businesses unit). cardholder first and last name, address, business telephone 
number, employee ID and any default accounting string codes that the State may require to be transmitted 
with each transaction made by the cardholder. The approver/program administrator then applies the card 
controls to include monthly credit limit, single purchase limit, MCC Group blocking (or permission) and number 
of permitted transactions by cycle 

The following cardholder information is required during the application process. 

• Name 

• Business 
• Phone numbers 
• Mailing address (home address if billing address is not home address) 

• Verification question (employee number. partial Social Security Number, or date of birth or hire) 

• General ledger code (maximum of 24 characters) 
2.8 Bidder should detail any other fields in the enrollment system available for use (other than those 

requested in 2.7 above). the purpose of the field, and if it is a required field in the Contractor's 
enrollment system. 

Response: 
For more information regarding cardholder information captured during the cardholder enrollment process, 
please refer to the attached Appendix - CitiManager Online Application Required Fields. Citi offers 8 
discretionary code fields that can be renamed to fit the State's identifier needs and are free text fields for 
greater flexibility in establishing custom program definition. These discretionary fields are available to be 
included in reporting as needed. 

2.9 The State prefers delivery of newly issued cards within 3 business days following cardholder 
enrollment by the Administrator. can the bidder comply? 

Yes _x_ No 
Response: 
The online application process issues cards within 24-48 hours of initial application. 

Cards will be delivered to cardholders or the State Program Administrator via USPS mail within five to seven 
business days of receiving a complete cardholder application. Should the State require cards to be expedited, 
we can mail the cards via overnight courier. The cost of such service is outlined in our Citi Pricing Schedule C. 

Rush Application 

Once the State's program is live. we can accept rush applications via fax. Upon approval, we can request 
overnight delivery of the card. 

13 State of Nebraska 
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2.10 The bidder should explain any and all of its manual intervention in the card issuance or 
reissuance process. The bidder should detail the quality controls used by the Contractor to 
ensure cards are issued accurately. 

Response: 

Our card application process is designed to accept applications electronically. Using the CitiManager Card 
Management module, the State's Program Administrator(s) may create either individually billed or centrally 
billed card accounts online and this ensures no intervention in the issuance process. 

Card applications can be processed via the Internet or file transmission, as summarized in the following table 
2.5: 

Internet 

2.5 Methods of New Card Issuance 

Our online module has the ability to process card applications via the Internet in one of two possible 
ways: 

Small volume requests: 

• Program Administrators can enter all information about the prospective cardholder directly into 
the module. 

Larger volume requests: 

• Citi invites the State cardholders to apply for a card. Our email to cardholders includes 
information on the hierarchy they will be under and individual application access codes. 

" Using the application module within our online system. the cardholder enters the application 
access code, enters his or her demographic data, and indicates acceptance of the terms and 
conditions via a checkmark (this serves as an electronic signature). 

• The State Program Administrator receives an email notice of a pending application and uses 
the online system to review and approve the application. 

.. Citi's operations facility receives the application 

File Citi offers and recommends the Bulk Online Application (BOLA) option through file transmission. 
transmission BOLA can be used when ten or more new cardholders need to be enrolled. 

Card Application Reporting 

We work with clients to establish the appropriate process and reporting to track card issuance and activation. 
As part of the implementation process, we will work with the State to set up the appropriate reviews to ensure 
accurate data for card applications. This is usually attained by validating the enrollment data feeds received 
from client Human Resource {HR) systems. 

Renew I Reissue 

Citi automatically renews accounts in good standing, unless the State instructs otherwise, such as restricting 
renewal to cards used within the last 12 months. Renewals do not require new applications. 

We only renew accounts with a past due or pre-suspension status with the approval of your Program 
Administrator(s). Renewal reports are issued three months in advance of the expiration date, giving the State 
ample time to review accounts with this status. 

We reissue cards at least 30 days in advance of the expiration date of the previous card to ensure cardholders 
receive their new cards before the old ones expire. The new card may be activated prior to the expiration date 
of the old card, and the old card becomes inactive upon activation of the new card. 

Data on the card remains the same. unless instructed otherwise by the State's Program Administrator(s). The 
card account number remains the same. We use our normal delivery methods, unless instructed otherwise by 
the State. Emergency rush card delivery is available via overnight courier, if necessary. 
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2.11 The Contractor may not deny card issuance to any cardholder approved by the card programs 
for set up, unless required by Federal or State law or a card company/association age 
restriction. Can the bidder comply? 

Yes _x_ No 
Response: 
Citi will provide cards to individuals as directed by the State. 
2.12 The Contractor may not require or complete a credit line approval process or perform a credit 

check on an employee or an entity participating in any program. Can the bidder comply? 

Yes _x_ No 
Response: 

An individual credit check is not necessary for a corporate liability account, including the Citi Purchasing Card. 

2.13 The bidder should detail their ability/process to detect, investigate, notify card programs, and/or 
deter duplicate card issuances. 

Response: 

We work with clients to establish the appropriate process and reporting to track card issuance and activation. 
As part of the implementation process, we will work with tile State to set up the appropriate reviews to ensure 
accurate data for card applications. This is usually attained by validating the enrollment data feeds received 
from client Human Resource (HR) systems. Our system tracks and reviews for potential duplication of card 
issuance. When a potential duplication is identified, Citi contacts the program administrator for verification. 

2.14 On occasion, card programs may require two or more cards to be issued for the same 
cardholder for accounting purposes. The bidder should address how it identifies legitimate 
requests for duplicate cards for the same cardholder. 

Response: Citi's system prevents duplicate issuance of cards to a single individual. Providing a second card 
to an individual is an exception process that operates outside the online system. Citi will work with the State to 
establish a mutually agreed process to simplify and streamline this exception. 
2.15 The card programs require that issued cards be mailed directly to the Program Administrators or 

his/her designee via expedited delivery. The bidder should include a description and flow chart 
of the card distribution process including issuance timeframes. 

Response: 
Citi can mail cards (in a deactivated state) in bulk to a program administrator's business address. We also 
allow for alternative recipients as directed by the PA. This should be identified during implementation in order 
to have the correct names, addresses and alternatives loaded into our system. 

Online Application Process Flow 
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Diagram 2.6 - Application Process Flow 

Delivery Schedule/ Timcfine 

Program Administrator 

Cards will be delivered to the State Program Administrator via bulk shipping delivery within 24-48 hours of 
receiving a complete cardholder application. 

Rush Application 

Once the State's program is live, we can accept rush applications via fax. Upon approval, we can request 
overnight delivery of the card. 

We will not charge the State for rush applications, issuance, or delivery. 

Standard Lead-Time (Existing Accol!nts) 

Once the Program Administrator uploads the cardholder information to the CitiManager Library, cards typically 
ship the next day. 

Standard Lead-Time (New Accounts) 

The online application process issues cards within 48 hours of initial application. 

2.16 The card programs require the ability to customize the card carrier information mailed along with 
issued cards. The card programs understand that certain language is required on the card 
carriers by the card companies. The card programs shall exclude language pertaining to 
interest rates, statement billing, and on-line account access. lndustry"related pamphlets are not 
to be included. Can the bidder comply? 

Yes _x_ No 
Response: 
In addition to custom cards, our solution includes the option to customize all the cardholder communications 
including the card carrier, envelope, "tips" sheet. and cardholder website. 
2.17 The bidder should detail, in years, how often cards are reissued. 
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Response: 

Citi's cards are valid on average for three years. As part of our fraud prevention measures, we stagger our 
expiration dates for new programs. 

2.18 Can the bidder mail reissued cards directly and securely to the Program Administrator? 

Yes _x_ No 
Response: 
The State can elect to have centrally billed account cards mailed to central addresses. The State can specify 
card delivery preferences at the time of your implementation. This process can be changed at any time during 
the contract. 
2.19 The bidder should detail advance timing of card re issuance prior to original expiration. 

Response: 

Citi automatically renews accounts in good standing, unless the State instructs otherwise, such as restricting 
renewal to cards used within the last 12 months. Renewals do not require new applications. 

We reissue cards at least 30 days in advance of the expiration date of the previous card to ensure cardholders 
receive their new cards before the old ones expire. The new card may be activated prior to the expiration date 
of the old card, and the old card becomes inactive upon activation of the new card. 

Card Renewal Report 

Via the CitiManager Custom Reporting module, the State can access renewal report listing accounts due to 
expire and identify account name, account number, expiration date, as well as other information required to 
determine renewal status. 

2.20 Can the bidder allow the Program Administrators to activate reissued and new cards? 

Yes No_x_ 
Response: 
The cardholders must activate their own cards as this is where the PIN creation is required. 
2.21 Can the Program Administrator reserve the right to require certain reissued cards be issued with 

original expiration date? 

Yes No_x_ 
Response: 
The cards are automatically reissued with new expiration dates. We would be unable to pick/choose expiration 
dates for certain cards. 
2.22 The bidder should detail its notification polic!es and procedures for lost, stolen, or fraud card 

status changes on an account. 
Response: 

In the case of a lost or stolen card, we advise Cardholders to notify Citi's Customer Service Unit immediately to 
remove the potential for any fraudulent charges. In most cases, we can provide a Cardholder a new account 
number and expiration date the same day, or the following morning at the latest. 

Emergency card replacement is within 24 hours, provided that the request is received by 3:00 p.m. (ET). The 
process to request an expedited card is to contact your Client Account Services (CAS) Manager or PA Service 
Team prior to submitting the application. The CAS Manager or PA Service Team will facilitate the process of 
creating the replacement card and requesting delivery to the location or address as specified by the State. 

Follow-up Call from Program Administrator 

After a card is initially reported lost or stolen, a Program Administrator will typically follow up on behalf of the 
cardholder to request a new account number and overnight delivery, if needed, as well as to obtain a tracking 
number. The State's Program Administrators can also call to request the account be closed and transferred. 
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The role of your CAS Manager or PA Service Team during this process is to: 

• Perform account closures and transfers 
• Provide the account and tracking numbers 

• Review last charges 

• Review address for new card delivery 

• Order cards 
• Process card pulls 

Fraud Overview 

Citi is the industry leader in predicting and identifying fraud; with overall fraud losses significantly lower than 
industry averages. Through our state-of-the-art fraud prevention technology and association partnerships, we 
dedicate ourselves to identifying and preventing fraudulent activity. 

Citi works closely with MasterCard, Visa, and other banks in the market and industry partners, to protect 
against fraud. We share with one another what types of fraud are emerging and what strategies we are using 
to prevent it. We believe a consolidated industry approach is beneficial to everyone. 

Our existing Fraud Early Warning System (FEWS), along with 100% Chip and PIN, implementation of 30 
Secure, and Multi-Factor Authentication criteria are clear demonstrations of all the measures that Citi is taking 
to further address and protect against the unauthorized use of cardholder accounts. 

While we already employ sophisticated tools and technologies to identify potential fraud, youi paitnership is 
also important to us and we recommend that, in addition to the security measures you may already have in 
place, you and your cardholders undertake certain activities to help protect your organization and your 
cardholders. 

Citi has introduced a new era in card technology by migrating cards to latest Chip and PIN technology. Data 
security is critically important to both the State and Citi and using cards that have the Chip and PIN technology 
provides an added layer of security and convenience in particular if you are travelling abroad. Chip and PIN 
cards contain an encrypted microprocessor that is embedded in the card. If the card is lost or stolen the 
embedded microchip makes the card extremely difficult to counterfeit. All Citi Chip and PIN cards will continue 
to have a magnetic strip, enabling cardholders to use their Citi Chip and PIN cards at merchants who have not 
adopted Chip and PIN card and technology. No personal information about the cardholder account (outside of 
the account number, expiration date, PIN and Security Code) or cardholder is stored on the microchip. 

Fraud Euly Wamfng System (FEWS) 

Our proprietary Fraud Early Warning System (FEWS) continuously screens credit card activity. This system 
contains various fraud profiles and algorithms and queues all transaction activity for measurement against 
those profiles. We score transactions based on these algorithms to determine the likelihood that a suspect 
transaction is fraudulent. Our goal is to provide uninterrupted service to our clients, while identifying and 
preventing fraudulent activity. 

If a transaction fitting current fraud trends occurs on an account, the account is queued and potentially 
blocked. Citi's Fraud Early Warning team reviews the flagged transaction and verifies whether or not it appears 
to be fraudulent. If fraud is suspected, a specialist will reach out to the card holder. Citi Commercial Cards will 
attempt to reach cardholders through phone. letter, text and email. By using these contact methods, we can 
notify cardholders anytime, anywhere, which allows us to manage card activity and fraud faster and more 
efficiently. 

In the case of fraudulent activity, the account number is shut down and our Security Services Department 
begins to investigate the issue upon receipt of an affidavit from the client. These are standard services offered 
by us to all of our clients, corporate and consumer, and there are no associated fees. 

3D Secure: Pre· Transaction, Authorization Process 

Citi has introduced 30 Secure (also known as MasterCard Secure Code or Verified by Visa) to reduce third 
party fraud. 30 Secure is a pre-transaction, authorization process to authenticate cardholders using their 
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credit card at a participating e-commerce merchant. Online third party fraud detection is becoming more 
prevalent due to increased Chip and PIN adoption and this is expected to grow in the U.S. as Chip and PIN 
becomes more common. 

30 Secure works at the point of sale. where the cardholder's credit card number is verified against a set of 
business rules (set by the issuer) and: 

• If the authentication is positive, then the transaction is sent to the card issuer for authorization 
• If the authentication is negative, the cardholder is asked for a One·Time Password (OTP), delivered by the 

issuer to the cardholder on file via SMS (or Email, in some cases). If the cardholder then enters the 
password correctly when prompted, the cardholder will be positively authenticated, and the transaction 
would be sent to the card issuer for further authorization. 

• If the cardholder does not enter the correct OTP. then they will receive a message stating the transaction 
cannot be processed and will be advised to call Citi's Customer Service 

Client Fraud Reporting Tools 

In additional to internal fraud processes performed by Citi. we have a number of tools available to the State to 
identify irregularities and misuse, and to assist it with internal audit. Controls include transaction blocking 
based upon MCC code and dollar amount, dollar limits for specific MCC groups, and temporal controls utilizing 
a number of transactions and aggregate dollar amounts. These controls are the single most effective way to 
enforce the State's spending policies. 

Through CitiManager, the State can leverage the following features for spend level monitoring: 

• Transaction flagging for special action review 
• Routing of approved statements to a manager for a second level review 
• The ability to email review output to Compliance I Audit within the State 
• Direct view capability for Audit, Compliance, financial officers, and Program Administrators 

In addition, CitiManager has a front page seen immediately after log in, which enables us to publish important 
information to our clients. Using this same functionality, your Program Adminlstrator(s) can post messages to 
the cardholders to communicate critical updates. 

The CitiManager Online Library provides several types of reports the State can use to detect suspicious or 
fraudulent transactions and provide insight into potential misuse of the program, including, account statement 
exceptions, account spending exceptions, SIC exceptions, declined authorizations, and account dispute 
reports. 

Citi Fraud Team in Action: Fraud Prevention, Detection, and Recovery 

Citi's Commercial Cards fraud management team knows how commercial card programs work, which limits 
"false positive" situations that can interrupt cardholders' legitimate purchases. Our Fraud Management Team is 
part of the Commercial Cards business and fraud analysts are co-located with your designated Client Service 
Team. 

By partnering with Citi, the State will benefit in the following fraud prevention, detection, and recovery services: 
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• Continually identify unusual spending patterns 
• Determine common points of compromise 

with Citi partners and external working groups 

• Review fraud dollar losses by fraud type 
• Establish fraud risk and thresholds by type 

• Determine validity of transaction in question 
via experienced fraud rep account review 

• Verify cardholder activity using best practices 
• Monitor High Risk accounts after fraud 

attempt 

• Investigate fraud disputes 
• Execute chargeback I recovery process 

Citi Commercial Card Client Delivery contacts cardholders where fraud is suspected on the cardholders 
account using advanced technology to create a single source solution to contact cardholders via email and text 
message. 

Immediate communication with the cardholder will limit losses related to fraud and minimize cardholder impact. 

Notice of Fraud Resolution 

Citi uses extensive fraud monitoring and resolution techniques. Once fraud is reported or identified, the State 
can use Citi's reporting module to view the status of accounts. If fraud is suspected, cardholders will be 
notified directly to confirm whether their card has been lost or stolen. Each charge noted and confirmed as 
fraud will be credited back on the cardholder statement. 

2.23 How are the cardholder and administrator notified of fraud attempts? 

Response: 

When Citi detects potential fraud, the card is blocked immediately and the cardholder receives notification via 
SMS alert. If the cardholder does not respond, the transaction will not be approved, the block stays in place, 
and Cltl notifies the State's Program Adminlstrator(s) by email. If the cardholder responds to the SMS alert (by 
return text or by calling the help desk) and verifies the validity of the transaction, the card block is removed. 

Citi can add the Program Administrator's email address to our fraud alert system, so the State and the 
cardholder would be notified simultaneously. It is important that contact information is updated by the State on 
a regular basis to ensure that emails and alerts are delivered to the correct recipient. 

2.24 The bidder should detail the process and timeline of card reissuance due to losUstolen or fraud. 

Response: 

Emergency card replacement is within 24 hours, provided that the request is received by 3:00 p.m. (ET). The 
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cardholder should contact customer service to report the lost/stolen card status and provide the necessary 
information for the emergency card delivery. 

2.25 The bidder should detail their ability to set up an account without issuance of plastic (e.g., Virtual 
Accounts). Describe the set up process, stipulations, timing and means of providing account 
information to the Program Administrator. 

Response: 
Citi offers several non.plastic card solutions to our clients. These offerings include the Citi Virtual Card 
Account. Ghost Card, and Central Travel Account. 

Citi Virtual Card Account Overview 

Citi's Virtual Card Account (VCA) solution enables clients to generate multiple virtual account numbers for 
specific purchases or invoice settlements with their suppliers. Citi leads the competition in the virtual card 
space, with a solution in 42 markets and 30 local currencies. As a dual issuer, we offer the choice of Visa and 
Mastercard for your program. For Virtual cards, we provide the below responses for Visa and Mastercard 
separately. 

Mastercard VCA Solution 

Citi VCA can complement and help maximize growth of an existing Purchasing Card program, or be used as a 
standalone solution to streamline purchasing. VCA's secure capabilities make it an ideal solution for card-not­
present transactions made online, via phone, or mail order. It also forms the backbone of Citi's VCA for 
Accounts Payable solution, an end-to-end file·based solution targeting post-invoice payments with value 
added services such as supplier enablement and support. 

Citi's VCA solution generates a unique, plastic-less 16 digit virtual card number for each transaction. The 
virtual card numbers are generated off of a real billing account, which is never shared within your organization 
or with your suppliers to safeguard against misuse. Citi does not re-use Virtual Card Account numbers, which 
minimizes exposure to fraud. In addition, each virtual card is issued with the State-specific authorization 
controls based on the State's purchasing needs. These granular, transaction-level controls ensure that each 
virtual card is processed correctly by the relevant supplier. Charges by suppliers outside of these pre-set 
conditions will be declined. Additionally, the State can opt to leverage the platform's workflow capabilities to 
route select transactions for additional pre-approvals before virtual cards are created. 

Virtual card details and related remittance advice are sent automatically and securely via email to suppliers, 
helping to streamline vendor management. Emails are encrypted during transmission using the Transport 
Layer Security (TLS) protocol for maximum security and data protection. 

In addition to its secure payment capabilities, VCA provides enhanced card transaction data that enables 
streamlined program reporting, improved audit capabilities, and automated reconciliation processes. Each 
virtual card created can be enriched with client specified data elements, such as Purchase Order Number, or 
Supplier ID. The State can access this data, appended to the underlying transaction details, via Citi's reporting 
tools or through files delivered directly to your ERP system to automate reconciliation. 

Visa VCA Solution 

Citi's VCA solution can complement and help maximize growth of an existing Purchasing Card program, or it 
can be used as a standalone solution to streamline purchasing. VCA's secure capabilities make it an ideal 
alternative for card-not-present transactions made online, via phone, or mail order. It also forms the backbone 
of Citi's VCA for Accounts Payable solution, an end-to-end file-based solution targeting post-invoice payments 
with value added services such as supplier enablement and support. 

Citi's VCA solution generates a unique. plastic-less 16 digit virtual card number for each transaction. The 
virtual card numbers are for one-time use, which safeguards against misuse. Each VCA is issued with the 
State -specific authorization controls based on the State's purchasing needs. These granular, transaction-level 
controls ensure that each virtual card is processed correctly by the relevant supplier. Charges by suppliers 
outside of these pre-set conditions will be declined. Additionally, the State can opt to leverage the platform's 
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workflow capabilities to route select transactions for additional pre-approvals before virtual cards are created. 

Instructions for accessing the VCA number and related remittance advice are sent automatically and securely 
via email to suppliers, helping to streamline vendor management. Additionally, the platform also supports 
Straight Through Processing (STP) card based payments that securely and automatically deposit the funds 
directly into your supplier merchant account. 

In addition to its secure payment capabilities, VCA provides enhanced card transaction data that enables 
streamlined program reporting, improved audit capabilities, and automated reconciliation processes. Each 
VCA card created can be enriched with client specified data elements, such as Purchase Order Number, or 
Supplier ID. The State can access this data, appended to the underlying transaction details, via Citi's reporting 
tools or through files delivered directly to your ERP system to automate reconciliation. 

The following controls can be set for each virtual card number created. Moreover. additional controls can be 
set at the billing account level (real card number level). such as MCC blocking to provide an extra layer of 
program control, as needed. 

The following graphic 2.8 illustrates controls on billing numbers: 

Single or Multi Use 

Spend Limit 

Tolerances 

Validity Period 

MCC Groupings 

Supplier 

Real-time Card 
Deactivation & Re 
Issuance 

Configure card to be shut down after single or multiple 
authorization/purchase 

---------- -- --------------.... 
Total amount that can be charged on card, plus/minus tolerance 

Set a tolerance or "collar" at card setup as either a percentage or 
fixed amount deviation from the spend limit 

Only transactions that fall within a set date range will be 
authorized 

Virtual Cards can be limited to specific merchant category codes to 
ensure that unauthorized transactions are restricted 

Set-up preferred suppliers and restrict card usage to a specific 
supplier 

Same custom data elements can be associated with replacement 
card, including optionally a code indicating replacement status 

Graphic 2.8 - Controls Illustration 
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Required \/CA lssua.ncH Pai'ametern 

Citi's Virtual Card Accounts (VCA) platform requires a basic set of parameters to generate a Virtual Card 
Number (VCN), including amount, validity period, and any additional controls pertaining to that individual VCN. 
The control parameters are configured at the time of implementation to meet the State's requirements. The 
client also has the option of capturing client specified custom data fields for each VCN request to easily track, 
reconcile, and allocate payments. 

No special setup or training is required for a vendor to accept VCA payments if they already accept other card 
payments. The only information needed is an email address to which the remittance email containing the VCN 
will be sent. 
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Graphic 2.9 - VCA Process Flow 

Ghost Card Overview 
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Citi's ghost card solution is offered to customers who frequently do business with preferred vendors and have 
recurring payments. The ghost card solution enables employees, for whom an individual card is unnecessary, 
to make purchases more quickly and efficiently than a traditional purchase order process typically allows. 
Additionally, an account number can be assigned to the vendor and authorized employee transactions occur 
without having to use multiple cards or accounts. 

Benefits of the ghost card solution include: 

• Allows many employees to purchase without issuing multiple cards (open accounts), simplifying payment 
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processing and oversight 

• Integrates with ERP systems or Electronic Purchasing Systems 
• Allows for a high level of control 

MCC-specific controls 
Temporary credit limits 

• Reduces the risk of lost or stolen cards 
With the Ghost Card, you can use one number per supplier or one for each payment depending on your 
procure-to-pay system. Many clients use an assigned account per supplier and send cost center or Purchase 
Order (PO} information with the electronic requisition/ PO. This information is then returned with the financial 
transaction for Level II and Level Ill suppliers for use in reconciliation. Typically the system-generated PO 
number is used to assist with reconciliation along with the date. merchant name, and dollar amount. 

Centrcil Tnwel Account ov~}rview 

Citi's Central Travel Account (CTA), is a centrally billed corporate account that captures enhanced data by 
matching travel agent invoice data with financial transactions. The CT A provides a source of enriched travel 
data for matched transactions. allowing for detailed reporting. 

Citi recognizes the ease of reconciliation. accountability, and spend visibility that is inherent with Corporate 
Cards. Therefore, Citi recommends providing individual employees the T&E Card for managing their day-to­
day travel expenses, while using a centrally billed account for functions in which individual Corporate Cards 
are not typically assigned, such as bulk and travel purchases, visiting staff, for expenses where employees are 
not issued a card. 

Citi's Central Travel Account (CTA), is a centrally billed corporate account that captures enhanced data (such 
as cost center number, employee IDs, and invoice number) by matching travel agent invoice data with the Citi 
financial transactions (card swipe). Citi's CTA solution provides a source of enriched travel data for matched 
transactions, allowing for detailed reporting on travel spend and reconciliation. 

Although Citi recommends using CTAs only for air spend (such as airline transactions and agency fees}, this 
solution can also be used for any type of transaction, including car service and hotels. Increasingly, however, 
clients have opted to use our Citi Virtual Card Accounts for direct billing for travel. 

Central Travel Accounts Using the Citi Virtual Card Ar.counts (VCA) 

As an alternative to our traditional CTA offering, Citi also has the unique ability to provide a centralized 
payment tool for travel that further simplifies the reconciliation process by using a unique virtual card number 
for every booking made. This is accomplished through the use of our industry-leading Virtual Card Account 
(VCA) offering, which offers local currency issuance in 41 markets and 29 currencies. 

Should the State be interested in setting up direct billing with hotels or other travel providers, Citi would 
recommend using our VCA solution to augment the use of traditional Citi Corporate Cards for employees and 
CTA for bulk travel bookings. 

Citi's VCA solution enables clients to generate unique virtual account numbers to easily pay for and reconcile 
direct hotel bills and standard airline purchases. VCA can be used for post-invoice payments and "card-not­
present transactions" made via the Internet or phone. 

Citi's Virtual Card Account solution offers three interfaces to request virtual card numbers: a Web site, batch 
file, and real~time Application Programming Interface (API). Appling the API interface, Using VCA, a unique 
virtual card number would be created for each travel purchase. 

For each virtual card number, the State can choose to append up to 29 unique data elements - such as Travel 
Purpose, Hotel Fax Number, or Airline Booking Number-which would increase the overall match~rate for 
booking transactions. VCA transaction data is available for query and reporting within Citi's online reporting 
tools and can be delivered in a file format that meets the State's needs. 

In addition, each virtual card can be set with granular transaction-level controls that limit use to a pre-specified 
amount, specific validity period and at particular hotels, airlines or other travel suppliers authorized by the 
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State. These controls provide Citi clients with even greater assurances that supplier card payments are 
processed appropriately and in compliance with corporate policy. 

Suppliers can receive the virtual card number and associated remittance data for payment processing via a 
secure TLS-encrypted email. Additionally, Citi is developing a capability to deliver similar data plus a card 
image via fax to ensure acceptance at hotels and other merchants that may require a visual image of a card 
before approving a transaction. 

2.26 The bidder should identify all parameters necessary for enrollment (including default 
parameters). The bidder should detail how parameters are created, identified, maintained, 
managed, and ultimately discussed with the Program Administrator. 

Response: 

Standard data requested during the application process will include email address, mobile phone number, 
hierarchy (determines the businesses unit), cardholder first and last name, address, telephone number, 
employee ID and any default accounting string codes that the State may require to be transmitted with each 
transaction made by the cardholder. 

The following cardholder information is required during the application process. 

• Name 
• Business 
• Phone numbers 
• Mailing address (home address if billing address is not home address 
• Verification question (employee number, partial Social Security Number, or date of birth or hire) 

• General ledger code (maximum of 24 characters) 

Application Process 

New cards can be issued via the Internet or file transmission, as follows in table 3.0: 

Online 
Application 
Process 

File 
Transmission 
(Batch) 

3.0 Card Issuance and Application Process 

Citi hosts cardholder applications and Program Administrator (PA) procedures online via our 
secure CitiManager® tool. Cardholders can use the online application capability supported by 
CitiManager. Citi Online Applications offers complete cardholder self-registration and workflow 
approval. 

Up to three levels of approval can be included (i.e., line manager, business manager, program 
administrator). Cardholders enter their demographic information into the system and submit 
forms electronically to their managers. Online Application capability is provided at no extra cost. 

For all regions, with the enrollment of 10 or more new cardholders. we recommend the Bulk 
Online Application (BOLA) option. In this instance, the PA will complete an Excel or text 
document which is then uploaded into our CitiManager Account Management tool. Once the 
upload is completed, cardholders will automatically be sent an email to log into the CitiManager 
tool and complete their application. 

2.27 Bidder should describe the process and timing of modifying, adding and/or restricting Merchant 
Category Code (MCC) access. The card programs require the ability to make single MCC 
modifications at the account level. The card programs require temporary or permanent real time 
changes. The bidder should indicate its ability to accommodate these requirements. 

Response: 
The State can establish or modify card controls at the company, department, or cardholder levels in real-time. 

The State can assign controls at the individual cardholder level without limitation and can modify these controls 
on an ongoing basis. The State can assign dollar limits by MCC categories and can include or exclude groups 
of MCC codes in the individual cardholder profile by contacting your designated Client Account Service 
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Manager via phone, email, or fax. Citi can provide the State with recommendations and a list of codes that are 
frequently blocked for the specific program type. 

Blocked MCCs - Forced Authorizations 

To enable transactions on blocked Merchant Category Codes, the State can request a forced authorization. 
To obtain a forced authorization, the State's Program Administrator calls your designated Client Account 
Service Manager with the details of the proposed purchase, including the merchant name and phone number, 
transaction amount, and the timing of the transaction. The State then instructs the merchant to contact 
Customer Service at the agreed time to obtain authorization. 

Temporary Controls 

CitiManager will allow the State's Program Administrators to temporarily increase or decrease a credit limit, 
cash limit or single purchase limit, until a specified date (not to exceed 180 calendar days), at which time it will 
revert to the original setting. These controls can also be changed by contacting your service team. 
2.28 Bidder should describe their options to control (decline/authorize) card transactions. Controls 

may include, but are not limited to the following: 
1. Merchant Category Codes (MCC) 
2. Standard Industry Classification Codes (SIC) 
3. North American Industry Classification System (NAICS) 
4. National Institute of Governmental Purchasing Code (NIGP) 
5. Unique merchant identification number. 

Response: 
The Associations, Visa and Mastercard, use the Merchant Category Code system for vendor management and 
controls. The MCC is Citi's system for vendor management. The State can assign controls at the individual 
cardholder level without limitation and can modify these controls on an ongoing basis. For example, the State 
can assign dollar limits by MCC categories and can include or exclude groups of MCC codes in the individual 
cardholder profile by contacting your designated Client Account Service Manager via phone, email, or fax. Citi 
can provide the State with recommendations and a list of codes that are frequently blocked for travel and 
entertainment programs. 

The following Merchant Category Codes in table 3.1 are normally blocked on any type of program: 

3.1 North America MCCs Blocked by Default 

5311 Department Stores 

5732 Electronic Stores 

5944 Jewelry, Watch, Clock, and Silverware Stores 

7273 Dating Services 

7297 Massage Parlors 

7800 Government-Owned Lotteries 

7801 Government-Licensed Casinos (Online Gambling) 

7802 Government-Licensed Horse/Dog Racing 

7841 DVDNideo Tape Rental Stores 

7995 Betting, Including Lottery Tickets, Casino Gaming Chips, Off- Track 
Betting, And Wagers At Race Track 

9211 Court Costs, including Alimony and Child Support 

9222 Fines 

9223 Bail and Bond Payments 

9311 Tax Payments 
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9401 I-Purchasing 

Citi does not utilize the North American Industry Classification System (NAICS) or National Institute of 
Governmental Purchasing Code (NIGP). 
2.29 Bidder should describe the ability/process to block/restrict specific merchants and/or specific 

items. 
Response: 
Specific merchant level and product type blocking is unavailable at this time. 

2.30 The Program Administrator or his/her designee requires the ability to make real-time, on-line 
changes to an account. These changes include, but are not limited to billing address, 
department name, phone numbers, cost object code, business unit, personnel identification 
number, employment termination or non-renewal. Bidder should detail supporting controls and 
timing from change request to enforcement. 

Response: 

Within CitiManager, the following fields are updated in real time with account details and transaction 
authorizations. Some fields may also be maintained by the State's Program Administrator(s) and are updated 
immediately in the system. CitiManager also enables your Program Administrator(s) to request replacement 
cards. Refer to table 3.2 below. 

3.2 Real Time Account Management in CitiManager 

Cardholder Information 

Card Limits & Authorization 
Controls 

Merchant Category Code 
Group Limits 

Account Closure 

Replacement Card Request 

Card authorizations 

• Account name 1 and name 2 

• Master accounting code 

• Home and work phone number 

• Address 1, 2, city, state, postal code 

• Available credit. current balance, previous balance, current amount due, days 
past due 

• Disputed amount 
• Credit limit and cash advance limit (percentage) adjustments 

• Single transaction limit 

• Daily, cycle, and monthly number of transactions 

• Daily, cycle. and monthly dollar amount 

• MCCG name, action, and status 
.. MCCG daily, cycle, and monthly number of transactions 

• MCCG daily, cycle, and monthly dollar amount 

• MCCG use, parent limits, groups, and velocity 

• Account status (choices of No Longer Employed, Cardholder Request, 
Company Request) 

• Standard delivery only (Lost/Stolen/Fraud are exceptions) 

• Up-to-the-minute information 

The State's Program Administrator(s) can self-manage the entire commercial cards program in a secure, 
online environment via CitiManager. The system enables fast responses by Program Administrators in making 
changes to any card account. 

CitiManager is a comprehensive Web-based program offering account setup and management, rapid data 
delivery, and essential service functions. CitiManager supports multi-level electronic workflow approval and 
reallocation capabilities that integrate seamlessly with the State's financial systems. It provides a single 
access point for the State Program Administrators to perform program management functions, including: 

• Approving, cancelling, and reinstating cards 
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• Cancelling or closing card accounts 
• Establishing or modifying card controls at the company, department, or cardholder levels 

• Viewing and managing all transactions in the designated hierarchy 

• Setting and managing all accounting codes pre-authorized for use online. 
2.31 The bidder should detail their process and procedures to enforce MCC codes upon card 

activation. The bidder should detail their process to monitor MCC parameters to verify only 
legitimate transactions are allowed on accounts. 

Response: 

Blocked MCC transactions cannot be authorized, as all authorizations assess against the MCC template and 
such transactions would be declined. However, transactions less than the "floor limit" (which differs for various 
vendor types) do not require authorization and, therefore, can be accepted. Under-floor-limit transactions post 
to the account, and the State retains the ability to dispute the transactions. 

We recommend the State cancel any recurring charges on closed or transferred accounts. A dispute can be 
initiated if the State has cancelled a recurring charge and the merchant continues to submit transactions. 

Once an account is updated with a closed status, all authorizations are declined. Accounts that have been 
closed for security reasons are monitored for trailing activity related to the compromise, and appropriate action 
is taken by Citi to remove the transactions from the account. The State's cardholders or Program 
Administrator(s) will be required to identify any improper charges with a transaction date prior to the account 
closure. 

Merchant Reports 

Citi provides robust, detailed, merchant level reporting to empower clients with critical insights into their 
spending across their entire merchant base. The CitiManager Custom Reporting System contains several 
reports, both at the merchant level and Merchant Category Code (MCC) level, which are intuitive and easy to 
use, yet customizable to client needs. 

The State can access the following merchant reports through the CitiManager Custom Reporting module: 

• All Transactions by Merchant Name - Provides transaction level detail by merchant name with date range 
prompt 

• MCC Summary - Provides merchant level detail with total transaction amount 

• Spend Summary by MCC - This report provides a breakdown of spend by Merchant Category Code 
(MCC). 

• Spend Summary by Merchants - This report provides a summary of spend at top vendors 

• Transaction Spend Details by Merchant • This report allows an end user to review the spend at a specific 
merchant. 

2.32 The card programs require the Program Administrator to modify account limits, both temporary 
and permanent, within an on-line system. The bidder should detail its accommodation of this 
requirement and how soon those changes are enforced. Examples of on-line changes would be 
monthly limits, strategy changes, override, credit limit changes, blocking strategy changes, 
demographics. 

Response: 

The State can submit a simple file maintenance form to effect card control and restriction changes. This form 
can be used for changes to the entire program or at the individual cardholder level. The form is sent to 
Customer Service for input. 

Controls may be changed at any time via the following methods: 

• The State's Program Administrator(s) can use the CitiManager Card Management module to update a 
cardholder's profile online, including controls. Your Program Administrators can also use templates to 
change various sets of parameters. These changes are real-time in Citi's system. 

• An authorized State representative may contact your designated Client Account Service Manager via 
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phone, email, or fax. 

Cardholders are not authorized to change any program controls. Only Program Administrators have the 
authority to change these controls. See table 3.3. below. 

3.3 Real Time Account Management in CitiManager 

., Account name 1 and name 2 

Cardholder Information 
• Master accounting code 
• Home and work phone number 

• Address 1, 2, city, state, postal code 

• Available credit, current balance, previous balance, current amount due, 
days past due 

• Disputed amount 
Card Limits & Authorization 
Controls 

• Credit limit and cash advance limit (percentage) adjustments* 

• Single transaction limit 

• Daily, cycle, and monthly number of transactions 

• Daily, cycle, and monthly dollar amount 

• MCCG name, action, and status 

Merchant Category Code Group 
Limits 

• MCCG daily, cycle, and monthly number of transactions 

• MCCG daily, cycle, and monthly dollar amount 

• MCCG use, parent limits, groups, and velocity 

Account Closure 

Replacement Card Request 

• Account status (0hoices of No Longer Employed. Cardholder Request, 
Company Request) 

" Standard delivery only (Lost/Stolen/Fraud are exceptions) 

Card authorizations • Up-to-the-minute information 

2.33 The bidder should detail the process of varied card program set up. If bidder offers varied 
programs. will enrollment occur through the same website? The bidder should detail their quality 
assurance process to ensure cards are issued with correct plastic appropriate for that card 
program. 

Response: 

Varied, or multiple, card programs are enrolled using the same card enrollment process. One of the controlling 
features in building programs into Citi systems is the hierarchy. Controls can be set at each level of hierarchy 
and this also allows for determination of the card plastic by product line and within hierarchies in each product 
line. New cards can be requested via CitiManager or file transmission, as follows in table 3.4: 

Online 
Application 
Process 

File 
Transmission 
(Batch) 
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3.4 Card Issuance and Application Process 

Citi hosts cardholder applications and Program Administrator (PA) procedures online via our 
secure CitiManager® tool. Cardholders can use the online application capability supported by 
CitiManager. Citi Online Applications offers complete cardholder self-registration and workflow 
approval. 

Up to three levels of approval can be included (i.e., line manager, business manager, program 
administrator). Cardholders enter their demographic information into the system and submit 
forms electronically to their managers. 

For all regions, with the enrollment of 10 or more new cardholders, we recommend the Bulk 
Online Application (BOLA) option. In this instance, the PA will complete an Excel or text 
document which is then uploaded into our CitiManager Account Management tool. Once the 
upload is completed. cardholders will automatically be sent an email to log into the CitiManager 
tool and complete their application. 
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During the pilot/test phase of an implementation, quality, including issues such as correct plastic, will be 
confirmed by the pilot/test group of cardholders. 

2.34 What is the process for expediting card issuance for new or replacement cards? What is the 
turnaround time? Can expedited card delivery be redirected? 

Response: 

Cards will be delivered to cardholders or the State Program Administrator via USPS mail within five to seven 
business days of receiving a complete cardholder application. 

Standard Lead-Time (Existing Accounts) 

Once the Program Administrator uploads the cardholder information to the CitiManager Library, cards typically 
ship the next day. 

Standard Lead-Time iNew Accot1nts) 

The online application process issues cards within 48 hours of initial application 

Rush Application 

Once the State's program is live, we can accept rush applications via fax. Upon approval, we can request 
overnight delivery of the card. 

Card delivery addresses are established initially at implementation; howevei, the addresses can be maintained 
at any time. CitiManager houses an alternative address for your selection to redirect delivery. You also have 
the ability to contact your CAS to effect a redirection of card delivery. Emergency rush card delivery is 
available via overnight courier, if necessary. 

New cards can be expedited during enrollment via a drop-down box in the online application or by the Program 
Administrator marking an X in the expedited field of the Bulk Online Application {BOLA} spreadsheet. 

Once a card is ordered Citi cannot redirect their delivery; however, if an alternate address is needed, then the 
updated address will need to be provided to Customer Service or Citi before the card is requested. 

2.35 The bidder should detail memo functionality within their online system available to the Program 
Administrators and to the Contractor. 

Response: 

CitiManager's key functionality allows Program Administrators to add notes to transactions in order to assist 
with online account management. 

2.36 The bidder should detail the ability of Program staff to view Contractor notations on an account 
housed in the Contractor's online solutions. 

Response: 

The State's Cardholders will receive a seamless customer service experience when interacting with our 
customer service staff. Citi Commercial Cards customer service uses an online tool, Citi Source, to facilitate 
Cardholder conversations and provide timely, accurate information. Citi Source enables our customer service 
representatives to share the information the State wishes to provide to its Cardholders - including policy 
updates, temporary credit line increase authorization, etc. - seamlessly and without ancillary steps. 

Citi is currently building new functionality within CitiManager that will allow our clients to view customer service 
updates and comments in the near future. 
2.37 The bidder should detail its card stock management process in preparation for new card and 

card re-issuance. 

Response: 
Citi's physical plastic card inventory is managed by Gemalto, an international digital security company. 
Gemalto has a secure storage vault. and plastics are audited by the specified amount received, i.e., if the 
plastic vendor ships 1,038 plastic units. then the vault will expect that exact amount. Should there be a tally 
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discrepancy. an investigation will be conducted. Gemalto's production floor is secured and only necessary 
team members are allowed in the production facility. Plastic blanks arrive at the embossing facility by 
armoured car. The plastics do not have any "data" on them until they are embossed. Gemalto has a global 
presence and are held to Citi's strict SLA and quality standards. Gemalto embosses for both US and Canadian 
Commercial portfolios. 
2.38 The bidder should detail its ability to issue cards with higher limits as outlined in Attachment D. 

Response: 
As the client, the State will determine the appropriate credit limits for your program, and you can adjust credit 
limits for cardholders as needed. Limits can be set on cardholder by cardholder basis or program-wide. Citi 
will work with the State to maximize program spending while maintaining reasonable controls. 

The maximum possible credit limit for a single Citi Commercial Card is $99,999,999,999. We do not anticipate 
any constraints. 
Card Acceptance 

2.39 Can the card accommodate in-store. internet, fax, mail order, and over-the phone transactions 
without any exceptions? 

Yes _x_ No 
Response: 
Citi's commercial cards can be used for purchases wherever Visa or Mastercard are accepted whether it be in­
store with card present or those transactions where the card ls not present. 
2.40 Bidder should detail all volume and spending limits placed on the cards. Details should address 

at a minimum, PIN-based transactions, and signature based transactions. Specify if limits are 
daily, weekly, monthly or per transaction. The bidder should detail the process and timing to 
modify and enforce change limits. 

Response: 

Citi's flexible cards solutions give the State's Program Administrator(s) many options to control card use 
according to your business requirements. Citi elected to use the Chip and PIN technology versus the Chip and 
Signature approach. Although the Chip and PIN is built into our cards, the merchants may have elected to 
setup as Chip and Signature technology at the point of sale terminals. Our cards will function in both 
environments and the controls you place on cards are not impacted by the Chip technology. The following 
table outlines the various program controls available to the State. See table 3.5 below. 

Company Level 
Restrictions 

Card holder 
Level 
Restrictions 

Department 
Level 
Restrictions 

MCC / SIC 
Restrictions 
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3.5 Commercial Card Program Controls 

The State can assign a dollar limit and certain Merchant Category Code (MCC) restrictions at the 
company level. Cash advances can typically be controlled at the company level, as well. 

The State can assign various restrictions and credit limits on an individual account basis. 

The State may be able to group employees and assign them similar spending limits. This is 
available in some countries, but not recommended from a credit limit perspective. 

The State can assign controls at the individual cardholder level without limitation and can modify 
these controls on an ongoing basis. For example, the State can assign dollar limits by MCC or 
SIC categories and can include or exclude groups of MCC or SIC codes in the individual 
cardholder profile by contacting your deslgnated Client Account Service Manager via phone. 
email, or fax. Citi can provide the State with recommendations and a list of codes that are 
frequently blocked for travel and entertainment programs. 
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Velocity 
Transaction 
Limits 

Dollar Limits 

Transaction 
Volume Limits 

A velocity transaction limit determines the criteria for the maximum number of transactions 
(authorizations) allowable within a defined timeframe (day, week, or month). Some regional 
variations apply to the availability I customization of velocity limits. 

The State can establish monthly spending limits, dollar I currency transaction limits, and account 
spending limits on an individual account basis. The State's Program Administrators can increase 
or decrease credit limits for individual cardholders. 
Credit limits are an invaluable tool in protecting the State from misuse of employee cards. The 
State will determine the appropriate credit limits for your program. You can adjust credit limits for 
cardholders as needed. Citi will work with the State to maximize program spending while 
maintaining reasonable controls. 

The State can set daily, weekly, and/ or monthly transaction volume limits by card. 

Within CitiManager, the following fields are updated in real time with account details and transaction 
authorizations. Some fields may also be maintained by the State's Program Administrator(s) and are updated 
immediately in the system. CitiManager also enables your Program Administrator(s) to request replacement 
cards. See table 3.6 below. 

3.6 Real Time Account Management in CitiManager 

Card Limits & Authorization 
Controls 

Merchant Category Code Group 
Limits 

• Available credit, current balance, previous balance. current amount due. 
days past due 

• Disputed amount 

• Credit limit and cash advance limit (percentage) adjustments" 

• Single transaction limit 

.. Daily, cycle, and monthly number of transactions 

• Daily, cycle, and monthly dollar amount 

• MCCG name, action, and status 

• MCCG daily, cycle, and monthly number of transactions 

• MCCG daily, cycle, and monthly dollar amount 

• MCCG use, parent limits, groups, and velocity 

2.41 The bidder should detail how cardholder PIN information is distributed within programs allowing 
its use. 

Response: 

Citi does not mail the PIN subsequent to mailing cards to Program Administrators or cardholders. The PIN is 
created by either calling in to activate the card and select your own PIN or by logging into Citi's activation 
website to activate and select your own PIN. 

Cards are delivered in a deactivated state thereby requiring the cardholder to use one of the above methods to 
activate and select their PIN. 

2.42 The bidder should detail how cardholder PIN may be changed by cardholder. 

Response: 

Cardholders may change their PIN at any time by calling customer service. There is no fee for changing a PIN. 

Cardholders can establish a new PIN online or reset an existing one by calling customer servfce. After the 
initial account verification (16-digit card account number and either last 4 of SSN or employee ID for most 
clients), the caller is required to enter the CVV2 code on the back of the card and the account expiration date. 
Then, they enter the 4-digit PIN once, and then again to confirm, and it will be updated immediately. 

2.43 Is the bidder willing to recruit new businesses for inclusion in the card programs? For example, 
when a card is not accepted by a business, the Contractor shall contact such business and 
attempt to include the business as an entity that will accept the Contractor's card. 
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Yes _x_ No 
Response: 

Citi Supplier Enablement Services plays a key role in helping to maximize benefits of your program by taking 
responsibility for supplier enrollment activities. A designated Citi specialist works directly with you to develop 
and execute an end-to-end outreach strategy- managing the critical and often resource-heavy tasks required 
to help your program succeed, while securing your sign-off on each step of the process. 

Citi Supplier Enablement Services also works with leading merchant acquirers to drive adoption of B2B card 
payments for merchants not currently accepting cards. A designated Citi specialist works with the client and 
merchant acquirer to develop and execute an outreach and merchant acquiring strategy to maximize vendor 
on-boarding and increase spend in your card program. 

In addition to our extensive experience as a leading B2B cards provider and payments bank, a Citi Supplier 
Enablement Services Manager works closely with you to apply these solutions, developing and managing a 
detailed go-to-market plan with your feedback and approval at each step in the process. 

Using the analysis produced by Citi Working Capital Analytics, Citi develops a tailored outreach strategy 
designed to maximize supplier adoption of the State's card program. This strategy culminates in an efficient 
and effective supplier outreach campaign designed to drive supplier adoption, while also recognizing the 
importance of the commercial relationship to your overarching business. 

Citi offers a unique, tailored team trained on the benefits of electronic payments and card acceptance, and 
equipped with market research and intelligence as well as lessons learned from other enrollment campaigns. 
Under Citi's campaign manager's direction, experienced and skilled enablement call-center agents contact 
suppliers, using approved messaging to communicate the benefits of card acceptance. Agents are equipped 
with the training and tools to answer detailed questions about the mechanics of card acceptance. merchant 
acquiring, and any specific incentives offered. 

Citi's innovative reporting tools give you critical insight into our progress throughout the campaign. The Citi 
campaign manager works with you. as needed, to fine-tune the outreach strategy and messaging to maximize 
campaign success. This can include adjusting existing payment terms, offering early pay incentives to 
encourage supplier acceptance, or developing responses to frequent supplier feedback. After the campaign 
ends, Citi helps monitor spending trends to ensure the program achieves or exceeds the expected campaign 
results. Follow-up campaigns can also be developed to help drive additional volume to your program. 
2.44 The bidder should detail options available to the card programs to make payments to entities 

that do not accept the branded card used by the Contractor. The bidder should include 
information on payable automation services available to card programs. 

Response: 

Citi offers convenience checks with our commercial card programs. Checkbooks are tied to the account 
number and a dollar limit can be applied. However, because signature verification is not performed on these 
checks, only a minority of our clients has elected to use them. 

In addition to Citi's commercial credit card solutions, we also offer a large suite of cash management tools, e.g. 
ACH, wire, check, etc. If awarded the State's business, Citi would be happy to sit down with you to discuss the 
State's payment needs outside of the commercial card space. 

2.45 The bidder should detail programs available that can increase rebates to card programs. 

Response: 
Rebate, or revenue share, is based upon the State's program net charge volumes. The best practice is to 
identify opportunities to increase the amount of the State's spending budget onto the cards. Our previously 
described Citi Working Capital Analytics tool is designed to identify these spend growth opportunities. This is 
based on the accounts payable file provided by the State. We will work with you to map out a plan to execute 
on the spend growth opportunities. 
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Purchasing Card Program Administration 

2.46 Can the bidder's card programs allow the Program Administrator or his/her designee to specify 
at a minimum, (the following account information) 
1. single transaction dollar limits; 
2. monthly credit limit; 
3. MCC parameters; 
4. cost center/business unit information: 
5. cardholder demographic information; 
6. department name/agency name; 
7. cash access information; and 
8. any other field entered into the cardholder enrollment screen? 

Yes _x_ No 
Response: 
The State's PAs can specify all of the information above in real-time via CitiManager. 

2.47 The bidder should review the card limits designated by the card programs detailed in 
Attachment D. Does the bidder understand and accept the card programs require various levels 
of spending depending on the cardholder's job function and program type? 

Yes _x_ No 
Response: 
The maximum possible credit limit for a single Citi Commercial Card is $99,999,999,999. We do not anticipate 
any constraints. 

2.48 Does the bidder agree that the State or card programs will not be liable for any purchase or 
charge incurred after being notified of termination or cancellation of an account? 

Yes _x_ No 
Response: 

Citi offers liability programs specifically for protection against misuse of the card, via MasterCard or Visa, and 
provides additional protections and limitation of potential company liability. 

The State is not liable for any unauthorized charge occurring after the bank is notified of the loss, theft, or 
possible fraudulent use of the card. It is incumbent on the State to ensure all authorized recurring transactions 
are discontinued when cancelling accounts. This applies in instances of termination or any other reason for 
canceling card accounts. Clients failing to report promptly purchases made with lost or stolen purchasing cards 
may be liable for the transaction. with no maximum dollar amount cutoff. See table 3. 7 below. 

3.7 Liability Waiver Programs 

MasterCard Waiver of liability Program 
The MasterCard Waiver of Liability program is provided regardless of liability type; however, there are conditions and 
criteria based on liability type. The waiver provides protection to the State against employee misuse or abuse. 
For programs with five or more cards, the maximum liability waiver coverage is $100,000 in the United States and 
Canada. 

To collect on the insurance coverage for the unauthorized charges. the employee must be terminated and the State 
must provide a cardholder account cancellation request within two days of notifying Citi of the cardholder termination. 
Eligible charges are those incurred by the cardholder 75 days prior to termination and up to 14 days after termination. 
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Visa Llablllty Waiver Program 
The Visa liability Waiver Program is available to the State for charges incurred by a terminated a State cardholder 
that does not benefit the State directly or indirectly. The cardholder's employment must be terminated. The 
maximum coverage is $100,000 per cardholder account for programs with five or more cards. Eligible charges are 
those incurred by the cardholder 75 days prior to termination and up to 14 days after termination. The State must 
notify us immediately. Enrollment is automatic and there is no deductible. 

Both the Visa and MasterCard Liability Waiver programs are offered at no fee to the State. Claims processing 
has specific timeframes for the filing for coverage, which is typically 75 days from the date of transaction. 

Unauthorized Charges Incurred Before Notification 

the State has 60 days from the date on the latest account statement to notify Citi, in writing, of any charges on 
the statement that occurred as a result of the card's loss. theft, fraud or unauthorized use by a third party. 

In the case of a lost or stolen card, or suspected unauthorized charges, we advise cardholders or program 
administrators to notify Citi's Customer Service Unit immediately to remove the potential for any further 
fraudulent charges to be incurred on the account. Cardholders must complete any necessary paperwork to file 
the claim. In most cases, following notification, we can provide a cardholder a new account number and 
expiration date. 

After they are reported, the potential fraudulent charges will go into dispute. Disputed charges will not be 
payable/due during the dispute process. Following conclusion of the dispute process, the State or its 
cardholders will be deemed not liable for charges deemed fraudulent, and the disputed charges will be 
removed from the account. 

Employee Termination 

We highly recommend requiring terminated employees to pay card balances upon leaving the State. Some 
clients withhold funds due the Corporate Card from the final payment to the former employee. 

2.49 Does the bidder agree that the State or card programs will not be liable for any purchase or 
charge incurred after notification that a card was reported lost or stolen? 

Yes _x_ No 
Response: 
Please refer to the answer to the previous question for information regarding liabllity protection. 

In the case of a lost or stolen card, we advise Cardholders to notify Citi's Customer Service Unit immediately to 
remove the potential for any fraudulent charges. In most cases, we can provide a Cardholder a new account 
number and expiration date the same day. 

Both Visa and MasterCard offer services and easy to remember phone numbers to provide assistance in the 
case of a lost or stolen card. Visa can be reached at 1-800-911-VISA and MasterCard at 1-800- MCASSIST. 
In addition, the card associations provide emergency assistance including various travel, medical, and legal 
services. 

Emergency card replacement is within 24 hours, provided that the request is received by 3:00 p.m. (ET). The 
process to request an expedited card is to contact your Client Account Services (CAS) Manager or PA Service 
Team prior to submitting the application. The CAS Manager will facilitate the process of creating the 
replacement card and requesting delivery to the location or address as specified by the State. This is available 
at no cost to the State. 

2.50 The bidder should detail the ability of the Program Administrator or his/her designees to 
inactivate lost or stolen cards. If the Contractor allows card inactivation by the Program 
Administrator, the bidder should detail if this process will automatically trigger replacement card 
issuance or the steps necessary to get a card reissued. 

Response: 

The State's Program Administrator can de-activate cards using the CitiManager Card Management module or 
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by calling the CAS Manager or customer support representative. The deactivation process is completed in 
real time. Program Administrators can deactivate cards online via CitiManager: however. for instances of lost 
or stolen cards, we recommend that the designated State representative call our Customer Service. rather 
than using the card deactivation feature through CitiManager Card Management Module. 

2.51 The State requires a contract addendum to be signed by the State Treasurer, the Contractor 
and any governmental entity/political subdivision interested in using the Contract. The 
Contractor is required to have all contract addendums signed. A signed copy shall be provided 
to all parties prior to work being started. Will the bidder comply? 

Yes _x_ No 
Response: 

Citi will ensure all contract addendum are signed prior to commencement of work. 
2.52 The bidder should indicate their ability to issue cards that can be used for the payment of 

utilities. 
Response: 
The State can use a Citi commercial card to make a payment to any merchant. including utility companies, that 
accepts the Visa or Mastercard brand. In instances where utilities resist card acceptance. Citi will work with the 
State and the utility to explore options for a beneficial payment agreement. 
2.53 Contractor must present a yearly review and analysis of each card program thirty (30) days prior 

to the anniversary date of the contract and a final review upon program request (within 30 days 
of the expiration of the contract and any renewal options available.) Contractor's card program 
Manager/Representative shall meet to complete a detailed review of each card program, its 
contractual responsibilities, contractor's performance and management of the relationship. 
Benchmark measurements for performance and performance comparison analyses based upon 
such benchmarks shall be established and reviewed over the Term as part of the annual review 
meeting. The Contractor shall submit to the card programs, contractor's report of strategies and 
planning goals for the ensuing calendar year. Contractor's representative shall at this time meet 
with the designated representatives of each card program to discuss all programs, contractor 
and contractor management effectiveness. future objectives, future growth opportunities, and 
industry updates. Does the bidder agree to such presentation? 

Yes _x_ No 
Response: 

After the State's program is implemented, your Account Manager will facilitate periodic meetings to review 
program statistics and identify initiatives to optimize your program as needed. Your Account Manager holds 
account review meetings to evaluate your program in terms of such measures as program spend, number of 
active accounts, account activity rates, and transaction counts. Citi will also routinely facilitate discussions 
around topics such as: 

• Metrics analysis 

• Innovations 

• Technology optimization 

• New product roll out 

• Best practices 

As needed, after your implementation is complete, your Account Manager will organize additional hands-on 
training sessions on our reporting and technology tools to ensure that the State's Program Administrators and 
key stakeholders are using the system efficiently. 

Process Re-engineering Partnership 

Many of our successful partnerships with clients involve supplier management. For example, we will provide 
the State with our Payment Optimization process for your Purchasing Card program during or after 

36 State of Nebraska cffi· 



implementation. This process analyzes all vendors in the State's accounts payable file for spend trends, 
supplier card acceptance, negotiation, and consolidation opportunities. as well as opportunities for early pay 
incentives with suppliers. 

In combination with our Custom Reporting module (accessible via CitiManager) for program metrics and 
benchmarking, our Web-based financial tools give you a clear picture of your company~wide purchasing 
patterns and help you to optimize procure-to-pay procedures, potentially saving you thousands of dollars every 
year. Citi aims to enable you to analyze the year's spend and supply chain to identify preferred and non­
preferred vendors, identify time to pay, and determine the optimal payment method for your supply chain. 

Consulting Services 

To ensure the State realizes the overall vision for your card program, your Citi team will work with you and 
your Program Administrator(s) to develop program initiatives based upon your unique goals. Your Citi team 
can provide personalized consulting for the full spectrum of your accounts payable needs. We offer 
comprehensive analytics against vendor transaction files and recommendations for best payment instruments. 
Such consulting seivices can begin during implementation or at any time during the life of your program. 

Customer Service for Cardholders 

2.54 Can the bidder provide toll~free customer service lines and established summary of policies and 
procedures to handle cards issued? 

Yes_X_No 

If yes, please provide the policies and procedures. 

Customer Service assists all parties with inquiries including, but not limited to: 

" Balance and payment inquiries 
• Credit availability 

• Decline reasons 
• Security and account closures 

• Billing disputes 

• Reporting lost or stolen cards 
• Help Desk support for online systems and file delivery 
Citi distributes a card use procedural document with each card sent. This explains the basics of how to 
manage a card account. Should the State wish to include their policies and procedures with the card, Citi can 
work with the State to determine the most effective method. Our Customer Service group also maintains a 
program database for reference when servicing customers that can contain policies and procedures. Citi 
cannot enforce policies and procedures. but can inform. It is important the State ensure Citi receives timely 
updates to any changes in the policies and procedures. 
If no, please explain why bidder is unable to provide policies and procedures. 
2.55 The customer service lines must be available 24 hours a day, 365 days a year, at no cost. Can 

the bidder comply? 

Yes _x_ No 
Response: 
Citi's Commercial Card Customer Service Unit is dedicated to providing superior service 24/7. 

2.56 Bidder should detail the types of inquires handled by their customer service line. 
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Response: 

The Customer Service Unit assists cardholders, program managers, merchants and third parties 24/7, with a 
variety of inquiries including, but not limited to: 

• Balance and payment inquiries 

• Credit availability 
• Decline reasons 

• Security closures 

• Account closures 
• Billing disputes 

• Reporting lost or stolen cards 
• Help Desk support for our online systems 

• Help Desk support for file delivery issues 
• Interface with MasterCard and Visa and third party vendors 
All groups work together to ensure that our phones are answered in a timely manner. Cross-training is used to 
enable our service center to handle peaks in call volumes. 
2.57 The bidder should provide sample customer service scripts of the cardholder processes most 

routinely managed through the call center, including at a minimum lost/stolen card issues, new 
card activation, fraud, declines, etc. 

Response: 
Citi Customer Service Representatives do not work off of set scripts. Citi has documented procedures for 
each of the sample call types that a representative may receive. The Customer Service Unit assists 
cardholders, program managers, merchants and third parties 24/7, with a variety of inquiries including, but not 
limited to: 

• Balance and payment inquirles 

• Credit availability 
.. Decline reasons 
.. Security closures 

• Account closures 

• Billing disputes 

• Reporting lost or stolen cards 

• Help Desk support for our online systems 

• Help Desk support for file delivery issues 

• Interface with MasterCard and Visa and third party vendors 
All new Customer Service Representatives (CSRs) receive 120 hours of initial training. This training is a 
combination of classroom training, role playing, and system navigation, as well as handling actual cardholder 
inquiries. New CSRs also receive an additional 80 hours of on-the-job training in a classroom environment. 
Once on the call floor, our representatives receive daily feedback related to their performance. CSRs receive 
1-1.5 hours of supplemental Up Training on a quarterly basis. Online Up Training offers CSRs refresl1er 
courses on certain aspects of their job. At the end of the training, the CSR will complete a test with the results 
foiwarded to their manager. 
To ensure that the highest levels of service and quality are maintained, we provide ongoing training for our 
CSRs on product enhancements, program developments, and on improvements to the customer service 
process. Some examples of the various training platforms and processes used include extensive classroom 
training, side-by-side mentoring, quality reviews, monitoring, and online resources including real-time 
reference materials. 
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2.58 Call Center Customer Service Representatives shall be competent, qualified, trained, and able 
to communicate effectively. The bidder should detail its Customer Service abilities addressing 
each item identified above in 2.57. 

Response: 
At Citi, we provide an easy-to-use, role-based, consistent learning framework that links our commercial cards 
employees to Citi's strategic priorities and leadership standards. All personnel assigned to the State's commercial 
card program have received extensive training in commercial cards and Total Systems Services, Inc., which handles card­
related services for authorization and transaction processing. Additionally, staff our required to attend product management 
sessions as well as compliance and regulatory training. 
Citi's customer service is handled in-house. Our Customer Service Representatives (CSRs) has an average tenure of five 
years with Citi with over two years' experience in the commercial cards industry. 
All new CSRs receive 120 hours of initial training. This training is a combination of classroom training, role playing, and 
system navigation, as well as handling actual cardholder inquiries. New CSRs also receive an additional 80 hours of on­
the-job training in a classroom environment. Once on the call floor, our representatives receive daily feedback related to 
their performance. CSRs receive 1-1.5 hours of supplemental Up Training on a quarterly basis. Online Up Training offers 
CSRs refresher courses on certain aspects of their job. At the end of the training, the CSR will complete a test with the 
results forwarded to their manager. 
To ensure that the highest levels of service and quality are maintained, we provide ongoing training for our CSRs on 
product enhancements. program developments, and on improvements to the customer service process. Some examples of 
the various training platforms and processes used include extensive classroom training, side-by-side mentoring, quality 
reviews, monitoring, and online resources including real-time reference materials. 

2.59 The bidder should provide the ability for a Program Administrator to access card holder 
information within call center customer service 

Response: 

Citi does not provide read rights into our customer service access to our processor. This is a highly secure 
system and is not able to be shared. 

Customer Service assists an parties, including Program Administrators. with inquiries including, but not limited 
to: 

• Balance and payment inquiries 

• Credit availability 

• Decline reasons 

• Security and account closures 

• Billing disputes 

• Reporting lost or stolen cards 

• Help Desk support for online systems and file delivery 

2.60 The bidder should describe the telephone communication system it uses or proposes using to 
operate the toll~free telephone system, whether call center services will be performed by 
contractor staff or sub-contractor staff and the call center functions to be pertormed at each 
location. Additionally, it should detail the number of lines available for clients, the planned 
staffing levels at various times of the day/week/month, the language and system skill levels of 
attendants, and the call management software used to monitor performance. The bidder should 
detail how it manages for weather or any other related issues that could impair its ability to 
maintain adequate staffing levels in the subcontractor or contractor operated call centers. 

Response: 

Citi established the Jacksonville, FL Client Delivery Center in 1998 expressly to service Commercial Cards 
clients. Our operations functions are performed by Citi employees, with no services being contracted or sub­
contracted. The Customer Service and Collections Department has approximately 34 Service 
Representatives, 12 Senior Service Representatives, and three Operations Assistants. Three Customer 
Service Managers lead these teams and oversee the day-to-day activities of the department. We staff our 
centers based on historical call trend analysis (Mondays busier than Fridays, summer months busier than end 
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of the year).Each member of the leadership team possesses over 10 years of commercial cards experience. 
Please refer back to question 2.57 above for information on CSR training. 

All groups work together to ensure that our phones are answered in a timely manner. Cross-training is used to 
enable our service center to handle peaks in call volumes. In addition, our Managers, Operations Assistants, 
and Quality Department answer calls during peak periods to minimize client impact. 

Call System / Phone Lines 

Citi Commercial Cards leverages multiple Verizon 800 numbers that come into an Integrated Voice Response 
(IVR) system that allows cardholders the ability to self-serve on multiple requests (obtain balance, make a 
payment, update PIN, listen to recent transactions, etc.). If callers need to speak to an agent, Citi's telephone 
system will route the call to the next available agent and advise the caller of potential wait times. Customer 
Service agents at both locations can assist cardholders with any other request regarding their card or direct 
tasks to our support back office team in South Dakota. 

Citi provides dedicated 800 numbers for public sector clients like the State, and a local number that can be 
dialed from international locations. 

Languages 

English is the primary language, but we can support multiple languages through language line interpretation 
services. 

Quality Service 

Internal teams monitor agent performance and call/queue wait times using Avaya CMS Supervisor. 

Continuity of Business 

Recognizing the nature of commercial card payments, Citi understands that the State requires around-the­
clock support for your program. In response, Citi has also developed an escalation procedure for both 
operations and technology in the event of an emergency. Our Technical Help Desk provides extended day and 
emergency technical support for file delivery issues, as well as our CitiManager online systems. Moreover, our 
Customer Service Unit provides 24/7 support dedicated to handle inquiries from merchants, cardholders, 
program managers, and third parties, and can support all emergency situations. Working with Citi Commercial 
Cards, the State will always be able to contact a Citi Commercial Cards representative. 

Citi is fully prepared to support our clients during emergency or natural disaster situations. In addition to our 
Client Delivery Center, located in Jacksonville, FL, we have two COB (continuity of business) sites, in Norfolk. 
VA and Sioux Falls, SD. These sites are activated should there be a need to close our Jacksonville, FL office. 
Our plan provides for the transferring of customer calls but also we temporarily relocate staff to work from the 
COB site(s). When Hurricane Irma struck Florida in 2017. we enacted our COB plan, closing our Jacksonville 
office and transferring all calls to our Norfolk site. There was no interruption of service for our clients during 
this period. 

Should there be an emergency situation for the State of Nebraska, we can staff resources accordingly to assist 
with emergency needs, such as increasing credit limits; opening MCCs; implementing "Safe Haven" 
procedures to open new card accounts and billing accounts. 

Help Desk Issue Tracking 

The process for tracking Help Desk issues is as follows in table 3.8: 

3.8 Help Desk Issue Tracking 
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Opening 
Issues 

Resolving 
Issues 

Issue 
Escalation 

The State can open a new issue and have the majority of questions answered through the Level 1 Help 
Desk by calling our toll-free number or by sending an email to the CCJAXL 1 HelpDesk@citi.corn address 
which will initiate a STaRS ticket. 

For issues reported via phone calls, the Level 1 Help Desk opens a trouble ticket using STaRs, our 
inquiry tracking system. If further investigation is required the issue is escalated to the Level 2 Help 
Desk team via the STaRS ticket which is provided to the caller for follow up, lf needed. 

If the issue is resolved at point of call by the Level 1 Help Desk, the STaRS ticket is closed. 

Issues escalated to the Level 2 Help Desk team will be researched for resolution. Throughout their 
investigation, the Help Desk keeps your caller informed of the status. 

The Level 2 Help Desk escalates an issue when resolution can only be reached by developing new code 
or enhancements to our products. These issues are escalated to the Commercial Cards Product 
Technology teams and the STaRS ticket is placed in the Technology Workbasket within STaRS for 
tracking. Additionally, a technology ticket is created with the Technology teams and their ticket number 
is noted in the STaRS ticket. The Level 2 Help Desk will continue to work with Technology Teams until a 
resolution is determined or the issue is assigned to a release date. 
For issues where a release date is required. a Business Requirement Document (BRD) Is written and 
submitted for an implementation date. Once the BRD is completed and an implementation date is 
scheduled, the Level 2 Help Desk communicates this back to the client contact. The trouble ticket 
remains open until successful implementation of the BRD. 

Billing Statements and Cardholder Statement 
2.61 The card programs may require the contractor to send a monthly statement of charges to each 

cardholder and to the Program Administrator within 5 business days after each statement cycle 
closes. Each Program Administrator shall designate acceptable statement formats for their 
cardholders. This may include either a paper or electronic statement. 

Response: 

Citi offers a variety of statement cycles. A statement (billing) cycle is defined as the time from one cycle date to 
the next in which transactions take place. On average, each cycle is 30 days, depending on the number of 
days in the month. 

The State may take advantage of flexible billing cycles from the third to the 281
" of the month. On a monthly 

billing cycle, we typically cycle all accounts for the full calendar month on a consistent, monthly close date. 
Statements are produced on the cycle end date. which will be available electronically. Paper statements 
mailed three business days after cycle date. We can generally accommodate the State's needs. 

Citi is able to offer memo statements to cardholders so that they can review and reconcile their monthly 
transactions. 

• Citi enables the State to determine whether your cardholders receive an electronic or, if requested, paper 
statement. Many clients opt for electronic-only statements to support environmental initiatives. 

• As an alternate, if the State prefers cardholders to receive a paper statement, Citi offers the ability to "opt 
out" of receiving the electronic statement 

• As an added cardholder feature, Citi also offers the CitiManager Mobile site providing cardholders with 
convenient on-the•go access to account information with intuitive navigation features. 

The State's cardholders can access billing statements anytime and anywhere via CitiManager. our single sign­
on client portal. CitiManager enables cardholders to view account statements in a secure, online 
environment. Program Administrators can also view individual cardholder statements through the module. 

Features include: 

• Self-registration by cardholders 
• Ability to view, print, and save statements and individual transactions to local or shared drives after cycle 

date 
• Ability to save account statements in PDF format and individual transactions in XLS or CSV 
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• Ability to view current transactions throughout the month 

• Provides online statements for 36 months in CitiManager and then archives for seven years 
Citi automatically sets up your cardholders to receive statements electronically during the initial 
implementation, unless otherwise requested. 

2.62 Card programs may designate that all or certain cardholders either receive no statement or only 
have access to online statements. The bidder should detail their ability to block either entire 
programs or specific cardholders from receiving statements. The bidder should detail how this 
is set up during initial card enrollment and how it will be monitored or managed with ongoing 
card issuances. 

Response: 
The State may designate that all or certain cardholders either receive no statement or only have access to 
online statements. 

Access to CitiManager functionality for Program Administrators is entitlement driven. The CitfManager Card 
Management module provides a full set of entitlement options, which determine the tasks your end users can 
perform within the system. When setting up a new user, the Program Administrator populates an online form 
with the user's information, assigning him/her entitlements and roles in the system. Program Administrators 
also can modify, or delete users as required. Clients can control the entitlements that CitiManager users have 
access to. and Citi will work with you to define entitlement reviews that meet your requirements. 

In addition, the State's Program Administrators can view changes to user access- including who modified 
access and when. This capability is particularly useful for audits. 

2.63 The bidder should detail solutions available for cardholders to be able to access monthly activity 
via an online contractor operated web-based reporting solution. The bidder should detail its 
ability to provide card programs reports in both a PDF and CSV format. Bidder should provide 
samples of on-line statements. The bidder should detail its enrollment process. 

Response: 

CitiManager, our proprietary application, provides consistent features and capabilities across markets to 
simplify program management. The online maintenance and card application functions maximize opportunities 
for self-servicing and efficiency for both program administrators and cardholders. Program Administrators have 
access to the CitiManager Reporting system and are able to download the reports in PDF, CSV, HTML, Excel 
and Excel with formatting. Cardholders also benefit from our CitiManager Mobile version for on-the-go account 
viewing. 

CitiManager provides the State's Cardholders with a 24/7 single point of access. Additionally, CitiManager 
Mobile is available to view account activity on the go and make payments (dependent on the State's expense 
set-up). 

Once Cardholders log into CitiManager. they have continuous access to a range of functionality including the 
ability to: 

• Access Account Information Convenie•1tly - the State's Cardholders can view their account summary and 
up to 36 months of payment history 24/7. Cardholders are notified by message alerts sent directly to their 
email address when their statement is ready for viewing. 

• l\cG0ss ValuaNe ,~esources - CitiManager is an invaluable central repository for message boards and 
company links, as well as a library of user guides, tool demonstrations, and online learning webinars 

The State's cardholders can access billing statements anytime and anywhere via CitiManager, our single sign­
on client portal, Cardholders have the ability to view, print, and save statements and individual transactions to 
local or shared drives after cycle date. Cardholders can save statements in PDF format and individual 
transactions in XLS or CSV. 

Custom Alerts 

Citi's commitment to servicing our customers has led us to develop a wide variety of Informational and Fraud 
Early Warning alerts across 104 countries and 28 languages. By choosing to subscribe to CitiManager alerts, 
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Cardholders and Program Administrators can stay informed on card activity, 24/7. 

Key benefits of Citi's alerts include: 

• Convenience - Keep abreast of card activity and information in the language of your choice, whenever and 
wherever (even when traveling) 

• Timeliness - Receive prompt notification of fraud early warning, statement availability, payment due date, 
and other account-related key events 

• Efficiency - Automatically receive updates on account activity with no need to call customer service or log 
into a computer 

• 2411 Av1;,i/e/J1lity - Feel secure with the reliability of constant connectivity- anytime, anywhere 
• i=Je·,(1/)ie SuiJscription -Choose from email, SMS, and on-demand alerts. Want to suspend alerts? Just opt 

out by spend, project, travel, or personal preference 

Enrollment for online statements or viewing transaction activity is simple. As part of the card implementation 
process. Citi automatically registers the new cardholder in CitiManager. A welcome email is sent to the 
cardholder providing them with the temporary user ID, password and link to the CitiManager portal. The 
cardholder can change their user ID and create a password when they click on the link. 

Please see the attached Appendix- Sample Online Statement for an example of an online cardholder 
statement. 

2.64 The bidder should indicate its ability to allow program hierarchy for on-line statement viewing. 
Allowed access is determined by the Program Administrator. 

Response: 

Citi's online client portal, CitiManager, provides for the multiple hierarchy levels necessary to mirror any 
organization. Our online tools manage user entitlements within this hierarchy structure, providing access only 
to the assigned hierarchy node or below. Clients can control the entitlements that CitiManager users have 
access to, and Citi will work with you to define entitlement reviews that meet your requirements. 

CitiManager utilizes individually assigned, password protected user roles to differentiate the varying levels of 
client access and authority. Standard roles with associated entitlements are available (e.g., Program 
Administrators, Supervisors, Approvers, and Cardholders). 

Entitlement group profiles define: 

• Online menu options 

• Functions performed 

• Account data viewed 

The State can create, modify, and control access through CitiManager. Within the system, the Program 
Administrator can view a specific hierarchy. When setting up a new user, the Program Administrator populates 
an online form with the user's information, assigning them entitlements and roles in the system. Program 
Administrators also can modify users as required. 

2.65 The bidder should detail the billing statement cycles. 

Response: 

Citi offers a variety of statement cycles 

The State may take advantage of flexible billing cycles from the third to the 281
h of the month 

3.9 Cltl Commercial Cards Payment Cycle 
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March 15th Apri1151h May 101h May 15th 

Statement Period 

Cycle 
Start Date 

Charges 

1) 
2) 
3) 

Cycle End 
Date 

Days to Pay 

25 days to pay 

"C 
0 ·c 

Payment Past Due 

Q> I-------------Q. 
a> Unpaid charges now past due 
~ 1--------------

(!) 

Due Date 

• Stater;1ent Periocl- Clients choose cycle start and end dates during program setup. Most markets support 
between 3 and 28. Citi also offers weekly invoice and payment options. 

• Days tr; Pay - Determined during the pricing process. 25 days to pay is the standard. 
• Grace Perioct- Typically there is a 5-day grace period for Citi to receive and process the payment. 

• Pey111e11t Past Due - Past due charges are subject to additional fees based on the number of days 
outstanding. 

2.66 Can the bidder list sales tax separately for each transaction, if tax information was passed thru 
during the authorization process? This information is useful in situations where the cardholder 
was erroneously charged sales tax and the program requires a refund. 

Yes_X_No 
If the bidder cannot itemize sales tax, the bidder is required to propose an alternative solution. 
Citi can receive sales tax detail if it is captured at the point-of-sale {POS) or as part of the Level II data 
obtained directly from the merchant. The CitiManager reporting tool provides transaction data that includes 
taxes charged. Citi recognizes that reports are only as valuable as the data input at the POS. Merchants vary 
in the level of tax detail they can provide. Citi will work with the State to develop strategies that meet or exceed 
sales tax obligations while still maintaining program momentum and efficiencies. For those merchants where 
this information is not available, we suggest the State create and use an internal database of merchants. 
2.67 The bidder should detail availability of view only access of transaction data to individuals that 

are not cardholders (upon the approval of the Program Administrator). 

Response: 
The State's cardholders can designate an administrative assistant or another individual to be set up as an 
"Alternate User" in CitiManager. An alternate user is set up just like a cardholder. Alternate Users can submit, 
review and reconcile statements, inquire on past statements or transactions, and view account information. 
The entitlement driven access to transactions and statements allows for read only access as well as a variety 
of entitlements on a per user basis or in groups if desired. 
2.68 The bidder should detail the purpose of control accounts and how they vary from individual 

cardholder accounts. The bidder should detail how control statements differ between control 
accounts and individual cardholder accounts. The bidder should include a sample cardholder 
and control account statement in their RFP response. The bidder should detail if online control 
statements are available if requested by a card program. 

Response: 

Individual card accounts roll up to the control account. Cardholders have access to their "memo" statements of 
their card accounts for review, reconciliation, and approval submission. The Control account includes all of the 
card account transactions for those accounts that roll up to it. Each card account transactions are listed by 
account and each account that has transactions will be included in the Control account statement. 

For an example of a centrally billed card statement, please refer to the attached Appendix - Centrally Billed 
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Control Account Statement. 

2.69 The bidder should detail its process to manage returned cardholder statements. The bidder 
should detail how future statement mailing will be handled after the statements have been 
returned. The bidder should detail its process to monitor changes in statement status and notify 
the Program Administrator or his/her designee that cardholder statements for their program are 
being returned and/or that printing and mailing is being discontinued. 

Response: 
Citi recommends cardholders utilize electronic statements to mitigate the risk of statements being returned. 
Should a statement be returned as undeliverable, the cardholder's account would be highlighted with a 
returned mail flag and could have the account suspended temporarily with transactions declined until the 
cardholder notifies Citi of the correct address. 

There are reports available within the CitiManager Custom Reporting System (CCRS} that will identify any 
accounts that have a returned mail status. These reports may be setup as subscription so they run at 
predefined times during the month and are available for review. You will be notified by email that a subscribed 
report is available. 

: Reporting 

2.70 The bidder should detail their program administration online reporting tool. 

Response: 

CitiiVlana.ger c,..astorn Repmi.ing Syst(HTI MorBule 

CitiManager Custom Reporting System Module is our comprehensive standard and custom reporting online 
tool that captures and manages information related to your card transactions, from line-item details to 
consolidated transaction data and everything in between. 

Using CitiManager Custom Reporting Module, the State will have access to robust custom reporting 
capabilities, as well as a variety of standard reports. The users can create and save customized reports 
tailored to their needs as frequently as required. Reports can be pre-scheduled to run automatically or 
produced on an ad hoc basis. Users can also export data into common data processing formats such as 
comma-delimited, excel, PDF, or text. 

The State's Program Administrator(s) can create on-demand reports online by: 

• Selecting columns and options 
« Creating calculations 

" Filtering or grouping data 

Users can also modify existing, pre-authorized report templates to suit their individual business requirements. 
CitiManager Custom Reporting Module enables the State's Program Administrators to access, navigate, and 
explore relational data to make key business decisions in real time. 

Key features of the CitiManager Custom Reporting Module include: 

" Over 600+ data elements, including Level Ill and enhanced folio data, are available to create and 
customize reports 

• Download capability supports spreadsheets, PDF and word processing formats 

• Ability to save queries in private or public folder to facilitate repetitive report generation 

1) Reports can be pre-scheduled or run on an ad hoc basis 

o Reporting and drill down capability 
• Supports 21 local languages (English, Spanish. German, French, Italian, Japanese, Danish, Korean, 

Portuguese, Swedish, Chinese, Russian, Polish) 

• Advanced features include filtering, column calculation using an expression editor, creation of custom 
prompts, and on-the-fly charting capabilities 
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CitiManager Custom Reporting Module provides you with the details you need to negotiate with vendors, 
better understand employee spending habits, monitor trends and ensure compliance with organizational 
policies. 

Citi Program Dashboard 

Citi's Program Dashboard tool, integrated within our CitiManager Custom Reporting System, delivers program 
analytics more efficiently than ever before to help your business achieve greater efficiency and control. 
Designed to complement Citi's cutting-edge reporting capabilities, this sophisticated tool provides a dynamic, 
real-time, graphical presentation of program information based on user-defined parameters and key 
performance indicators. 

With the Citi Program Dashboard tool, the State will gain a dynamically integrated view of: 

• All transaction data by division, cardholder, and vendor 
• Metrics and diagnostics to identify spending patterns, trends. anomalies, and root causes 

• Business periormance versus strategic objectives 
• Optimization opportunities to increase efficiency 

CitiManager Custom Reporting Module Program Audit Tool (PA T) 

CitiManager Custom Reporting Module's Program Audit Tool (PAT) is a powerful on line application that allows 
the State to monitor and manage their Citi Commercial Card programs. PAT delivers robust card monitoring 
capabilities via a web-based application to help ensure appropriate cardholder behavior a.nd enforce internal 
policies. PAT flags cardholder accounts and transactions that are identified as non-compliant based on pre­
determined rules established specifically for your Commercial Card program. 

The State can use PAT to drive compliance by identifying what commercial card transactions are outside their 
internal policy. It provides automated as well as manual auditing capabilities of accounts and transactions can 
fit any program need which can be customized to over 35 rules drive compliance with the State's policies and 
procedures. 

Demonstrat.ion of Reporting Tools 

The reporting tool is a distinct differentiator for Citi and is truly a case in which a description is no match for 
experiencing the tool through a demonstration. Citi will be happy to schedule a demonstration of our online 
reporting tools for our CitiManager Custom Reporting Module and CitiManager Library. 

2.71 The bidder should detail how its online tool will be set up to meet program needs or 
requirements, how user names and passwords to access the system will be distributed, and how 
users and Program Administrators will be trained. 

Response: 

CitiManager Card Management Module provides a highly configurable, powerful transaction-management tool 
able to support our clients' allocation and reconciliation needs as well as complex accounting hierarchy setups 
and, multi-approver workflows. Real-time data visibility and email alerting capabilities help ensure essential 
program oversight across your Citi program. 

CitiManager, our global proprietary application, provides consistent features and capabilities across markets to 
simplify program management. The online maintenance and card application functions maximize opportunities 
for self-servicing and efficiency for both program administrators and cardholders. Cardholders also benefit 
from our CitiManager Mobile version for on-the-go account viewing. 

CitiManager Benefits At A Glance 

• Single, secure sign-on access and intuitive navigation to a full suite of innovative online tools 
• User-friendly application for generating both standard and customized reports built from a robust data 

repository with more than 600+ data elements 
• Central repository for message boards and company links, as well as a library of user guides, tool 
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demonstrations, and online learning webinars 
• Available globally in 28 languages, 24/7 

Available globally in 28 languages, CitiManager's single technology platform gives you access to a robust data 
repository that enables analysis of consolidated data across markets and card types. Citi reporting provides a 
holistic, global view that includes standard transaction level, Level Ill, and enhanced data. The State has 
access to a user-friendly application for generating both standard and customized reports built from more than 
600+ data elements. CitiManager can be tailored specifically to the State, allowing you to access, navigate, 
and explore your program data in real-time and enhancing your ability to make essential business decisions. 

CitiManager Benefits for Program Administrators 

Through a single sign-on, CitiManagerprovides Program Administrators with an automated, onllne helping 
hand to make expense management more efficient. From online application processing to real-time 
maintenance requests, the tool is equipped to meet all day-to-day needs, including: 

• Efficient Program Management - the State can easily manage, view, and download program information. 
Functionality includes: 

Statement information 
Update and manage accounts 
Set limits and permissions 

- Apply for new cards 
Examine cardholder requests 

- Add, activate, and deactivate users, assign or unassign applications 
Post messages for cardholders 
Reset passwords. and set up passcodes I data forms 

• Robust Reporting and Data Delivery - Through CitiManager's secure online environment, the State can 
generate standard, customized, or ad hoc reports with vital program information for reconciliation, cost 
allocation, data analysis, and expense management 

• Easy Access to Statements - Program Administrators and Cardholders can effortlessly review, download, 
and print statements in a secure online system, available 24 hours a day, seven days a week 

• Secure File Transfer - With streamlined management and distribution of transaction reports and files, you 
can easily post and manage files and reports within Citi's secure online environment 

CitiManager Registration 

Cardholders can either auto-register or self-register via our CitiManager online portal. 

To complete registration, cardholders will need a: 

• Web-browser and internet access 
• Account number 
• Account name (as it appears on the card) 

• Statement address 

The easiest and most efficient way for cardholders to register is to be set up with auto-registration. This 
process triggers two, automated emails sent to the cardholders after their first card transaction. The first 
automated email contains a temporary CitiManager username and the second email contains a temporary 
CitiManager password. Using these credentials, cardholders may create a personal account in CitiManager to 
track their account activities online directly. 

Cardholders can also self-register for CitiManager online access to their accounts. To complete the registration 
process, cardholders may register as soon as they receive the account number. 

Citi will work with the State to determine Program Administrator Access Privileges during implementation 
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planning. 

Program Administratot· Commercial Cards Training Options 

To ensure all Program Administrators will benefit, training classes are designed for all skill levels, from 
beginners to the most advanced. Training is delivered using a variety of methods to provide flexibility around 
your demanding schedule. Our goal is to accommodate different training needs and learning styles and our 
training staff works hard to ensure the transfer of learning every time. 

The State can choose to use any of the following forms of training as described in table 4.0 below: 

Onsite Training 

Online Webinar 
Sessions 

'Clti Training 
Series' Webinar 
Quarterly 
Learning Series 

4.0 Program Administrator Commercial Cards Training Options 

Initial on-site training is available for you once your card program is in place. The State can 
request on-site training from your Citi Implementation Manager or Account Manager. Training 
can be conducted at your site or one of the five (5) Citi training sites in Washington, DC, 
Norfolk, VA. Jacksonville, FL, Wilmington, OE, or O'Fallon, MO. 

These sessions typically include lectures, hands-on classes, and one-on-one computer labs 
for personalized attention to the State's user questions. Topics highlighted during onsite 
training typically include industry best practices, system enhancements, program 
management, navigation of Citi's tools. account maintenance, online statements, and 
reporting. We can design a conference tailored to the State's spedfic issues and objectives, 
geared toward the knowledge level of the participants. 

The State can register for future webinar training by topic. Webinars are instructor-led and 
delivered using WebEx. 

Webinar sessions facilitate dispersed staff training, enabling users to see and hear about the 
program systems in real time through the web. We offer ongoing interactive and I or pre­
recorded webinar training on a variety of topics. Interactive webinar training allows users to 
view the system, communicate with our trainers in real time via the web, and keep current on 
the latest enhancements to Citi's online tools. 

Citi Commercial Cards Online Academy offers pre-recorded webinar training for refresher 
training or training of new Program Administrators. Online tutorials covering all card 
management functions for Program Administrators are built into our card management 
module. 

Additionally. the Citi Online Academy program consists of a series of educational and best 
practice webinars, recorded for your convenience, to keep you up-to-date with today's quickly 
changing payments environment. Citi Commercial Cards Online Academy sessions are led by 
Citi experts and guest speakers from across the travel and payments industries. Our content is 
produced with treasury professionals, travel managers, procurement staff, and card program 
administrators in mind. In order to help you get the most out of your Citi Commercial Cards 
program. we will keep you up to date on a range of topics including: 

• Industry trends 

• New technology developments 

• Impact of regulations in order to help you get the most out of your Citi Commercial Cards 
program 

The Citi Training Series is designed to keep the State up-to-date on our tools and capabilities 
related to your Commercial Cards program. These generic webinars are scheduled on a 
quarterly basis and are suitable for new or seasoned Program Administrators who need a 
refresher. 

In this series, Citi subject matter experts present on such topics as delinquency management. 
the use of Virtual Cards, and understanding tax reporting, fraud and risk management. Each 
presentation is followed by an open forum Q&A, enabling clients to ask the moderator 
questions via toll-free conference line or email. We welcome the State's participation, as the 
program offers an important opportunity to learn about Citi's offerings and how to best manage 
your card program. 
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User Guides 

E-Learning 

Industry Forums 

The State can access end-to-end user guides and quick start guides in CLASS for all of the 
Citi Commercial Card online tools. The end-to-end user guides provide step-by-step 
instructions for all tool functions. The quick start guides provide step-by-step instructions for 
the most frequently used functions. 
A wide variety of printable training materials available to the State includes: 
• Program Administrator Desk Guide outlining recommended day-to-day program specific 

functions and reporting to assist in streamllnlng duties associated with management of the 
program 

• Central Billing Reconciliation Guide providing a step-by-step explanation of the 
reconciliation process and listing common reconclliation challenges 

• Resource material the State's Program Administrators can use to advise program 
participants of available training resources 

• Training Request Form to schedule special training sessions for groups of 20 or more 
Program Administrators at agency meetings or conferences 

• Implementation Guide 
• Cardholder Guides 
• Standard Card Management and Reporting Module User Guides 

• PowerPolnt presentations 
• Online Repository of Training Information 

Citi Commercial Card Learning and System Support (CLASS) houses a-learning modules for 
the Commercial Card program. These e-learning modules reinforce learning by providing a 
demonstration and an opportunity to practice each task. 
Designed specifically for Commercial Card Program Administrators, the Citi Commercial Card 
Learning and System Support (CLASS) provides access to training resources through a single 
sign-on hosted by CitiManager. The Commercial Card Program Training team provides a wide 
variety of training materials. including PowerPoint presentations, computer-based training, and 
webinar registration. In addition to providing access to training 24/7, CLASS provides training 
transcripts and certificates of completion to recognize training a Program Administrator has 
completed. The State will be able to access CLASS from CitiManager at no cost for all of your 
training needs. 

Citi actively participates in the following industry forums focused on our Public Sector clients. 
These include: 
• Treasury Institute Conference (University) 
• California Society of Municipal Fund Officers ( State) 

• Cards on Campus 
• World Congress 

• TexPo 
• Society of Collegiate Travel and Expense Managers 

Citi Commercial Card Learning and System Support {CLASS) Registration Screenshot 4:1 
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Citi Commercial Card Learning and System Support (CLASS) provides the State's Program Administrators access to 
training resources through CitiManager, 24/7. As illustrated above, users can review the training offerings in the catalog 
and register for webinars, on-demand training, or reference documents. 

2.72 The bidder should detail data retention, including the number of months data is retained via the 
online tool. 

Response: 

Through CitiManager. online historical information is available for reporting for 36 months. Data is then 
archived for up to 7 years. 

2.73 The bidder should specify the number of months data is archived after it is no longer available 
via the online tool. The bidder should detail the length of time to retrieve data requests of 
information stored in its archive solution. 

Response: 
Archived (offline) data is retained for seven years. 

If archived data is needed, retrieval time will depend on the type and amount of data requested. The length of 
time wiii be provided at the time of request, but on average a standard request takes i O business days. 
2.74 Bidder should detail the reports available (both custom and already programmed) through this 

Online tool. The bidder should provide a list of reports available and sample reports. 

Response: 

C:itiManager Custom Reporting Capabilities for ~'>rngram Ac.h'ninistmtor 

Using the CitiManager Custom Reporting module, the State will have full control over report production, 
enabling you to generate reports from over 600+ data elements, including Level Ill and enhanced folio data. 

Users can also modify existing, pre-authorized report templates to suit their individual business requirements. 

Using the module. the State can track and grol1p transactions as well as filter on any attribute, such as cost 
center, commodity code, or cardholder. Your Program Administrator(s) can access general functionality, such 
as formatting, sorting, and performing summary calculations, for straightforward querying. In addition, users 
have access to more advanced functionality, such as sub-totaling columns, creating custom prompts. and on­
the-fly charting capabilities. 
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There are no additional costs for customized reporting via the module. If additional programming is required, 
we will work with you to determine the fees incurred. Data is exportable into common data processing formats 
such as comma·delimited, MS Excel, PDF, or Text. 

Custom Reporting Categories 

Within the CitiManager Custom Reporting module, the State can create custom reports using the following 
categories: 

• Hierarchy Attributes 

• Account Attributes 

• Account Metrics 

• Transaction Attributes 

• Transaction Metrics 

• Air Detail 

• Hotel Detail 

• Car Detail 

• Travel Agency Detail 

• Reallocation Attributes 

• Temporary Services Detail 

• Transaction Shipping Detail 

• Fleet Fuel Transaction Attributes 

• Purchase Transaction Attributes 

• Calling Card Transaction Attributes 

• Dispute Attributes 

• Virtual Card Number Attributes 

• Program Dashboard Attributes 

• Lodge Card Attributes 
Citi Commercial Cards Reporting List 

Standard Reporls- Table 4.2 

Using the CitiManager Custom Reporting module, the State can access a variety of standard reports. The 
following tables offer details on standard reports available through the module: 

4.2 Report 

Account Activity Report 

Account Renewal Report 

Airline Credit Report 

Card Delinquency Report 

Declined Authorization Report 

Invoice Status Report 

Invoice 
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Description 

Account level detail and unit summaries for all transaction activity 

A point-in-time report that selects accounts approaching expiration based on 
their renewal status as of a specified report end date 

A list of credits posted from airline merchants along with possible original 
transactions that can be matched for offset 

Account status and past due amount information to monitor payment 
timeliness 

Information on attempted transactions that have been declined to monitor 
inappropriate usage attempts or need for user training 

A summary by unit of all invoices and their payment status 

A detailed account invoice for central billed accounts with cycle information 
for the billing account and all individual accounts 
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Pre-Suspension/Pre-Cancellation 
Reports 

Account status and past due amount information to monitor payment 
timeliness on accounts in a pre-suspension or pre-cancellation status 

Quarterly Vendor Report 

Statement of Account 

Statement of Account Memo 

Statistical Summary Report 

Summary Quarterly Merchant 
Report 

Summary Quarterly Vendor 
Analysis Report 

Summary Quarterly Vendor 
Ranking Report 

Total of merchant activity by quantity and amount for each fiscal quarter on a 
5-quarter basis 

A detailed account statement with cycle information for individually billed 
accounts 

A detailed account statement with cycle information for central billed 
individual accounts 

Summary unit totals by transaction category for a unit and its sub-units 
without extended transaction detail 

Totals of merchant activity and average merchant transaction for each fiscal 
quarter on 5-quarter basis 

Summary totals activity for the top 100 merchants for fiscal quarter and fiscal 
year-to-date 

Summary totals of merchant activity by fiscal year for the top 100 merchants 
utilized with statistical comparison to prior quarter activity 

Suspension/Cancellation Report Account status and past due amount information to monitor payment 
timeliness on accounts in a suspension or cancellation status 

,A .. detai!ed !isting cf al! d!sputes in th~ unit r0so!vsd or unr0sc!ved 

Write-off Report A date range report that shows occurrences of account collection write-offs 

S~and,,rd Text File Reports - 4,3 

The CitiManager Custom Reporting module enables the State to view a variety of standard reports in text file 
format. The following table offers detail on standard reports available through the module as text files: 

4.3 Report 

Account Activity Text File 

Airline Credit Text File 

Card Delinquency Text FIie 

Current Account Text FIie 

Declined Authorizations 
Text File 

Master Text FIie 

Quarterly Vendor Text File 

Statlstlcal Summary Text 
File 

Summary Quarterly 
Merchant Text File 

Transaction Dispute Text 
File 

• • • 
Account level detail and unit summaries for all transaction activity 

A point-in-time report that selects accounts approaching expiration based on their 
renewal status as of a specified report end date 

A list of credits posted from airline merchants along with possible original 
transactions that can be matched for offset 

Account status and past due amount information to monitor payment timeliness 

!nformaticn on attempted transactions that have been dec!lned to monitor 
inappropriate usage attempts or need for user training 

A summary by unit of all invoices and their payment status 

A detalled account Invoice for central billed accounts with cycle information for the 
billing account and all individual accounts 

Account status and past due amount information to monitor payment timeliness on 
accounts in a pre-suspension or pre-cancellation status 

Total of merchant activity by quantity and amount for each fiscal quarter on a 5-
quarter basis 

A detailed account statement with cycle information for individually billed accounts 

Account JV!anagemem' Reports -· 4.4 

The CitiManager Custom Reporting module offers a variety of account management reports for the State's 
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use: 

4.4 Report 

Account Listing with 
Hierarchy 

Account Profile (with card 
limit &election) 

Active Account Listing with 
Hierarchy 

Card Summary 

Cardholders by Division 

Count of Cards by Hierarchy 

Credit Limit Review Report 

CRV Activation 

Current Balance by Hierarchy 

Detail Account Listing 

Direct Debit Flag 

Hierarchy Levels 1-6 and 
Names 

Hierarchy Structure Report 

Hierarchy Summary 

Travel Reports - 4,5 

4.5 Report 

Air Travel Transactions 

O&O Segment Air Spend by 
Carrier 

O&D Segment Air Spend by 
Carrier and City Pair 

O&D Segment Air Spend by City 
Pair 

O&D Segment Air Spend by City 
Pair Paged by Carrier 

O&D Segment Air Spend by City 
Pair and Carrier 

Summary by Hierarchy 

Description 

Account level detail with hierarchy names 

Account level detail with card limit prompt 

Account level detail for all active accounts 

Account level count of transactions with date range prompt 

Account name with hierarchy and master accounting code information 

Number of cards by hierarchy 

Cardholders and transactions to date with credit limit; can be used to determine 
who is approaching the account credit limit 

Shows accounts with CRV activation 

Summary of card accounts with current balance 

Account level detail for hierarchies 1-6 

Account level detail with direct debit flag 

Lists available hierarchy levels 1-6 and names for which user has access 

Lists organization structure available to users, including hierarchy numbers and 
names 

Count of cards for hierarchy Level 1 

Description 

Air travel transaction detail with date range prompt 

Provides time period comparison of O&D air spend and segments volume 
grouped by carrier and city pair (bi-directional) 

Provides time period comparison of O&D air spend and segments volume 
grouped by carrier and city pair (bi-directional) 

Provides time period comparison of O&D air spend and segments volume 
grouped by city pair 

Provides real time period comparison of O&D air spend and segments 
volume grouped by city pair (bi-directional) and paged by carrier 

Provides time period comparison of O&D air spend and segments volume 
grouped by city pair (bi-directional) and carrier 

Provides time period comparison of total spend and transaction volume 
grouped by hierarchy 

Summary by Hierarchy and Major 
Industry 

Provides real time comparison of total spend and transaction volume 
grouped by hierarchy and major industry 

Summary by Industry Detail 

Top Airline Report 
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Provides time comparison of total spend and transaction volume grouped 
by industry detail 

Transaction amount by airline 
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Top Car Rental Report 

Top Hotel Report 

Top Hotel Report by Property 
Location 

Total Air Spend by Hierarchy 

Total Air Spend by Validating 
Carrier 

Total Car Spend by Chain 

Total Hotel Spend by Chain 

Total Hotel Spend Property 

Transaction Reports . 4.6 

' 4.6 Report 

Account Transaction Summar; 

All Transaction Report 

Amount by Transaction Code 

Convenience Check Report 

Finance Charge Activity 

Spend by Division 

Transaction amount by car rental agency 

Transaction amount by hotel 

Transaction amount by hotel location 

Provides time period comparison of total air spend and transaction volume 
grouped by hierarchy 

Provides time period comparison of total air spend and transaction volume 
by validating carrier 

Provides lime period comparison of total car spend and transaction volume 
grouped by car rental chains 

Provides time period comparison of total hotel spend and transaction 
volume grouped by hotel chains 

Provides time period comparison of total hotel spend and transaction 
volume grouped by hotel property 

Description 

Tota~ transac!fon amount v·vith account number 

Transaction level detail by hierarchy with date range prompt 

Transaction amount by transaction code with date range prompt 

Prompted report by transaction post date for convenience checks 

Lists late charge activity for U.S. and Canada cards by currency code 

Level 3 sort with total spend and number of transactions, with date 
prompt 

Summary Cost Center Report 

Transaction Search- Total Transaction 
Level 

Transaction amount by cost center 

Total merchant transaction information with transaction post date 
range prompt 

Transaction Search- Unit Transaction 
Level 

Transaction Summary 

Transaction Summary View 

Report Overview - 4. 7 

Account Statement Report 

Account Statement Report Version 2 

Citi Commercial Cards reporting system ad hoc view 

Total transaction information by transaction date 

Account ievei transaction tot~is by hierarchy 

4.7 Report Overview 

Expense Report (v2) 

Fleet Costs Report 

Account Statement Report with Signature Lines 

Account Status Report 

Fuel Brand Summary Report 

Fuel Exception Detail Report 

MCC Summary Report 

Program Summary Report 

Accounting Code Analysis Report 

Accounting Code Detail Report 

Alrllne Summary Report Top Merchant Summary Report 
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Approver Summary Report 

Approver Summary Expense Report 

Audit Report 

Canadian Tax Report 

Card Program Analysls Report 

Cash Transaction Detail Report 

Irish LID VAT Invoice 

Irish Non Evidence Invoice 

Irish Simpllfled VAT Invoice 

Line Item Detail Report 

Lodging Chain and Summary Report 

Merchant Detail Report 

Central Travel Solution Account Statement Report 

Central Travel Solution Travel Information Report 

Company Analysis Report 

Merchant Related Spending Alerts Report 

Merchant Supplier Summary Report 

Offllne Cardholder Maintenance-Detail Report 

Program Summary Report Cost Allocation Summary Report 

CTS Data Extract 

Daily Transaction Summary Report 

Delinquency Report Version 1 

Delinquency Report Version 2 

Detail Spend Analysls by Account Report 

Early Warning Report 

Spend Analysis by Merchant Report 

Spend Analysis by Merchant Category Report 

Spend Analysls by Transaction Category Report 

Spending Alerts Report 

Supplier Transaction Detail Report 

User Information Report 

Expense Report Vlrtual Card Accounts Report 

Please refer to the attached Appendix- CCRS Sample Reporting Package for examples of some of the online 
reports available to our clients. 

2.75 Bidder should detail their ability to provide Level Ill data. What percentage of Contractor's 
merchants provide Level Ill data? 

Response: 
We are able to provide Level Ill data to our clients if it is sent to us at point-of-sale from the merchant where 
the purchase was made, or if the information is provided through a subsequent data file (often called 
'enhanced data') post the purchase transaction. 

Currently 4% of the merchants that accept any commercial card solutions provide level Ill data. Citi can 
discuss merchant participation strategies with the State to increase the amount of Level Ill data offered. 
2.76 The bidder should detail their ability to provide transaction detail with up to the minute 

information. 
Response: 

The following transaction reports described in table 4.8 below are available to the State through the 
CitiManager Custom Reporting module: 

4.8 Report 

Account Transaction Summary 

All Transaction Report 

Amount by Transaction Code 

Convenience Check Report 

Finance Charge Activity 

Spend by Division 

Summary Cost Center Report 
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Description 

Total transaction amount by account number 

Transaction level detail by hierarchy with date range prompt 

Transaction amount by transaction code with date range prompt 

Prompted report by transaction post date for convenience checks 

Lists late charge activity for U.S. and Canada cards by currency code 

Level Ill sort with total spend and number of transactions, with date 
prompt 

Transaction amount by cost center 
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Transaction Search- Total Transaction 
Level 

Total merchant transaction information with transaction post date range 
prompt 

Transaction Search- Unit Transaction 
Level 

Transaction Summary 

Transaction Summary View 

Spend by Division 

Citi Commercial Cards reporting system ad hoc view 

Total transaction information by transaction date 

Account level transaction totals by hierarchy 

Total spend and number of transactions (date prompt) 

Late Charge Activity Lists late charge activity for U.S. and Canadian cards by currency code 

Most merchants in the United States submit transactions electronically through their acquirer on the same day 
as the transaction. With this approach, charges post within 24 to 48 hours. Where merchants do not settle their 
card activity on the same day, the amount of time varies according to when the merchant settles with its 
acquiring bank. 

2. 77 Bidder should describe current software/hardware requirements necessary to access 
internet/online solutions and any PC based applications offered in the RFP response and 
specify the required Windows version. 

Response: 

Clients do not require special software or hardware to support the core commercial card products. The 
requ:red hardvvare and softvv'aie configurations fo; Citi's onUne repoitfng and prograni rnanagernent toofs a.-e 
described in table 4.9 below: 

• IBM compatible computer OR Macintosh computer (iMac or above) with connectivity to web browser/ 
internet 

• Software Requirements ----------------------~~----~--' 
• Windows 7+ 

• Acrobat Reader version 1 O+ 

• Adobe Flash Player version 10+ 

• Web Browsers Requirements 

• Internet Explorer 11 + 

• Firefox 38+ 

.. Google Chrome 38+ 

• Safari 5+* 

Preferred / Optimal Mardware and Browser Environment 

• 500 MHz or higher processor 

• 512 MB RAM or higher 

• 2GB hard disk free space (for report downloads) 

• High speed Internet connection (for report downloading and cost reallocation) 

• Preferred browsers include Internet Explorer 10+ I Firefox 34+ I Google Chrome 39+ 

•Note: Nol supported by Global Card Management Module (GCMS) 

2.78 Multiple program users access the online system simultaneously to view activity, generate 
reports, create extracts, etc. Bidder should detail all limits to using its reporting tools and details 
accommodating multiple users. 
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Response: 
Citi takes all necessary precautions to ensure our technology systems function properly and that we are 
available to provide seamless service to clients at all times. The capacity of our online systems is such that the 
State's cardholders and Program Administrator(s) can access the system concurrently without any issues. We 
monitor the capacity of our systems regularly, and add capacity well in advance of need. 
As an ongoing practice, system capacity is facilitated by carefully monitoring number of users and usage. 
Extensive monitoring mechanisms are in place to watch for sudden spikes that may trigger an alert based on 
pre-set thresholds such as unusually high CPU utilization rate or reaching certain disk capacity levels. 
2.79 The bidder should detail how reports are created, what formats are offered, related notification, 

and delivery options. 

Response: 

Clients are able to set up a schedule for any of the many predefined reports, as well as those reports created 
by clients. Reports are run on schedules defined by the State (daily, weekly, monthly, cycle), and clients can 
optionally elect to receive a "Report Ready" notification, when the report generation process completes. Due to 
security concerns, Citi does not mail the physical report; rather, the Report Ready notification provides a link to 
the CitiManager site. 

As an alternative, Citi also can securely deliver transaction data in one of several standard or custom file 
formats directly from our Global Data Repository for use within a client's system. Citi also can develop, for an 
additional cost, a custom file format to meet the specific needs of a particular client. In both cases, these files 
can be scheduled for delivery on a daily. weekly, monthly or quarterly basis. 

Program Administrators and Cardholders can access reports through the CitiManager web portal and can print 
and download reports as needed. Online reporting is available on a 24/7 basis. 

Output Formats 

Using CitiManager, the State can select the report output format that works best for your organization. 

Standard report output options include: 

• XLS with or without formatting 
• csv 
• TXT 

• PDF 
• HTML 

There is no limit to the amount of data that can be exported at any one time other than that of the receiving 
application (e.g., MS Excel), which Citi does not control. 

2.80 The Contractor shall provide a report, at least monthly, of all current open/active cardholder 
accounts at the campus/agency or card program level. The cardholder listing report shall 
include, but may not be limited to the following cardholder/account information: account number, 
name, program types, cardholder address, department name, credit line, phone number, single 
purchase limit, expiration date, date opened, cost center, department name, and identification 
number. The report may be requested more frequently by the participating card programs. The 
bidder should detail if the report is available online and if sorting capabilities exist. 

Response: 

Citi can accommodate this requirement. The CitiManager Custom Reporting module offers a variety of 
account management reports online for the State's use described in table 5.0 below: 

5.0 Report 

Active Account Listing with 
Hierarchy 
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Description 

Account level detail for all active accounts 
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Account Listing with Account level detail with hierarchy names 
Hierarchy 

Account Profile (with card Account level detail with card limit prompt 
limit selection) 

Card Summary Account level count of transactions with date range prompt 

Cardholders by Division Account name with hierarchy and master accounting code information 

Count of Cards by Hierarchy Number of cards by hierarchy 

Credit Limit Review Report Cardholders and transactions to date with credit limit; can be used to determine 
who is approaching the account credit limit 

CRV Activation Shows accounts with CRV activation 

Current Balance by Hierarchy Summary of card accounts with current balance 

Detail Account Listing Account level detail for hierarchies 1-6 

Direct Debit Flag Account level detail with direct debit flag 

Hierarchy Levels 1-6 and Lists available hierarchy levels 1-6 and names for which user has access 
Names 

Hierarchy Structure Report Lists organization structure available to users, including hierarchy numbers and 
names 

Hierarchy Summary Count of cards for hierarchy Level 1 

Using the CitiManager Custom Reporting module, the State will have full control over report production, 
enabling you to generate reports from over 600+ data elements, including Level Ill and enhanced folio data. 
Data can be pulled from all sections of a profile and sorted according to any field that the State selects. Based 
on the State's user entitlements, the system will allow users to create reports for multiple card types under the 
same login. 

The State's users can modify report templates or create and save customized reports tailored to their needs as 
frequently as required. Reports can be pre-scheduled to run automatically or produced on an ad hoc basis. 

The State's Program Administrator(s) can create on.demand reports online by: 

• Selecting columns and options 
• Creating calculations 
,. Filtering or grouping data 

Users can also modlfy existing, pre.authorized report templates to suit their individual business requirements. 

Using the moduie. the State can track and group transactions as weii as fiiter on any attribute, such as cost 
center, commodity code, or cardholder. Your Program Administrator(s) can access general functionality, such 
as formatting, sorting, and performing summary calculations, for straightforward querying. In addition, users 
have access to more advanced functionality, such as sub·totaling columns, creating custom prompts, and on­
the-fly charting capabilities. 

Reporting Frequency 

CitiManager's web"based reporting for Citi's commercial card programs is available on demand at intervals 
defined by the State. Reports can be issued at the following frequencies. depending on the type of report: 

• Cycle 

• Daily 

• Month end 

• Calendar and Fiscal Quarter 
.. Calendar and Fiscal Year 
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In addition, the State can pre-schedule specific reports to run in the format and time intervals you have 
defined. 

2.81 The Contractor shall provide a report, at least monthly or as needed, of all cardholder accounts 
issued since program inception at both the campus/agency or card program level. The 
cardholder listing report shall include, but may not be limited to the following cardholder/account 
information: account number, name, address, department name, credit line, phone number. 
single purchase limit, expiration date, date opened, cost center, department name, account 
status, date of recent status change, program type and identification number The bidder should 
detail if the report is available and if sorting capabilities exist 

Response: 
Citi can accommodate this requirement. Please refer to the answer to the previous question for more detail. 

2.82 The bidder should detail their ability to provide detailed decline reports by card program, 
minimum of weekly, summarizing transaction date. time, amount. merchant identification, reason 
for decline, MCC identification, account status, cardholder name and account number. The 
bidder should include details about format, file sharing, and manipulation capability. 

Response: 

Citi can accommodate this requirement. Program Administrators can view declined transactions in real-time 
via CitiManager. Declined transactions include the decline reason, MCC Code and amount of the declined 
transactfon for the cardholder account. 

The State may also view reports on declined authorizations over a three-year history via CitiManager's 
reporting module. In addition, CitiManager's reporting module enables the State to receive reports on 
cardholders exceeding transaction limits. See an example in graphic 5.1 below. 
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Using CitiManager, the State can select the report output format that works best for your organization. 

Standard report output options include: 

• XLS with or without formatting 
• csv 
• TXT 
• PDF 

• HTML 

Report Format, Sharing, and Manipulation 

The State can generate both standard and customized reports and share report templates _across the 
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organization. Users can set up reports to run automatically. Reports can also be exported into the output files 
listed above and shared with other State employees. 

CitiManager utilizes a high performing, global data repository to provide robust custom reporting. Users can 
create and save customized reports, which can be pre-scheduled to run automatically or produced ad-hoc. 
Users can also run standard reports or manipulate standard reports with custom elements. These reports can 
also be saved for later use. The State will have full control over report production, enabling you to generate 
reports from over 600+ data elements, including Level Ill and enhanced folio data. Data can be pulled from all 
sections of a profile and sorted according to any field that the State selects. 

Fee Requirements for Card Programs 

2.83 Does the bidder agree that no fees will be charged for the card programs, implementation 
thereof. or any of the services detailed in the RFP? 

Yes _x_ No 
Response: 
Please see the attached Appendix - Citi Pricing Schedule C for information regarding pricing, fees, and rebate. 
2.84 Unless otherwise specified, the contractor shall, at no cost. furnish all necessary labor, forms, 

equipment, supplies, written or visual aids, literature, and related information to perform the 
services required in this RFP. Will the bidder comply? 

Yes _x .. _ No 
Response: 
Please see the attached Appendix - Citi Pricing Schedule C for information regarding pricfng, fees, and rebate. 
2.85 Will the bidder agree the card programs shall not incur interest or fees on balances less than 

forty-five (45) days past cycle date? 

Yes _x_ No 
Response: 
Citi can accommodate this requirement. No late fees will be assessed on past due balances until day 45. 
2.86 The card programs shall not incur interest or fees for purchases/transactions in dispute. can the 

bidder comply? 

Yes _x_ No 
Response: 

Disputed charges are placed in a suspended account, subtracted from the payment due, and not subject to 
finance charges pending resolution. Once a resolution is reached, the charge is either reapplied (without 
finance charge accrual) to the balance due, or permanently removed from the account. Since the billing 
account is the statement of record for invoices, the dispute credit wiii be refiected on that account ana removed 
from invoices, which includes all finance charges, late fees, past due amounts, and minimum due amounts on 
the subsequent statement, until it reaches resolution. The disputed amount is still included in the total balance 
of the statement, but is only used in calculating available credit and authorizations. Billing statements, which 
provide notifications of merchant credits and/or dispute credits, are sent after each billing cycle. As noted 
above, resolution in favor of the cardholder results in the transaction amount being permanently removed from 
the account. 

Citi does not charge fees for transactions under dispute. 

Transaction Dispute Process/Reconcillatlon and Fraud 

2.87 Bidder should detail the work flow and time requirements regarding disputed transactions 
indicating the responsibilities of the parties involved. 

Response; 
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Step-By-Step Instructions on How to Initiate a Transaction Dispute 

Step 1: 

Simply call Citi Customer Service (the number is located on the back of your card). The representative will 
collect required information in order to initiate your claim. 

Step 2: 

If no further action is required by you to process your claim, the Customer Service Representative will submit 
the request the day it is received. In some instances, you may need to provide electronic signature or further 
documentation; the representative will walk you through requirements as needed. 

Step 3: 

After your information is reviewed for completeness and accuracy, your claim is submitted to the Association 
within nine to 1 O calendar days. The average estimated resolution time is 30 days. 

If additional documentation or validation is required, Citi's Customer Service Representative will walk you 
through what is needed. In most cases, you may provide validation of the claim via email to help expedite the 
process while maintaining your information security. 

Disputed Charge Process 

Most disputes can quickly be initiated via a phone call to Citi's Customer Service Unit. 

When a cardholder calls Customer Service to initiate a transaction dispute, the Customer Service 
Representative (CSR) will collect required information on the call. The Customer Service Representative will 
ask the cardholder questions about the transaction and collect all necessary information required to process 
the claim with Visa or MasterCard. A program administrator may also initiate a dispute on the cardholder's 
behalf. 

All communications dealings with any dispute should include: 

• Cardholder name 
• Account number 
• Date, merchant, and dollar amount of the disputed charge 

• Reference number 
• Description of the dispute or error 

The State will have the support of Citi's Disputes Team. The Disputes Team is group of representatives trained 
in all aspects of MasterCard and Visa card association rules and regulations related to initial dispute charge 
backs, chargeback representments, pre-compliance, and arbitration. Designated representatives handle all 
commercial card disputes. 

If additional documentation or validation is required, the CSR will walk the cardholder through what is needed. 
In some cases, a card holder may need to provide validation of the claim via email to help expedite the 
process. Citi deems the statement credit as confirmation of dispute initiation. We can send a confirmation 
email if required. 

Initiating dispute and declaration of fraud claims over the phone is faster and less complex for cardholders 
than paper/fax dispute processes. Telephone initiation also helps clients and Citi foster a "greener 
environment" by eliminating paper processes. 

Timing for dispute resolution and supplier response is governed by credit card regulations. According to these 
regulations, Citi has 10 days to answer the cardholder once a dispute is lodged; average resolution time is 30 
days. A charge can be disputed after it has been paid as long as it is done within 60 days of the transaction 
date. 

As an alternative to calling the Customer Service Center to file a claim, the cardholder may complete and fax 
the Dispute and/or Declaration of Fraud forms found at https://home.cards.citidirect.com. 
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Notice of Dispute Resolution 

Citi provides an indicator on the cardholder's statement if a transaction is under dispute and removes the 
amount of this transaction from the amount due. Citi provides standard dispute reports via the CitiManager 
Custom Reporting module. On the cardholder statement, transactions will be highlighted if they are under 
dispute. 

Once the transaction is resolved, the resolution is noted by the removal of the dispute indicator on the 
statement and via CitiManager. Additionally, cardholders can also subscribe to receive an email and/or SMS 
alert notifying them that their dispute has been resolved. 

Removal from Balance Due 

Disputed charges are placed in a suspended account, subtracted from the payment due, and not subject to 
finance charges pending resolution. Once a resolution is reached, the charge is either reapplied (without 
finance charge accrual) to the balance due, or permanently removed from the account. Since the billing 
account is the statement of record for invoices, the dispute credit will be reflected on that account and removed 
from invoices, which includes all finance charges, late fees, past due amounts. and minimum due amounts on 
the subsequent statement, until it reaches resolution. The disputed amount is still included in the total balance 
of the statement, but is only used in calculating available credit and authorizations. Billing statements, which 
provide notifications of merchant credits and/or dispute credits, are sent after each billing cycle. As noted 
above, resolution in favor of the cardholder results in the transaction amount being permanently removed from 
the account. 

Citi does not charge fees for transactions under dispute. 

Process to Balance with the State Billing Cycle 

CitiManager's Card Management module will enable the State to manage the program, review transactions, 
and allocate and reconcile charges and accounts. The module offers account setup and management, data 
delivery, and other essential service functions. 

The module's conciliation benefits to the State include: 

• Review, reconcile and reallocate transactions 
• Access transactions using search criteria 
• Retrieve online statements by cardholder, cycle, or statement status 
• Review and approve statements 
• Initiate transaction disputes 

eOelivery 

Citi's new secure email system allows Citi Customer Service to send cardholders with special dispute cases 
the necessary form to obtain their electronic signature in a safe and efficient manner. 

The benefits to cardholders include; 

• White-glove service to assist with the claims process and completion of dispute forms over the phone 
• Automation for all documents requiring signature, eliminating multiple ad complex steps 
• Verifiable audit trail 
• Email receipts and reminders 

Online Dispute 

The State's Program Administrator(s) and cardholders can use the CitiManager Card Management module to 
execute and manage disputes online. The online dispute log will help the State's Program Administrator(s) 
determine the status or resolution of any queried dispute by performing a search based on cardholder last 
name, status, post date, dispute date, or selected date range. A screenshot from this tool is provided below in 
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2.88 Bidder should detail its process to suspend accounts while in dispute and related notification 
thereof. 

Response: 
It is not Citi's standard practice to suspend accounts with disputed charges. Citi will not cancel or suspend any 
account without the State's express consent, other than in cases of fraud, theft, loss, emergency, or 
nonpayment. In such instances, the Program Administrator may not be notified prior to cancellation due to 
timing and need to minimize client risk. If the State would like to suspend card accounts with disputed 
charges, your Program Administrator may do so through CitiManager or a call to Customer Service. 
2.89 Bidder should include copies of all forms and affidavits required to be completed in cases of 

transaction disputes and fraud. 

Response: 
Please refer to the attached Appendices- Citi Commercial Cardholder Dispute Form and Fraud Affidavit 
Form. 
2.90 Bidder should detail how disputes and fraudulent transactions are handled. The bidder should 

indicate how they identify and reconcile credits associated with original debits. Is this a paper or 
electronic process? What is the expected turnaround time for credit receipt due to fraud? 

Response: 

Citi is the industry leader in predicting and identifying fraud; with overall fraud losses significantly lower than 
industry averages. Through our state-of-the•art fraud prevention technology and association partnerships, we 
dedicate ourselves to identifying and preventing fraudulent activity. 

Citi works closely with MasterCard, Visa, and other banks in the market and industry partners, to protect 
against fraud. We share with one another what types of fraud are emerging and what strategies we are using 
to prevent it. We believe a consolidated industry approach is beneficial to everyone. 

Our existing Fraud Early Warning System (FEWS), along with 100% Chip and PIN implementation of 3D 
Secure, and Multi-Factor Authentication criteria are clear demonstrations of all the measures that Citi is taking 
to further address and protect against the unauthorized use of cardholder accounts. 

63 State of Nebraska cffr 



While we already employ sophisticated tools and technologies to identify potential fraud, your partnership is 
also important to us and we recommend that, in addition to the security measures you may already have in 
place, you and your cardholders undertake certain activities to help protect your organization and your 
cardholders. 

Citi has introduced a new era in card technology by migrating cards to latest Chip and PIN technology. Data 
security is critically important to both the State and Citi and using cards that have the Chip and PIN technology 
provides an added layer of security and convenience. Chip and PIN cards contain an encrypted 
microprocessor that is embedded in the card. If the card is lost or stolen the embedded microchip makes the 
card extremely difficult to counterfeit. All Citi Chip and PIN cards will continue to have a magnetic strip, 
enabling cardholders to use their Citi Chip and PIN cards at merchants who have not adopted Chip and PIN 
card and technology. No personal information about the cardholder account (outside of the account number, 
expiration date, PIN and Security Code) or cardholder is stored on the microchip. 

Fraud Early Warning System (FEWS) 

Our proprietary Fraud Early Warning System (FEWS) continuously screens credit card activity. This system 
contains various fraud profiles and algorithms and queues all transaction activity for measurement against 
those profiles. We score transactions based on these algorithms to determine the likelihood that a suspect 
transaction is fraudulent. Our goal is to provide uninterrupted service to our clients, while identifying and 
preventing fraudulent activity. 

If a transaction fitting current fraud trends occurs on an account, the account is queued and potentially 
blocked. Citi's Fraud Early Warning team reviews the flagged transaction and verifies whether or not it appears 
to be fraudulent. If fraud is suspected, a specialist will reach out to the cardholder. Citi Commercial Cards will 
attempt to reach cardholders through phone, letter, text and email. By using these contact methods, we can 
notify cardholders anytime, anywhere, which allows us to manage card activity and fraud faster and more 
efficiently. 

In the case of fraudulent activity, the account number is shut down and our Security Services Department 
begins to investigate the issue upon receipt of an affidavit from the client. These are standard services offered 
by us to all of our clients, corporate and consumer. and there are no associated fees. 

30 Secure: Pre-Transaction, Authorization Process 

Citi has introduced 3D Secure (also known as MasterCard Secure Code or Verified by Visa) to reduce third 
party fraud. 3D Secure is a pre-transaction, authorization process to authenticate cardholders using their 
credit card at a participating e-commerce merchant. Online third party fraud detection is becoming more 
prevalent due to increased Chip and PIN adoption and this is expected to grow in the U.S. as Chip and PIN 
becomes more common. 

3D Secure works at the point of sale, where the cardholder's credit card number is verified against a set of 
business rules (set by the issuer) and: 

• If the authentication is positive, then the transaction is sent to the card issuer for authorization 

• If the authentication is negative, the cardholder is asked for a One-Time Password (OTP), delivered by the 
issuer to the cardholder on file via SMS (or Email, in some cases). If the cardholder then enters the 
password correctly when prompted, the cardholder will be posltlvely authenticated, and the transaction 
would be sent to the card issuer for further authorization. 

• If the card holder does not enter the correct OTP, then he will receive a message stating the transaction 
cannot be processed and will be advised to call Citi's Customer Service. 

Client Fraud Reporting Tools 

In addition to internal fraud processes performed by Citi, we have a number of tools available to the State to 
identify irregularities and misuse, and to assist it with internal audit. Controls include transaction blocking 
based upon MCC code and dollar amount, dollar limits for specific MCC groups, and temporal controls utilizing 
a number of transactions and aggregate dollar amounts. These controls are the single most effective way to 
enforce the State's spending policies. 
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Though CitiManager, the State can leverage the following features for spend level monitoring: 

" Transaction flagging for special action review 
• Routing of approved statements to a manager for a second level review 

.. The ability to email review output to Compliance/ Audit within the State 
• Direct view capability for Audit, Compliance, financial officers, and Program Administrators. 

In addition, CitiManager has a front page seen immediately after log in, which enables us to publish important 
information to our clients. Using this same functionality, your Program Administrator(s) can post messages to 
the cardholders to communicate critical updates. 

The CitiManager Online Library provides several types of reports the State can use to detect suspicious or 
fraudulent transactions and provide insight into potential misuse of the program, including, account statement 
exceptions, account spending exceptions, SIC exceptions, declined authorizations, and account dispute 
reports. 

Citi Fraud Team in Action: Fraud Prevention, Detection, and Recovery 

Citi's Commercial Cards fraud management team knows how commercial card programs work, which limits 
"false positive" situations that can interrupt cardholders' legitimate purchases. Our Fraud Management Team is 
part of the Commercial Cards business and fraud analysts are co-located with your designated Client Service 
Team. 

By partnering with Citi, the State will benefit in the following fraud prevention, detection, and recovery services: 

Security Operations: 
Recovery & 
Deterrence 

5.3 - Fraud Services 

Fraud Notification 

Analytics 

Strategy 
Development 

Transaction 
Verification 

Notification 

Recovery 

• Continually identify unusual spending patterns 
• Determine common points of compromise 

with Citi partners and external working groups 

• Review fraud dollar losses by fraud type 
• Establish fraud risk and thresholds by type 

• Determine validity of transaction in question 
via experienced fraud rep account review 

• Verify cardholder activity using best practices 
• Monitor High Risk accounts after fraud 

attempt 

• Investigate fraud disputes 
• Execute chargeback / recovery process 

Citi Commercial Card Client Delivery contacts cardholders where fraud is suspected on the cardholder's 
account using advanced technology to create a single source solution to contact cardholders via text message 
and email. 

Immediate communication with the cardholder will limit losses related to fraud and minimize cardholder impact. 
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Notice of Fraud Resolution 

Citi uses extensive fraud monitoring and resolution techniques. Once fraud is reported or identified, the State 
can use Citi's reporting module to view the status of accounts. If fraud is suspected, cardholders will be 
notified directly to confirm whether their card has been lost or stolen. Each charge noted and confirmed as 
fraud will be credited back on the cardholder statement immediately. The reconciling of the credit to the 
original charge is not a service provided by Citi; rather this is managed by the cardholder or Program 
Administrator when reconciling the monthly billing statement. However, Citi will provide confirmation of the 
credit when it is applied to the account, which can be used to assist with reconciling the credit to the original 
charge. 

Disputed Charge Process 

The dispute process is explained in great detail in the answer to question 2.87. Please see above. 
2.91 The bidder should detail the types of cardholder adjustments processed by the bank and 

generally included in transaction files to customers. The bidder should detail their ability to 
customize the file to block certain types of adjustments unacceptable to the individual card 
program(s). The bidder should detail the delivery options (combined with current file, separate 
file transmission, etc.) available for cardholder adjustment entries and what timing options those 
entries can be provided to the programs (daily, weekly, monthly, etc). An example of an 
unacceptable entry would include internal bank GL credit and debit adjustments. 

Response: 
As part of the implementation process, the Implementation Manager will work with the State to determine file 
delivery needs. As part of that discussion, a sample file layout will be provided for review that will detail all 
elements included in the file. 

Should there be adjustments processed on an account, the debit or credit adjustment will be included in the 
file. Citi would process a debit or credit adjustment for various reasons, for example: 

• Duplicate charges 

• Disputed charge 
• Fraudulent charge 

• Mis.posted payment 

Should the State want certain transactions blocked from the file, this would require a custom file, which would 
be discussed as part of the implementation process. 
2.92 The contractor shall monitor, identify and alert the Program Administrator or his/her designee of 

potentially fraudulent transactions. The bidder should detail its fraud prevention system and 
workflow process. 

Response: 

When Citi detects potential fraud, the card is blocked immediately and the cardholder receives notification via 
SMS alert. If the cardholder does not respond, the transaction will not be approved, the block stays in place, 
and Citi notifies the State's Program Administrator(s) by email. If the cardholder responds to the SMS alert (by 
return text or by calling the help desk) and verifies the validity of the transaction, the card block is removed. 

Fraud Notification 

Citi can add the Program Administrator's email address to our fraud alert system, so the State and the 
card holder would be notified simultaneously. It is important that contact information is updated by the State on 
a regular basis to ensure that emails are delivered to the correct recipient. 

Process Flow 

Graphic 5.4 below shows the fraud management detailed process flow, from the identification of an incident or 
potential incident of fraud. 
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5.4 Fraud Management Process Flow 

1. Potential fraud can be identified in the following ways: 

• Citi identifies potential fraud as part Citi's fraud detection process 

• Cardholder identifies potential fraudulent transactions while doing expenses 
2. When potential fraud is identified, Citi places a temporary block on cardholder's account and continues to 

monitor it. 
3. Citi contacts the cardholder to verify potential fraud, via email or phone. Citi emails the program 

administrator about the potential fraud as well if the cardholder cannot be reached. 
4. If fraud is confirmed, Citi cancels the cards, transfers charges to new account and issues a new card. For 

exceptional circumstances, such as a cardholder travelling, Citi may leave the account open and may 
place a temporary block. Citi will continue to monitor the account. 

5. Citi ships new card to the.cardholder via regular shipping. Citi also sends the Fraud Declaration Form to 
the cardholders, via fax, mail, or email, or initiated online on behalf of the cardholder as part of Association 
guidelines to initiate charge·back from the merchants. 

6. Fraudulent charges are removed from the account within 48 hours of Citi's receiving the completed Fraud 
Declaration form. 

For information on Citi's fraud process, please refer to question 2.90 above, where our fraud prevention 
process is listed in great detail. 

2.93 The bidder should detail activity triggering fraud alerts. 

Response: 

Our proprietary Fraud Early Warning System (FEWS) continuously screens credit card activity. This system 
contains various fraud profiles and algorithms and queues all transaction activity for measurement against 
those profiles. We score transactions based on these algorithms to determine the likelihood that a suspect 
transaction is fraudulent. Our goal is to provide uninterrupted service to our clients, while identifying and 
preventing fraudulent activity. 

If a transaction fitting current fraud trends occurs on an account, the account is queued and potentially 
blocked. 

2.94 The bidder should detail the options in communicating fraud to the cardholders or Program 
Administrators. The bidder should detail volume of phone calls, the potential scripts, written 
communication, identification of callers {i.e., the bidder or its subcontractor) and customer 
service phone numbers. 

Response: 
If fraud is suspected, a specialist will reach out to the cardholder. Citi Commercial Cards will attempt to reach 
cardholders through phone, letter, text and email. By using these contact methods, we can notify cardholders 
anytime, anywhere, which allows us to manage card activity and fraud faster and more efficiently. Immediate 
communication with the cardholder will limit losses related to fraud and minimize cardholder impact. 
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Notice of Fraud Resolution 

Citi uses extensive fraud monitoring and resolution techniques. Once fraud is reported or identified, the State 
can use Citi's reporting module to view the status of accounts. If fraud is suspected, cardholders will be 
notified directly to confirm whether their card has been lost or stolen. Each charge noted and confirmed as 
fraud will be credited back on the cardholder statement. 

Actual Call Center Volume Metrics (Yearly) 

Below in table 5.5 details the areas tracked by Citi's call center, as well as actual performance. 

2015-2018 

Table 5.5 I 2015 1 2016' 
I I --Total Calls Received (includes password resets) 1,608.004 1,392.884 1,303,618 341,380 

Percent of Calls Handled by IVR 63% 59% 61% 56% 

Quality Sample Size 2,801 7,020 7,802 2553 

Accuracy Defects 16 188 303 0 

Percent Accuracy 97% 95% 96% 92% 

Calls Abandoned > 20 seconds 62.463 34,226 19, i05 63,417 

Percent of calls Abandoned > 20 seconds 4% 2% 6% 15% 

Average Speed of Answer (seconds) 39 24 63 191 

Calls answered after 20 seconds 362,302 239,420 147,775 131,383 

Percent of Calls Answered After 20 seconds 24% 18% 32% 41% 

Percent of Calls Answered in < 20 seconds 76% 82% 68% 59% 

As of April 2018 

Customer Service Scripts 

Citi Customer Service Representatives do not work off of set scripts. Citi has documented procedures for 
each of the sample call types that a representative may receive. 

All new Customer Service Representatives (CSRs) receive 120 hours of initial training. This training is a 
combination of classroom training, role playing, and system navigation, as well as handling actual cardholder 
inquiries. New CSRs also receive an additional 80 hours of on-the-job training in a classroom environment. 
Once on the call floor, our representatives receive daily feedback related to their performance. CSRs receive 
1-1. 5 hours of supplemental Up Training on a quarterly basis. Online Up Training offers CS Rs refresher 
courses on certain aspects of their job. At the end of the training, the CSR will complete a test with the results 
forwarded to their manager. 
To ensure that the highest levels of service and quality are maintained, we provide ongoing training for our 
CSRs on product enhancements. program developments, and on improvements to the customer service 
process. Some examples of the various training platforms and processes used include extensive classroom 
training, side-by-side mentoring, quality reviews, monitoring, and online resources including real-time 
reference materials. 

Card holder Information Required for Verification 

When a cardholder contacts the Citi Customer Service Unit, we require one personal information field for 
identity verification by phone. SSN, employee ID, and mother's maiden name are options frequently used by 
clients. 
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Customer Service Contact 

Citi's Commercial Card Customer Service Unit is dedicated to providing superior service 24/7. Customer 
Service handles inquiries from cardholders, Program Administrators, merchants, and third parties. 

Customer Service can handle all emergencies and can be reached via toll-free phone number or by collect call 
if the cardholder is out of the country. Additionally, a designated fax number and email address will be 
provided for the State's cardholders. 

We operate local I regional call centers worldwide, most of which provide toll-free assistance through local 
market phone numbers in local languages. 

The collect number for government clients is (904) 954-7314. 

The card associations also offer toll-free assistance. MasterCard can be reached at (800) MC-ASSIST and 
Visa can be reached at (800) Visa-911. 

2.95 The bidder should detail how parameters of the fraud system can be adjusted, monitored, or 
controlled to ensure cards are properly handling legitimate transactions, both nationally and 
internationally. 

Response: 

Citi makes changes to its fraud-related systems. policies, and processes frequently to ensure that we stay one 
step ahead of the fraudsters. Our various fraud scoring models are updated several times each year but our 
fraud monitoring rules (which determine when and how we stop the fraudsters in real time) change daily based 
on changing fraud patterns. 

2.96 The bidder should detail instances when a card shall be suspended or inactivated in cases of 
fraud that have not been reported by the cardholder. If a card is suspended or cancelled due to 
fraud, the bidder should detail timing of replacement issuance and delivery. 

Response: 

If fraud is suspected, Citi will contact the cardholder to verify the transaction. If the cardholder denies the 
transaction, Citi will immediately close the account and issue a replacement card. If necessary, Citi can have 
the replacement card issued on a rush basis and sent via overnight delivery so as not to interrupt usage of the 
card. 

Emergency Replacement 

Emergency card replacement is within 24 hours, provided that the request is received by 3:00 p.m. (ET). 
Emergency cards can be sent via courier. 

Please note that delivery timeline may depend on where the card is being delivered. 

2.97 The bidder should detail how prior spend impacts fraud parameters. The bidder should detail its 
accommodations to new card programs that lack historical data. 

Response: 
One of the unique aspects of Citi's fraud mitigation program is the process by which we construct our fraud 
rules. Unlike others in the market we don't have rules that, as an example, only take into consideration a 
single neural fraud score. The reason behind this is that individual scores (regardless of vendor) struggle 
initially to understand what "normal" behavior looks like for a new client and accordingly tend to decline a 
higher percentage of transactions out of the gate. In an effort to minimize fraud related declines for our clients 
we take a slightly different approach. For example: 

• Our rules consist of multiple varying elements, in an effort to focus on known fraud behaviors (i.e. include 
MCC's, dollar amounts, State/Countries, Merchant ID's, etc.) 

• Our rules are built using multiple different scores, i.e. a transaction has to qualify for two different score 
thresholds before it will be actioned by a fraud rule - reduces false positive impact by up to 65% 

• Majority of our rules allow the cardholder to self-resolve, i.e. we send out an alert "real time" via multiple 
channels and the cardholder has the opportunity to acknowledge activity "prior" to being declined 
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• Citi utilizes only the best neural scores available in the market and are constantly calibrating those models 
to optimize score performance 

We also have the ability to remove accounts from select fraud rules if, for example, in the case of an employee 
whose spend behavior doesn't match up against what's "normal" for the client. They might qualify for a fraud 
rule when that behavior is completely normal for them, while not for the typical employee We can also design 
our rules to ''remember" past activity that wasn't claimed as fraud so should that activity transpire again down 
the road we can consider it to be normal despite what the fraud scores are indicating. 
2.98 The bidder should detail its process to identify, communicate, monitor, and resolve instances of 

breaches/compromises of numerous accounts. Detail shall include timelines, card 
replacements. etc. 

Response: 

In order to understand the full impact of a data breach event it's important to establish how events occur and 
what the Issuers role is around responding to these events. This is critical since no Issuer can prevent an 
event from occurring. Instead the key differentiator often times revolves around how they respond to the event 
itself. 

Overview 

A criminal organization gains access to Personally Identifiable Information (PII} such as a card number, or 
cardholder name, via a variety of sources. Some of those sources include: 

• Acquirers database - acquirers are those companies that represent hundreds to thousands of individual 
merchants 

• Processor's database - processors are those companies that represent hundreds to thousands of financial 
institutions 

• Software provider - could impact multiple different merchant locations, but does not tie back directly to a 
single Acquirer or Processor (i.e. often times various pizza chains and fast food restaurants utilize 
common software to simplify order taking/reconciliation of goods/services sold) 

To identify these events as quickly as possible. issuers employ analytics teams whose sole responsibility is to 
identify and confirm these events. They do this by reviewing recently identified fraudulent transactions and 
then using analytical software to quickly review the activity at hand to ascertain a Common Point of Purchase 
(CPP), also referred to as a Common Point of Compromise (CPC). This begins at the merchant level by 
determining if fraud patterns tie back to a single location or to a chain of stores. If no pattern can be identified, 
then the analysts move to Acquirers (looking for a single Acquirer that all merchants process with). If no 
common Acquirer can be identified the investigation moves to the Processor level to see if a commonality 
exists at that level. 

Once an issuer (in this case Citi) identifies a CPP or CPC we share that information with the respective 
Association (Visa/MasterCard} so further analysis can be done. The Associations then aggregate all of the 
data obtained (from all Issuers} to see if a linkage can be established. If sufficient evidence exists the 
association might choose to conduct a forensic investigation. That process is used to confirm that a data 
breach occurred and establishes the extent of the breach event (i.e. the time window of the breach and how 
many cards might have been impacted). 

Once a breach event has been confirmed, a notification is sent to the Issuing bank (again, Citi in this case} so 
that impacted accounts can be addressed, as the Issuer sees fit. The notification provides accounts that have 
been "exposed'' and does not necessarily mean that those cards have experienced fraud. 

Citi's Approach 

Major data breach events in the US have skyrocketed over the past few years. growing from eight major 
events in 2014 to over a thousand events in 2016. Many other Issuers in the market simply take the list of 
accounts and reissue all of them (or a large portion of them) to mitigate their financial risk. The problem with 
this approach is that it makes for a terrible experience for the end user (in this case the cardholder) as often 
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times they are without the use of their cards for seven to ten business days. 

Citi's approach is unique. Once a confirmation is provided by the Association. all accounts are tagged and 
account activity is closely monitored. Accounts are only reissued when one of two specific conditions exist: 

1) We observe accelerated fraudulent spend activity 
2) We observe a high rate of fraud on accounts that were exposed 

We further refine our approach by taking into account individual client specifics when reissuing cards due to a 
high fraud rate. For example, we support over 700 unique clients today. A high rate of fraud on a select group 
of clients does not mean that all Citi clients will experience the same fraud activity. Accordingly, when Citi 
makes a decision to reissue it is at the individual client level, and not across our portfolio as a whole. 

We have also found that by deploying the tag and monitor approach Citi is able to run those impacted 
accounts through a unique set of fraud rules and can control our losses by only reissuing those accounts that 
experience a fraud attack (often times declining the activity as it is attempted, while notifying the cardholder in 
the process). 

This unique approach has enabled Citi to effectively control our overall fraud losses. while maintaining best-in­
class fraud decline rates. Bear in mind that this is during a period in time when Global Fraud Losses are 
projected to grow by $1 OB, and Major Data Breach events are estimated to increase by a thousand over the 
course of the next few years. 

It is important to note that Citi's Commercial Card program has done such an effective job of addressing Data 
Breach Events that we have not reissued cards for a single event in over 2 years (last event reissue was 1n 
Dec '15)-something few, if any, other card providers can claim. 

Identified Fraud 

When an event does meet the necessary criteria we follow the process outlined in graphic 5.6 below. 
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Data Breach Overview 

Mass Comp Process 

1 C1t1 Fra1.1dAnal)'$i& 
2 .Asse>ctcfum Notific:ations 
;, lnterni1 Ccimmunic11tions 
~ Cross-bank pat"tnershipt 

6.6 Data Breach Overview 

Key points in this process include: 

• 25% of cards impacted have 
c:enlirm&cf fraud 

• Ac:ccteralfon in ,omptomh;ed 
nee ount activity 

• Cards are reissued at the individual client level 

• 7emporaryblock~urws epj:)lied 
on On:,- 30 

• Acc:o~mt c1osed and reissued M 
Dey46 

cit1 

• Clients are given time to review the file (prior to reissue occurring) so that VI P's or those travelling, or 
about to travel, can be handled separately 

• Notification occurs via multiple channels (namely SMS, e•mail and voice) 
• No block status is applied until 30 days after the contact strategy has begun 

• Initial block is "soft" meaning it can be removed if cardholder is travelling and may be impacted 

Files are provided to clients to keep them informed of progress (e.g. how many cards are still open), 
throughout the process, so that clients can engage as seen fit 

PCI DSS Violation (Data Breach) 

In the event of a major third party breach, the State's Client Account Service (CAS) Manager will reach out to 
your Program Administrator {PA) to review cardholder accounts with potentially impacted transactions with the 
affected supplier. Your CAS Manager also assists in filing disputes and removing potentially fraudulent 
charges from the cardholder accounts. 

Citi Security Incidents 

For Citi, maintaining PCI compliance aligns with our efforts to meet our information security standards. Any 
violation would be considered to be similar to a security incident. Citi's incident~response team is available at 
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all times. 

Data Breach Response 

In the unlikely event that an unauthorized party manages to access the State data, in addition to immediately 
escalating the incident internally through the Security Incident Response Team (SIRT), our business group 
information security officer (GISO) would immediately notify the State's Account Manager, who would direct 
our GISO and his/her team to the appropriate individuals at the State. Once contact is established, Citl will 
disclose information pertaining to the incident affecting the State's information, its cause, how and when found, 
and its ongoing analysis, investigation, and resolution. 

Security Incident Response Process 

Incident Detection and Reporling 

All Citi employees, contractors, and third~party vendors (workers) are required to report all actual or potential 
information security incidents immediately upon discovery to an information security officer (ISO). The Content 
Monitoring Center (CMC), Security Operations Center (SOC), Cyber Intelligence Center (CIC), and Citi 
Security Information Services (CSIS) identify security incidents as part of their regular operating procedures. 

The ISO, CMC, SOC, and CSIS are responsible for gathering all relevant information concerning a suspected 
information security incident and assigning a severity level. New incidents are then entered into the security 
incident management application. 

Investigations 

The CSIS Cyber Investigations Response Team (CIRT) investigates all incidents. CSIS will determine if law 
enforcement, anti-money laundering, and fraud units need to be notified. 

Client and Regulatory Notification Process 

All incidents suspected of containing personally identifiable information (PII) or relating to other information that 
may come under legal or regulatory notification requirements is evaluated to determine if notification 
requirements exist and if so, to complete the required notifications. 

Incident Management Closure Process 

Once the investigation, customer notice, and regulatory notification processes have been completed, the 
incident is closed. A post mortem review is performed dependent on the severity level. Reporting is 
completed to understand trends, root causes, and frequency of occurrence. 

Examples 

Security Incident Response Team (SIRT) Management deals with a complete range of information security 
events, from malicious activities by external parties (e.g., phishing, malware attacks, and attacks on Citi's 
Internet sites) to internal incidents affecting Citi, including mishandled information, misuse of information 
assets. and lost equipment. 

2.99 The bidder should detail all internal Contractor operated or card company/programs/services 
available to protect card programs against loss due to employee misuse or fraud. The bidder 
should provide all materials related to those programs/services available. 

Response: 

Citi offers liability programs specifically for protection against misuse of the card, via MasterCard or Visa, and 
provides additional protections and limitation of potential company liability. 

The State is not liable for any unauthorized charge occurring after the bank is notified of the loss. theft, or 
possible fraudulent use of the card. Clients failing to report promptly purchases made with lost or stolen 
purchasing cards may be liable for the transaction, with no maximum dollar amount cutoff. See Table 5. 7 
below for details. 

5. 7 Liability Waiver Programs 
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MasterCard Waiver of Liability Program 

The MasterCard Waiver of Liability program is provided regardless of liability type; however, there are conditions and 
criteria based on liability type. The waiver provides protection to the State against employee misuse or abuse. 

For programs with five or more cards, the maximum liability waiver coverage is $100,000. 

To collect on the insurance coverage for the unauthorized charges, the employee must be terminated and the State 
must provide a cardholder account cancellation request within two days of notifying Citi of the cardholder termination. 
Eligible charges are those incurred by the cardholder 75 days prior to termination and up to 14 days after termination. 

Visa Liability Waiver Program 

The Visa Liability Waiver Program is available to the State for charges incurred by a terminated a State cardholder that 
does not benefit the State directly or indirectly. The cardholders employment must be terminated. The maximum 
coverage is $100,000 per cardholder account for programs with five or more cards. Eligible charges are those incurred 
by the cardholder 75 days prior to termination and up to 14 days after termination. The State must notify us 
immediately. Enrollment is automatic and there is no deductible. 

Both the Visa and MasterCard Liability Waiver programs are offered at no fee to the State. Claims processing 
has specific timeframes for the filing for coverage, which is typically 75 days from the date of transaction. 

Program Audit Tool (PAT) Overview 

In today's business environment, organizations are constantly looking for ways to ensure regulatory and 
internal compliance. Citi continues to drive the market in the development of new tools to protect the integrity 
of your card transactions and provide strict adherence to defined program parameters. CitiManager's Program 
Audit Too! (PAT) is a povverfu! \Ateb-based reporting and data-mining sc!uticn that ccnsc!idates cardhc!der data 
across all of your program accounts. PAT provides enhanced visibility into the State's spending activity by 
identifying transactions and "accounts of interest" against our standard rule set tailored with your program­
specific parameters. An additional level of card-monitoring capabilities ensures the accuracy of valid 
transactions and protects against out-of-program card usage. Questionable transactions are easily identified 
- making it easy to recognize cardholder errors and misuse. PAT strengthens program and vendor 
management and empowers Program Administrators and auditors to maximize their decision-making by 
utilizing some of the most advanced security tools available in the market. 

PAT helps detect card misuse and mitigates card program risk by allowing you to: 

• Define acceptable transaction parameters according to program policy 

• Ensure compliance with program policy and accountability through role-based workflows 
• Generate e-mails to non-compliant cardholders 

• Increase data availability with 13 standard audit reports 

Auditing Process 

Through PAT, Administrators have the ability to control policy parameters, assign specific hierarchies (by 
billing currency, MCC exceptions, dollar thresholds, and other key indicators), track program violations, and 
target transactions for review. 

PAT's dashboards allow for easy interpretation of data and trend analysis, provide drill down capability for 
explanations, and enable notes to be added to transactions. Administrators can easily adjust the filtering 
criteria at any time by refining existing rules or creating new parameters by billing currency. 

Based on the defined existing policy requirements, transaction "exceptions'' are flagged, explanations are 
added and then presented for review. While Program Administrators control the rule sets and can browse 
suspect transactions, Program Administrators have no interaction in the review process. 

Review Process 

Superior drilldown capabilities enables Revlewer(s) to see the "Transaction Summary Dashboard" to review 
violations, make comments and accept, edit or reject the transaction. A tiered review process may be 
implemented by incorporating a Final Reviewer to provide another level of integrity to the audit process. The 
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end result is that you are able to uncover possible exceptions quickly and easily, minimizing misuse by 
ensuring that cardholders are adhering to your organizational guidelines and policies. 

5.8 Role Based Audit Workflow Overview 

Administrator 1---------11>1 Reviewer ................ <Optional) ................• Flnal 
Reviewer 

Administrator 

• Creates, edits, manages, 
activates and deactivates 
program rule set 

• Assigns hierarchies for auditing 
by billing currency 

• Targets transactions to be 
reviewed 

• Has no interaction with the 
review process 

Reviewer 

• Inspects flagged transactions 
and accounts 

• Runs reports 

• Approves exceptions or actions 
on violations 

• Rejects completed reviews 

• Initiates email notification to 
noncompliant cardholders, 
supervisors, HR and anyone 
else involved in audit process 

Flnal Reviewer 

• Provides another level of 
Integrity to the audit process 

• Can perform all functions of the 
reviewer - view, accept, reject 
and action on violations 

• Reviews "Monthly Level 
Dashboards" which provide 
hierarchy-based overview of 
audit statistics 

By deploying a role-basedworkflow, PAT serves to control a user's access to the various stages in the audit process based on 
defined roles. In limiting access by roles, the workflow ensures accountability, integrity and efficiency. Single users can, 
however, hold any combination of roles. 

Audit Reporting 

Accessible 24/7 through CitiManager, Program Administrators, Supervisors. and Managers can access a suite 
of 13 standard reports that facilitate monitoring key financial data and maintaining oversight over all of your 
organization's transactions. 

Access to information is available 48 hours after each statement cycle and the standard reports may be 
retrieved via Excel or Adobe PDF files. 

Account Based Planned Action Filter Summary Post Review Transaction Listing Report 

Account Violation Summary Filtered Transactions Resolution of Account Violations 

Billing Currencies by Hierarchy Highest Transaction Amount Card Violations 

Card Management Highest Transaction Count Transaction Based - Planned Actions 

Cycle Audit Filters 

Additional controls ensure that the reports are systematically generated and distributed to only the Program 
Audit Tool's enabled roles for the hierarchies they oversee. All PAT~enabled users have access to reports for 
hierarchies that they oversee and can schedule automated weekly or monthly notification e-mails for key audit 
statistics and specified reporting periods. The Final Reviewer has the capability to generate e-mails to the non­
compliant cardholder and the supervisor from the Tool. 

Sample Reports 

6.0 Statistics Dashboard 
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Citibank·· Cuslon1 Repot'ling System 

~ ~ Citibank Commercial Cards Reporting Svstem > Shared Reports > PAT Reports > Activity Report card 

File .. View .,. Data .. 

Hierarchy: 8243017000001700019 
Status of Review 

Violations To Be Reviewed 

Number of Accounts credit limit in excess of standard 

Number of Accounts with Single Transaction limit in excess of standard 

Number of Accounts with Account Cash limits over standard 

Number of Accounts with Cash limits over standard of t.otal Account Credit 
limit 
Number of New accounts not activated within 30 days of open date 

Number of l\lew accounts not •Jsed 

Number of cardholder acc:ounts when exeeding standard per hierarchy unit 

Number of cardholder accounts when exceeding standard per billing account 

Number of inactive accounts when exceedinq standard per billing account 

6.3 View Nute Set 

Citibank Custom Reporting System 

File .. 1/iew .. D;.ita .. Format .. 

454 

221 

0 

0 

0 

0 

0 

0 

D 

.. 

I Row Axis • II Values • ! !Font • l Size B I !! I = = 
PAGE·BY: none 

• • • 1• 
• • • • • 

= '. $ % ' 

Rule Type Rule, Definition Parameter X Parameter Y 

Account 

Transaction 

Account credit limit in excess of <X> 

Single transaction limit in excess of <X> 

Posted Transactions( s) causing over cardholder credit 
limit status 

Emergency Card Issuance/Business Continuity Planning 

100 100 
50000 

1000 1500 
3000 

2.100 The card programs require the ability to obtain cards that have higher credit limits for disaster 
situations. Cards will be stored securely with limited access. Can the bidder comply? 

Yes _x_ No 
Response: 

We can provide emergency cards for any number of cardholders on short notice for any centrally billed card 
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program. Emergency cards enable the State to quickly activate a commercial card within minutes for crisis and 
emergency purchasing needs. The cards have single authorizations and a hierarchy that is separate from the 
State's standard, ongoing program. 

Emergency cards can have a preset limit, can be loaded with preset controls as determined by the State, and 
delivered in a deactivated state. The cards can be activated as needed by placing a call to the Interactive 
Voice Response or Customer Service. Limits can be changed at the time the card is needed through a call to 
Customer Service. 

2.101 The bidder should detail their ability to assist when a disaster occurs. The bidder should detail 
prior experience with similar sized or similar entity programs that have encountered a disaster 
situation. 

Response: 

Locating C;irdholders 

Cardholders' contact information (phone numbers, email, etc.) is provided to Citi during the application process 
or in subsequent communications. If a Cardholder has recently used his or her card at a merchant location, 
we can assist ln determining the Cardholder's location. Additionally, our Customer Service Unit is available 
24/7 via toll free number to assist the State and your Cardholders. 

Tracking Cardholders in Emergencies 

In an emeigency, the State's Piogiarn Administrator(s) can contact the Customer Service Unit 24/7 to inquire 
about a specific Cardholder and his or her most recent transactions. Customer Service can use the 
Cardholder's most recent transactions at hotels, restaurants, and car rental agencies to make assumptions 
about a Cardholder's location. 

Do Not Strand Policy 

Cardholders occasionally reach their credit llmit while traveling, and become stranded due to travel 
disruptions, traveler oversight, change of plans, etc. "Do Not Strand" is a process whereby Citi temporarily 
increases the credit limit of Cardholders who are in stranded in difficult situations in order to allow them to 
extend hotel stays, book additional travel, and otherwise facilitate cardholder needs. 

The solution allows Citi Service to temporarily increase Cardholder credit limits in the event the Cardholder 
becomes stranded, at their credit limit, and cannot increase their credit limit via standard processes (such as 
contacting their Program Administrator). The guidelines will consistently allow for up to a 50% temporary 
increase in credit limits for impacted Cardholders globally, without any incremental documentation 
requirements from our corporate clients. The goal of Citi is to take care of distressed travelers when they most 
need it. 

Ac.: lm1i Crises 

Citi has preparedness plans in place that have been designed with the purpose of coordinating Citi's response 
to challenges posed by various emergency scenarios. Recovery capabilities are engineered to maintain 100% 
of our critical workloads. Technological capacity reviews are performed and there are extensive monitoring 
mechanisms in place to maintain adequate recovery capacity. 

Wer,ther-Related Events 

For example, if a snowstorm threatens the Northeastern U.S., work can be transferred to Dublin, Ireland or 
Tampa, Florida to be completed. 

Hurricane Sandy 

With our sales, trading, and investment banking operations in New York City in an evacuation zone, we 
implemented our contingency plans on October 29, 2012, to support the continuity of our operations during 
Hurricane Sandy. 

Despite the challenges presented by the storm's impact, our business continuity strategies allowed us to return 
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to regular operations. On November 1, 2012, we re-opened additional branches and our institutional 
businesses served clients by utilizing back-up locations as the markets re-opened for trading. 

In addition to utilizing our primary back-up location, on November 2, 2012, a small group of employees across 
our Markets businesses were permitted to access our 390 Greenwich Street location in lower Manhattan, 
which was being powered by a generator. Gradually re-occupying this building helped confirm that the 388 and 
390 Greenwich Street facilities were ready for all our staff when the evacuation order was lifted and utility 
power was restored. 

On November 5, 2012, we re-opened several major sites in New York and New Jersey, including our offices at 
388 and 390 Greenwich Street. and almost all of our local branches were back in service. 

During the storm, our institutional businesses transitioned to back-up facilities in accordance with our continuity 
of operations planning, which allowed us to serve our clients without interruption throughout this event. 

Japan Eatthquake 

Citi maintained continuity and normal operations including meeting client commitments during this crisis, and 
we accounted for all of our staff. 

On March 11, 2011, when the catastrophic earthquake hit the Tohoku area, impact on operations that day was 
limited since settlements for that day had been mostly completed. 

The following week, the market encountered a surge in activity, resulting in a significant spike in settlement 
volume (approximately double average activity). In addition, companies operating in Tokyo faced uncertain 
public transportation and rotating power shutdowns. 

Despite the unpredictable situation, system capacity ensured all settlements were duly settled, and 
subsequently temporarily rebalanced operational resources between Okinawa and Tokyo to cope with the 
continued challenges in the Kanta area. 

All critical staff were also able to access email and shared drives from their home through a secured remote 
access environment when access to the offices in the Tokyo area were not possible to due to public 
transportation problems, power shutdowns, or other issues. 

f-1:.iiti 

The earthquake in Haiti impacted people, locations, and processing. After accounting for the safety of our staff. 
we concentrated on the commitment to our clients. Processing was transferred to a regional processing center 
and deliverables were made to our clients. As a post mortem, we concluded that our planning was on point, 
and we were able to respond in a manner that met our obligations. 

· Disaster Recovery/Business Continuity Planning 

2.102 The bidder should detail how often the bidder's disaster recovery plan is tested for both physical 
and cyber disaster, what redundancy is in place for critical systems (card enrollment systems, 
card production, customer service call center, web based solutions, etc.), and how quickly 
operations can begin once a disruption has occurred. 

Response: 

Citi policy and banking regulations require a minimum of annual testing of all business continuity and disaster 
recovery plans. Testing of certain critical plans occurs more frequently. 

Businesses manage toward annual calendars to track frequency and testing types for major Citi exercises 
involving regions and businesses. The businesses participate in two main tests referred to as denial of access 
exercises, which require staff to move to their recovery work area locations to perform their work, and denial of 
service exercises, which are used to verify that technology can be recovered at their recovery location. 

Citi also conducts scenario-based crisis management exercises annually, at a minimum. These exercises are 
designed to challenge the participants, test the response protocols, and continually improve Citi's ability to 
respond to crisis events. The scenarios are based upon current relevant threats and examples include 
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hurricanes, terrorism, and technology virus attacks. 

Replicating All Components for Full Operational Redundancy 

Every single component in Citi's system, including gateway, system, and communication methods, is 
replicated to provide full operational redundancy. COB tests are conducted annually to provide confidence in 
our systems resiliency and that corrective actions are taken where appropriate. 

Recovery Strategy Guidelines - Based on Recovery Time Objectives of Business Process 

Table 6.4 below is used to guide the selection of recovery strategies based on RTOs. 

, . 

Tier 4 
>77. hi$ 

Business Function Characterization 

Processes classified in this criticality rating 
have Recovery Time/Point Objectives of zero to 
4hours. This Indicates zero to minimal tolerance 
for downtime and electronic data loss and 
requires dedicated recovery. 

People, processes and technology classified 
in this criticality rating have Recovery Time/ 
Point Objectives of between 4 and 24 hours. 
This indicates minimal tolerance for downtime 
and electronic data loss, and requires intra day 
recovery of core business processes. 

People, processes and technology classified in 
this criticality ratinQ have a Recove,y Time/Point 
Objt'Clive-s of between 24 and 72 hou~. This indicates 
moderate tolerance for downtime and electronic data 
loss and preplanned recovery operations. 

Processes classified into this criticality ratirig have 
a Recovery Time/Point Objectives greater than 
72 hours, respectively. This indicates elevated 
tolerance for downtime and electronic data loss anc 
requires use and access to archived backup data. 

Resulting Recovery Strategy Requirements 

A fully operational, dedicated alternate site, which must 
be separated from primary sites by the following criteria: 
Geographically disbursed location with independent power. 
telecommunications, transportation, and geologic threats (i.e. 
flood plains, fault lines, etcJ. An alternate solution in which normal 
operations are divided between two or more geographically 
dispersed sites, each at leastten miles• apart, should bHonsidered. 

A fully operational alternate work area solution, which must 
be separated from primary sites by the following criteria: 
Geographically disbursed location with independent power, 
tc:ecomrnun~calions, transportation, and Qao:014ic u·,reats (i.e. 
flood plains, fault line, etc.). An alternate solutlo,, in wnich normal 
operations are divided between two or more geo9raphically 
dispersed sites, each at least ten miles~ apart, should be considered. 

A ••warm" shared alternate workspace internal or a contracted 
third party provider. Alternate work area 10,ation Is greater 
than ten miles• from the primary location with separate 
power, lelecommunlcatlon, and transportation. 

A "cold" share alternate workspace location less than 
ten miles• with shared power, telecommunications and 
transportations. 

"Note that geographic separation should be sufficient that the same threat that affects the primary location will not reasonably affect the 
backup location at the same time. Ten miles Is a nomlnal starting point but may not be sufficient for some threats 

2.103 The bidder should detail the last time a significant disruption in service occurred. The bidder 
should detail the cause of the disruption and the length of the disruption of service. What did the 
bidder learn from that disruption of service and what have they changed to be more prepared in 
the future. 

Response: 

Citi has preparedness plans in place that have been designed with the purpose of coordinating Citi's response 
to challenges posed by various emergency scenarios. Recovery capabilities are engineered to maintain 100% 
of our critical workloads. Technological capacity reviews are pertormed and there are extensive monitoring 
mechanisms in place to maintain adequate recovery capacity. 

In 2017, 88 events occurred globally that Citi tracked for possible business impact, and nine of these events 
resulted in the activation of business recovery plans. 

In all events, the business maintained continuity through established recovery capabilities, planned risk 
mitigation protocols, and strong crisis management team execution. Learning from each event and threat 
worldwide, Citi has developed tremendous depth of resiliency that is exemplary in the financial services 
industry. 
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Weather-Related Events 

If a snowstorm threatens the Northeastern U.S .. work can be transferred to Jacksonville. Florida to be 
completed. 

Hurricane Irma 

Due to Hurricane Irma in September 2017, Citi businesses in the Caribbean and Florida invoked contingency 
operations but remained operational through alternate strategies. Led by the Citi Crisis and Continuity 
Management team, preparation and crisis incident management began well before the storm began. At the 
first signs of the threat, and as per the Business Continuity Plans, communications were maintained with 
employees and clients. 

Reviewing Effectiveness of Plans Following Actual Events 

Any actual event that requires activation of a business continuity plan or activation of the crisis management 
team is analyzed at its conclusion for effectiveness and efficiency. Results are treated in the same way as test 
results and used to make improvements to the plans, program, and recovery resources. In cases of significant 
activation, the event may be used to fulfill the compliance requirement for periodic testing. 

Incident Resolution Process 

During an incident, Citi engages various technical and business incident management teams. These teams 
organize conference calls and perform escalation to subject matter experts and senior management to 
coordinate and drive resolution. Incident management teams are staffed 24-hours and employ follow.the-sun 
coverage models to ensure 24x7 monitoring and escalation. 

Follow-up and Root Cause Analysis 

Following incident resolution, Citi forwards the incident to problem resolution teams responsible for 
coordinating and managing root cause investigations and corrective actions. Root cause analysis is performed 
immediately following incident resolution and results are formalized and published in a post- mortem 
document. The post-mortem document also includes both short-term corrective actions taken to resolve the 
incident as well as long-term corrective actions to prevent re-occurrence. such as enhanced monitoring, 
mitigating controls, and if necessary, technology enhancements. 

2.104 The bidder should discuss if their disaster recovery plan/business continuity plan has ever been 
implemented. If the plan was implemented, how long did the situation continue, and how long 
until the Contractor was operational following the start of the disaster or system failure. 

Response: 

In 2017, 88 events occurred globally that Citi tracked for possible business impact, and nine of these events 
resulted in the activation of business recovery plans. In all 88 events. there was no interruption of service to 
our clients. There has not been an event in which our operational centers were not open and supporting our 
clients. In the event that we have to transfer functions to another operations center, the transfer is transparent 
to our clients. Once the disaster has resolved, Citi transfers the functions back to the affected operations 
center, at no impact to our clients. Recovery times in each event adhered to our recovery strategy guidelines 
as described below: 

Recovery Strateg.v Guidelines - Based on Recovery Time Objectives of Business Process 

The table below is used to guide the selection of recovery strategies based on RTOs. 

*Note that geographic separation should be sufficient that the same threat that affects the primary location will not 
reasonably affect the backup location at the same time. Ten miles is a nominal starting point but may not be sufficient for 
some threats 
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Settlement & Posting of Program Payments 

2.105 The Contractor is required to accept all payments made by Automated Clearing House (ACH) 
for the term of the contract. The bidder should provide the payment detail process (not bank 
instructions) that the card programs will use to post the payment to control account vs. individual 
cardholder account. 

Response: 

We can receive payment from the State via: 

• Check 

~ EDI Electronic Fund Transfer (EFT) instructions 

• Fedwire 

• ACH 

.. Direct debit 

• CitiManager Online Tool (for individually billed accounts in the U.S.) 

Payments must be received prior to 2:00 p.m. (ET) in order for the payments to post the same business day. 

The State can set up various summary or control accounts. enabling us to bill multiple agencies and receive 
multiple payments from those separate agencies, while the State retains the ability to consolidate overall 
rebate benefits. As part of implementation. Citi will work with the State to determine the desired form of 
payment as well as identify payment instructions, including account numbers to be identified with the payment. 
This will ensure proper posting of payments to the correct accounts. 

ACH and wire payments require the bank name, routing and transit number, and the account number to be 
credited. 
2.106 The bidder should indicate their ability to accept and post payments in the dollar amount 

received (up to seven digits plus cents). Card program payments are required to be posted to 
the control account for the same amount paid by the program. 

Response: 
Citi confirms this requirement. Citi will apply payments as instructed by the State as part of the ACH payment 
instructions that are sent wtth the State's payment. 

Rebate & Payment to Participating Programs 

2.107 How many business days after the quarter's end will the Treasurer's Office receive the rebate 
via ACH transaction? 

Response: 

The rebate payment is made 25 business days after the end of the quarter. 

Please refer to the attached Appendix -Citi Pricing Schedule C for more information regarding rebate 
information. 

Other 

2.108 The bidder should detail its request process for obtaining copies of charge slips for card 
transactions. Will the bidder agree there will be no cost to obtain a copy of a missing charge 
slip? What is the typical turnaround time for providing copies of requested charge slips? 

Response: 

Per card association requirements. charge slips are not provided to issuers such as Citi - we depend on the 
merchant bank for any charge slip requests. Citi will, however, work with the State to reproduce lost charge 
slips. A charge per slip ordered will apply for requests of more than 12 charge slips. The State can obtain 
these copies (if they are available) from the merchant bank via a written request to either the bank's account 
maintenance fax number or general correspondence address. Your request must confirm you are aware of 
the charge and be signed by the cardholder or Program Administrator. The cardholder's account will be billed 
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for each request over 12 regardless of how many charge copies are received. 

Per card association requirements, a merchant has up to 30 days to return a charge slip in the case of a 
disputed transaction. For electronic copies of charge slips, the typical turnaround time is 15 days or less. 
However, paper copies are more likely to take up to the full 30 days. Please note that you cannot order copies 
for A TM charges or for charges older than one year. 

2.109 The bidder should detail any card company/association rules or regulations violations that have 
occurred in the last 24 months relating to its services or the RFP requirements (those instances 
not caused by a customer). 

Response: 
Citi Commercial Cards has not experienced any rules or regulations violations in the past 24 months. 

2.110 The bidder should provide two business references (including entity name, phone number, 
program services dates) of similar size or program dynamics. 

Response: 

State of Colorado 
Brooke Dunn, CPCP 
State Commercial Card Program Manager 
(303) 866 6147 
brooke dunn@st.ate.co. us 
Purchase card, Travel Card, VCA programs since 2011 

TXDoT 
Catherine A Stephens 
ProCard Administrator 
(512) 416-4769 
Ca.therjne.stephens@txdo.t.gov 
Purchase card program since 2007 

The University of Texas at Austin 
Natalie Kendrick 
(512) 471-6622 
.!l~endrick@austin.utexas.edu 
Purchase card program since 2007 

2.111 The bidder should detail its approach on development of new services. If a card program was to 
request enhancements, the bidder should detail the development process, resources, 
prioritization, and timeline for such a request. Describe the types of enhancements and the 
timelines related to those customer requested enhancements that have been completed related 
to the Contractor's systems in the last 24 months. 

Response: 

Providing the highest quality product and technology solutions for our clients is a central mission of our 
business. 

Commercial cards product management is responsible for researching and identifying, in close conjunction 
with our clients, technology enhancements based on industry-related requirements. One key function of the 
product management team is to prioritize roadmap deliverables with our technology professionals and create 
virtual teams to implement the solutions. 

Citi believes in, focuses on, and adheres to a consultative, business partner, relationship management model. 
We understand our clients' businesses and work with them every day to achieve their goals, including 
technology development and special product initiatives. The State's Account Management Team works with 
you to verify that your ongoing requirements are reflected in our planning activities. 

Typically, client feedback comes from our daily interactions, Citi-sponsored conferences, and technical 
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advisory meetings. Some clients also volunteer to participate in pilot programs, enabling them to further shape 
products as we finalize development. 

Citi sponsors and supports a number of events to facilitate ongoing input capture and dialogue with our public 
sector client base. Citi's GSA Annual SmartPay Training Forum, Commercial Cards Conference. and user 
meetings enable us to focus our attention on enhancements of specific interest to state and local clients on a 
regular basis. 

Citi will work with you to identify your requirements and create a timely solution. The prioritization process is a 
collaborative effort between clients and Citi. 

Citi Commercial Cards commits more than 10% of its revenue to developing new technology to ensure that our 
clients continue to benefit from the scope and strength of the most comprehensive commercial card services in 
the market. 

The following table 6.5 provides an overview of recently completed developments. 

6.5 Completed Commercial Cards Enhancements 

System Enhancement Year 
Completed 

CitiManager 
r,1obile & iablet 

Citi Commercial Cards has launched a CitiManager Mobile and Tablet app. This 
app provides cardlloiders a convenieni way io access iheir accounts on the go 
through an intuitive and secure platform. Some of the great features include the 

402017 

App 

Amazon 
Business 
Integration 

Tokenization 

Straight 
Through 
Processing 

2.112 

84 

ability to check statements from the past six months, view recent transactions and 
payment history. check current and available balances. and opt to receive push 
notifications instead of SMS alerts for applicable alerts. The app is available to 
Citi Commercial cardholders who have completed registration for CitiManager 
desktop, and can be accessed using the same login credentials 

Citi, Visa. and Amazon partnered to develop a solution that allows enhanced 
transaction data on purchases made in the Amazon Business marketplace. This 
integration allows Citi to provide enhanced data reporting to our clients on their 
828 purchases; either via data feed into our client's ERP or expense management 
systems, or via reporting via our CitiManager Custom Reporting System (CCRS). 
Data elements include: 

<> Item Description 

" Quantity 

.. Tax information 

"' 21+ additional data elements 

Citi launched our innovative tokenization solution for storing card data. 
Tokenization is the process of substituting a sensitive data element with a non­
sensitive equivalent, known as a token. Tokens serve as unique identifiers for 
actual credit card numbers and are stored in clients' internal systems in place of 
actual account numbers. 

20 2017 

2016 

Citi launched Straight Through Processing for MasterCard and Visa clients. 2016 
Straight Through Processing (STP) is a B2B payment process where clients 
initiate payment instructions that settle without active supplier involvement. STP is 
a new supplementary option for Citi Virtual Card Account clients. 

The bidder should detail any card service pilot programs and/or unique features provided by the 
bidder that the card programs should consider. 
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Response: 

Citi is committed to providing the next generation of products and technologies that offer even greater control, 
visibility and program optimization. As one of the pioneers in the electronic banking age, innovation is at the 
heart of all we do. 

Citi has ambitious growth plans for the Commercial Cards Business over the next several years and a strategic 
commitment to invest over 10% of annual revenue into our products and services. Our objective is to continue 
to be at the forefront of providing client-centric solutions that allow us to create economic value and build trust 
with our clients. 

The following table 6.6 provides an overview of upcoming future service solutions and enhancements. 

Solutions/ 
Enhancements 

Secure Email 
Statement 
Delivery 

Mobile Wallet 

Online Chat 

Online 
Maintenance 

Mobile and SMS 
Alerts 

CitiManager, 
CLASS Training 
Module 

6.6 Future Service and Technology Enhancements 

Description 

Citi will offer our clients the option to enroll in PDF statement delivery via e-mail. 
Upon enrollment and/or the first generated statement, the user will get an e-mail 
welcoming them with a link to establish their password. Once set, the password 
will be used to open the PDF attachment in all future statement e-mails. 
Authorized State users will receive an e-mail each month a statement is 
generated with an attachment containing the monthly PDF statement. 

This feature will enable cardholders to load their commercial card in to a mobile 
wallet and use their mobile devices in lieu of a physical card at the point of sale 
to complete a purchase. This feature can be enabled on a per program basis, 
and cards will be provisioned in to the cardholder's wallet at the sole discretion 
of Citi and/or the client. Initial roll out will be with Android Pay followed by 
Samsung Pay and Apple Pay as future extensions 

Citi is pleased to announce that Commercial Card program cardholders and 
program administrators will have an additional channel to contact Citi Customer 
Service for servicing support. Online chat will be presented as an option to 
users logged in to client facing online card management and reporting tools. 
The user will have the opportunity to communicate via real-time chat with a live 
Customer Service rep through a secure environment, with built in controls to 
prevent the exchange or storage of sensitive data. Citi plans to have this 
communication channel live by end of 02 2018. 

We regularly enhance our online maintenance offerings. 

Clti Commercial Cards offers 34 alerts, available in 28 languages, and 
accessible to anyone issued a Citi Card via one of our 104 CitiManager 
supported markets. 

In 2018 our goal is to expand markets. create new real-time alerts, as well as 
continually update our infrastructure. 

We continue to invest in our client training, including our online training portal 
within CitiManager called Citi Commercial Card Learning and System Support 
(CLASS), where cardholders and Program Administrators can participate in 
online !raining courses at their own pace. 
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Reporting 
Enhancements 

Our expanding suite of program management and customizable reporting tools Continuous 
is specifically designed to seamlessly integrate technology with existing financial 
systems and to provide the most secure, robust and flexible information 
available. Upcoming enhancements include: 

• Expanded Virtual Card Reporting (transactional & non-transactional 
reports) 

• Enhancements to Standard Reporting Package 

• Increased User Roles and Access 

Fraud Analytics Tools 

2.113 The Contractor shall be required to partfcipate in education opportunities hosted by the State 
Treasurer's Office or any of the participating card programs for cardholders, State agencies. 
cities, counties and other political subdivisions. Describe how Contractor will participate in 
education opportunities. 

Response: 
Citi is pleased to participate in education opportunities throughout the State. We have much experience 
participating in and conducting trainin~ conferences, focusing on industry best practices, system 
enhancements, new products and services offerings, and hands-on training. Citi's Account Management team 
sponsors and delivers annual training conferences for the State of Colorado and three annual conferences for 
State of Texas. Our training team has experience in conducting conferences with audiences ranging from 20 to 
4,000 participants. Citi would be happy to work with the State in creating agenda topics, training/marketing 
materials. and communication of training events. Citi welcomes designing a training conference tailored to 
Customer's specific issues and objectives, geared toward the knowledge level of the participants. 
2.114 The bidder should detail training provided to Program Administrators, their designees, 

cardholders or system users as a part of the conversion/implementation process and program 
staffing changes. 

Response: 

With 42 years of experience in designing learning courses, Citi understands the critical role of effective and 
customized training. Our training specialists have extensive experience in curriculum development and training 
delivery with clients similar to the State and are experts in demonstrating best practices to manage and 
optimize commercial card programs. The State will benefit from a designated trainer from Citi's Commercial 
Card Training Team. Your trainer will prepare and deliver ongoing training opportunities designed specifically 
to meet your evolving objectives and requirements. 

Our commitment to train the State's program participants is continuous. Citi has a dedicated team to support 
the State's ongoing training needs during implementation and throughout the life of the program. 

We will work closely with the State to develop a training program to address your specific requirements, as 
determined during the implementation process. Training is provided at no cost to the State, and focuses on 
new users, as well as the introduction of new tools or enhancements to existing tools or business processes. 
In addition. we provide training on best practices and policy enhancement. monitoring. and enforcement, as 
well as ongoing refresher training for current the State Program Administrators. 

Topics for ongoing training described in table 6.7 below include: 

6.7 Ongoing Training Topics for Program Participants 

For Program Administrators 

Use Of CitiManager's Program Management and Reporting Modules 

s Logging In Via Single Sign-On • How To Modify/ Customize A Report 
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• How To Manage Your Profile • How To Run And View Reports 

,. How To Manage Your Card Accounts • How To Manage User Access 

• How To Manage Your Hierarchies • Online Tool and Process Enhancements 

Industry Best Practices 

• How To Manage Your Card Program • Delinquency Management 

• Program Policy Enhancements • Program Policy Monitoring and Enforcement 

Introduction of New Commercial Card Tools 

• Additional Resources Available .. Training Materials Access 

• Additional Training Registration 

For Cardholders"' 

Introduction of CitiManager for Cardholders 

.. How To Make Payments • How To Manage Your Profile 

• How To Manage Your Card Account • Additional Resource Available 

• How To Access Your Statement 

·Cardholder training in available on line and via Citi's train-the-trainer program. 

Program Administr<1tor Commercial Carc!s Trnininr1 Options 

To ensure all Program Administrators will benefit, training classes are designed for all skill levels, from 
beginners to the most advanced. Training is delivered using a variety of methods to provide flexibility around 
your demanding schedule. Our goal is to accommodate different training needs and learning styles and our 
training staff works hard to ensure the transfer of learning every time. 

The State can choose to use any of the following forms of training described in table 6.8 below: 

Onsite Training 

Online Webinar 
Sessions 

87 

6.8 Program Administrator Commercial Cards Training Options 

Initial on-site training is available for you once your card program is in place. The State can 
request on-site training from your Citi Implementation Manager or Account Manager. Training 
can be conducted at your site or one of the five (5) Citi training sites in Washington, DC. Norfolk, 
VA, Jacksonville, FL, Wilmington, DE, or O'Fallon, MO. 

These sessions typically include lectures, hands-on classes, and one-on-one computer labs for 
personalized attention to the State's user questions. Topics highlighted during onsite training 
typically include industry best practices, system enhancements, program management, 
navigation of Citi's tools, account maintenance, online statements, and reporting. We can design 
a conference tailored to the State's specific issues and objectives, geared toward the knowledge 
level of the participants. 

The State can register for future webinar training by topic. Webinars are instructor-led and 
delivered using WebEx. 

Webinar sessions facilitate dispersed staff training, enabling users to see and hear about the 
program systems in real time through the web. We offer ongoing interactive and/ or pre-recorded 
webinar training on a variety of topics. Interactive webinar training allows users to view the 
system, communicate with our trainers in real time via the web, and keep current on the latest 
enhancements to Citi's online tools. 

Citi Commercial Cards Online Academy offers pre-recorded webinar training for refresher 
training or training of new Program Administrators. Online tutorials covering all card management 
functions for Program Administrators are built into our card management module. 

Additionally, the Citi Online Academy program consists of a series of educational and best 
practice webinars, recorded for your convenience, to keep you up-to-date with today's quickly 
changing payments environment. Citi Commercial Cards Online Academy sessions are led by 
Citi experts and guest speakers from across the travel and payments industries. Our content is 
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'Citi Training 
Series' Webinar 
Quarterly 
Learning Series 

User Guides 

E-Learning 

produced with treasury professionals, travel managers, procurement staff, and card program 
administrators in mind. In order to help you get the most out of your Citi Commercial Cards 
program, we will keep you up to date on a range of topics including: 

• Industry trends 

• New technology developments 

• Impact of regulations in order to help you get the most out of your Citi Commercial Cards 
program 

The Citi Training Series is designed to keep the State up-to-date on our tools and capabilities 
related to your Commercial Cards program. These generic webinars are scheduled on a 
quarterly basis and are suitable for new or seasoned Program Administrators who need a 
refresher. 

In this series, Citi subject matter experts present on such topics as delinquency management, 
the use of Virtual Cards, and understanding tax reporting, fraud and risk management. Each 
presentation is followed by an open forum Q&A, enabling clients to ask the moderator questions 
via toll-free conference line or email. We welcome the State's participation, as the program offers 
an important opportunity to learn about Citi's offerings and how to best manage your card 
program. 

To view the upcoming schedule, course descriptions and instructions for how to register and 
access these sessions in CitiManager, navigate to https://www.citibank.com/tts/sa/ 
commercial cards/training/index.html. 

The State can access end-to-end user guides and quick star1 guides in CLASS for all of the Citi 
CommArdal C~rd on!ine tools. The end-to-end user gL1ides provide step-by-step instructions for 
all tool functions. The quick start guides provide step-by-step instructions for the most frequently 
used functions. 

A wide variety of printable training materials available to the State includes: 

• Program Administrator Desk Guide outlining recommended day-to-day program specific 
functions and reporting to assist in streamlining duties associated with management of the 
program 

• Central Billing Reconciliation Guide providing a step-by-step explanation of the reconciliation 
process and listing common reconciliation challenges 

• Resource material the State's Program Administrators can use to advise program 
participants of available training resources 

• Training Request Form to schedule special training sessions for groups of 20 or more 
Program Administrators at agency meetings or conferences 

• Implementation Guide 

• Cardholder Guides 

• Standard Card Management and Reporting Module User Guides 

• PowerPoint presentations 

• Online Repository of Training Information 

Citi Commercial Card Learning and System Support (CLASS) houses e-learning modules for the 
Commercial Card program. These e-learning modules reinforce learning by providing a 
demonstration and an opportunity to practice each task. 

Designed specifically for Commercial Card Program Administrators, the Citi Commercial Card 
Learning and System Support (CLASS) provides access to training resources through a single 
sign-on hosted by CitiManager. The Commercial Card Program Training team provides a wide 
variety of training materials, including PowerPoint presentations, computer-based training, and 
webinar registration. In addition to providing access to training 24/7, CLASS provides training 
transcripts and certificates of completion to recognize training a Program Administrator has 
completed. The State will be able to access CLASS from CitiManager at no cost for all of your 
training needs. 

Cardholder Commercial Cards Training 

Citi provides online training enabling cardholders to view the system and keep current on the latest 
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enhancements to Citi's online tools. Online tutorials provide an introduction of CitiManager to cardholders, 
covering topics that include: making payments, managing profiles, accessing statements, and managing card 
accounts. 

Citi also offers a 'Train the Trainer' program. As part of this offering, our Training Department conducts one­
day, two-day, and three-day in-house workshops that focus on training the State's designated trainers on 
topics customized for your business. We believe in a practical, hands-on approach for specialized programs 
that focuses specifically on the training needed and offer this service at no cost to you. 

2.115 The bidder should detail how cardholder data is protected against a hacking or theft by internal 
staff. The bidder should detail the required security background checks completed on its staff 
viewing sensitive data. The bidder should disclose if enrollment data has ever been 
compromised either by a contractor or subcontractor data compromise, hacking or bidder 
internal employee theft/compromise. 

Response: 

Overview of Fraud Prevention 

As a global financial services organization with a diverse set of products and services, Citi is at risk of both 
internal and external fraud. Fraud and related wrongdoing create legal and reputational risk in addition to 
financial losses which, if not effectively addressed, may impact capital requirements. 

Citi has a zero tolerance policy towards fraud. Each Citi business, operations and technology, and global 
function take all required measures as set forth in Citi's Fraud Management Policy, to prevent, detect, and 
respond effectively to fraud and related wrongdoing agalnst Citi, its employees, and its clients. Each Citi 
business, operations and technology, and global function also identify and comply with all laws, regulations, 
and regulatory guidance that impact fraud risk management in their organization. 

In addition, all Citi employees have a responsibility to protect client and corporate assets in accordance with 
the Citi Code of Conduct and other Citi pollcies. 

Risk Management 

For Citi, effective risk management is of primary importance to its overall operations. Accordingly, Citi's risk 
management process has been designed to monitor, evaluate and manage the principal risks it assumes in 
conducting its activities. Specifically, the activities that Citi engages in, and the risks those activities generate. 
must be consistent with Citi's mission and value proposition, the key principles that guide it, and Citi's risk 
appetite. 

Citi manages its risks through each of its three lines of defense: 

1. Business management 
2. Independent control functions 
3. Internal Audit 

The three lines of defense collaborate with each other in structured forums and processes to bring various 
perspectives together and to steer the organization toward outcomes that are in clients' interests, create 
economic value and are systemically responsible. 

Citigroup Security and Investigative Services (CSIS), as part of the independent control functions, has issued a 
Citigroup Global Fraud Management Policy. The fundamental purpose of this policy is to help ensure that each 
business unit within Citigroup has a program in place designed to prevent and detect fraud, whether originating 
internally or externally. While the nature of fraud faced by each business can be very different, a sound fraud 
prevention and detection program is essential to all businesses. To further support this effort, fraud risks have 
been appropriately addressed in Citi's Manager's Control Assessment (MCA) process. 

Vulnerability Assessments 

Vulnerability assessments (ethical hacking/penetration testing) are performed regularly based on the risk level 
of the application/infrastructure asset and when significant changes are being implemented. Results are 
documented in a formal report and issues are risk rated. The issues are tracked to remediation in accordance 
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with our internal policies and procedures, and timeliness of remediating information security issues is a key 
metric of Citi's Information Security program. 

Vulnerability assessments are performed in-house and by third parties against all Citi infrastructure and 
applications. This also includes outsourced facilities as provided for contractually. 

System Security Testing Standards 

Citi's System Security Testing Standards define testing requirements throughout the lifecycle of an application. 
The testing is a combination of manual and automated assessments to identify vulnerabillties and potential 
weaknesses and establish remediation requirements. Testing scope includes applications and all user 
interfaces associated with those applications. 

Infra.structure Vulnerability Assessments 

The Infrastructure Vulnerability Assessment (IVA) program is designed to test Citi assets to identify and 
remediate vulnerabilities. The IVA program only applies to infrastructure- not applications. IVA tests are 
performed on a subset of Citi infrastructure as well as on standard builds. 

Citi's IVA program includes the following: 

• Regularly scheduled tests by the CTI Vulnerability Assessment team on a subset of our infrastructure 
assets and on standard builds 

• Remediation of issues identified during testing process 
• Management of exceptions when the IVA requirements cannot be met 

VtJ/nerability and Threat Management 

The Vulnerability and Threat Management (VTM) process sets standards for businesses to follow for the 
tracing and remediation of software vulnerabilities. The process ensures that all approved security patches 
are applied within specified time periods. The VTM Lifecycle standard phases are: 

• Monitor vulnerabilities and threats - Monitor vulnerability notifications from external third-party content 
providers 

• Assess technical risk- Review the vulnerability 

• Develop solution - Develops and deliver solution 

• Integration testing - Comprehensive testing to ensure the solution functions as desired 
• Deployment - Deployed to production 

• Closed to BAU - End state of the vulnerability event 
Citi Commercial Cards has not experienced any data breaches involving unauthorized third party intrusion of 
our networks to our knowledge/detection. 

Instances of Internal/External Hacking 

Security incidents are confidential. Information cannot be disclosed to clients. 

Backgrollnd Checks and Screening 

Citl is committed to the highest standards of integrity and individual behavior. Background screening is an 
important tool for Citi to ensure that candidates for employment meet these standards and possess the skills, 
knowledge, abilities and credentials required of the position for which they have applied. In addition, screening 
candidates for employment helps to ensure a safe and productive working environment. and identify 
employees who may present a risk to the organization. 

Satisfactory background checks are required for all Citi employees (globally) as a condition of their 
employment and are conducted at the time of an employment offer. All employees regardless of their 
employment status (e.g., full time, part time, contract. or intern) or title with the firm are required to complete 
the Background Screening Process at the point of hire. Background screening is completed on all re-hires who 
have left Citi for more than one month. 
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Citi's Global Background Screening program includes the following screens: 

• National ID Verification (Social Security number in U.S.) 
• Specially Designated Nationals {SON) Search 
• Educational verification 

Highest degree of education 
Dates of attendance, institution, and degree obtained 

• Credit check (only for positions where required by regulations) 
• Employment Verification 

Seven years of employment verification (staffing vendors) 
• Criminal Background Check 

FBI Fingerprint Database is the primary method of collecting criminal history 
- Where Fingerprinting is not available, Criminal background screen is completed 

• Drug Screening 
5-panel test is completed 

• Employment Eligibility and Work permit verification 

Screening program in some countries may vary based on country laws and practices. 

Any discrepancies are brought to the attention of senior Human Resources management and addressed via 
the Background Screening Policy. 

Entitlements 

The Identity and Access Management (1AM) programs provide enterprise access strategy, oversight and 
governance. and manage risk reduction efforts enterprise-wide. 1AM programs ensure Citi staff have the 
appropriate access and entitlements to perform their jobs. 

Entitlement Reviews 

Managers confirm their staff has appropriate access and entitlements to Citi's applications and systems. 
Managers are responsible for the access rights and entitlements of all staff {employees, contractors, temporary 
workers, and vendors} directly reporting to them. 

During entitlement reviews, managers are required to examine staff member entitlements to ensure that proper 
segregation of duties exists. 

Managers review entitlements for each direct report at least twice a year and whenever a direct report changes 
roles, transfers, or leaves Citi. Managers are required to remove access in a timely manner whenever a staff 
member transfers or leaves Citi. 

To perform an effective entitlement review, managers determine if the entitlements are appropriate for the 
user's job function based on the principle of least privilege access (granting to users only those access rights 
needed to perform their official duties). 

Best practices for entitlement reviews include: 

• Reviewing for complete and accurate staff count 
• Examining individual staff access 
• Evaluating internal controls 
• Reviewing segregation of duties 
• Identifying sensitive applications 
• Reviewing unique applications 
• Scanning for too many entitlements 
• Completing revocation and termination requests 
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2.116 The bidder must detail their security plan which includes its security program procedures for the 
prevention of and response to security breaches, and include a designated contact for security 
related issues. Bidder shall describe the process for reacting to fraudulent or questionable 
activity and security breaches including, but not limited to, the following: 
1. Immediately notifying Program Administrators and cardholders when their accounts are 

compromised; 
2. Assigning new account number to account that are compromised: 
3. Providing additional monitoring for accounts that are known to have been compromised; and 
4. Regardless of impact to the State and/or cardholders. Contractor shall immediately notify 

the State Treasurer's Office and Administrators of any security breach, hacking, or fraud 
incident that Contractor or subcontractor experiences. If said incident is cause by an 
employee of the Contractor or subcontractor they shall assume financial liability associated 
with this type of breach. 

Response: 

Overview of Security Incident Response Team (SIRT) Management 

SIRT management deals with a complete range of information security events, from malicious activities by 
external parties (e.g., phishing, malware attacks, attacks on Citi's Internet sites) to internal incidents affecting 
Citi, including mishandled information, misuse of information assets, and lost equipment. 

SIRT Definition 

An incident that compromises or endangers the confidentiality, integrity, or availability of confidential or higher 
Citi owned or managed data, or data for which Citi has a custodial obligation, or the information systems 
housing the data. This includes, but is not limited to, the alteration, destruction, disclosure, loss, theft, or 
misuse of the data or systems, devices or physical or electronic media containing the data. 

Security Incident Response Process 

Incident Detection Bnd F~eporiing 

All Citi employees, contractors, and third-party vendors (workers) are required to report all actual or potential 
information security incidents immediately upon discovery to an information security officer (ISO). The Content 
Monitoring Center (CMC), Security Operations Center (SOC), Cyber Intelligence Center (CIC), and Citi 
Security Information Services (CSIS) identify security incidents as part of their regular operating procedures. 

The ISO, CMC, SOC, and CSIS are responsible for gathering all relevant information concerning a suspected 
information security incident and assigning a severity level. New incidents are then entered into the security 
incident management application. 

lnvnstigr-dions 

The CSIS Cyber Investigations Response Team (GIRT) investigates all incidents. CSIS will determine if law 
enforcement, anti-money laundering, and fraud units need to be notified. 

Client a:1d .~er;ulaiory Notificafio1; Process 

All incidents suspected of containing personally identifiable information (PII) or relating to other information that 
may come under legal or regulatory notification requirements is evaluated to determine if notification 
requirements exist and if so, to complete the required notifications. 

lncidem ,'Vlo.nagem(:~nt Closure Process 

Once the investigation and customer and regulatory notification processes have been completed, the incident 
is closed. A post mortem review is performed dependent on the severity level. Reporting is completed to 
understand trends, root causes, and frequency of occurrence. 

Client I External Notification 
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In the unlikely event that an unauthorized party manages to access the State's data, in addition to immediately 
escalating the incident internally through the Security Incident Response Team (SIRT), our business group 
information security officer (GISO) would immediately notify the State, who would direct our GISO and his/her 
team to the appropriate individuals at the State. Once contact is established, Citi will disclose information 
pertaining to the incident affecting the State's information, its cause, how and when found, and its ongoing 
analysis, investigation, and resolution. 

Review of SIRT Prncess 

Quality assurance performs testing to evaluate the effectiveness of the SIRT process and provide assurance 
that it is operating as designed including timeliness, completeness, and quality. Results of this testing are 
reported to management on a periodic basis so program adjustments can be initiated. 

Monitoring Employee Activities I Content Monitoring 

There is a technology system in place that monitors all employee activities and scan emails for PII. Violation of 
the content monitoring policy are flagged and reported to Citi information security team. PII violations are 
escalated to Security Investigative response team (SIRT). 

Once the investigation, customer notice, and regulatory notification processes have been completed, the 
incident is closed. A post mortem review is performed dependent on the severity level. Reporting is 
completed to understand trends, root causes, and frequency of occurrence. Citi maintains continuous 
monitoring for unauthorized access to our systems and potential data breaches. 

Availability of Response Team 

Citi's incident-response team is available at all times. 

Card Replacement 

In most cases of a breach, after careful review, we can provide Cardholders with new account numbers and 
expiration dates immediately. 

Emergency card replacement is within 24 hours, provided that the request is received by 3:00 p.m. (ET). 
Emergency cards can be sent via courier. 

Account Number Sequences 

Depending on the type of card program, the first six digits of the account number usually signify the account 
issuance type (Purchasing, Corporate, or One Card). The remaining ten digits of the account number are 
generated from complex algorithms designed to prevent criminals from determining an issuance sequence. 

General Liability Standard 

Citi proposes to be responsible for any direct damages suffered by the State as a result of Citi's negligence or 
fraud in the performance of its services for the State. Citi does not take responsibility for special, indirect, or 
consequential damages. 

Liability Cap 

In the services contract proposed to be entered into by the parties, Citi would propose a liability cap {inclusive 
of all other liability in the agreement) on the total liability for Citi under the contract for all damages. 

Citi does exclude liability for consequential and certain other non-direct damages. 

2.117 Describe how Contractor will communicate and provide regulatory support and updates to the 
card program. 

Response: 

Citi has dedicated compliance, legal, audit, tax, and risk management groups responsible tor staying abreast 
of industry developments and regulatory and statutory-related changes. Citi service groups have knowledge of, 
and implement changes to, procedures designed to comply with regulations applicable to Citi's businesses and 
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applicable processes. 

Citi's team of regulatory and compliance professionals is currently focused on tracking current legislative 
developments related to the financial industry reform. 

Citi will keep the State current on applicable legal changes, legislative, and regulatory developments affecting 
your businesses directly via your Account Manager, written communications, and product briefs that review 
industry developments. 

2.118 Bidder should detail how their entity handles system upgrades. The bidder should detail 
technical support during set up or upgrades. 

Response: 

Citi follows a standardized product development schedule and process, introducing planned product features 
and enhancements in periodic releases. We conduct several product releases per year and regularly add new 
functionality according to client feedback. 

Release notes and descriptions are distributed with each release. 

The State's Program Administrator(s) receives email notification of upgrades through the CitiManager Card 
Management module. Additionally, system users are alerted on upgrades through a banner message on the 
system website when they log in. 

To ensure clients are properly trained on new releases, training products are examined with each upgrade and 
are updated as needed. Training on system upgrades is generally conducted through the use of Quick 
Reference Guides and web seminars. 

Online System I\Vail<1bility 

CitiManager is available 24/7 except during periods of scheduled maintenance. 

We have dedicated system maintenance windows typically during weekends, or times when clients are not 
using systems called Green Zones. During the Green Zones, client access to the system can be interrupted, 
including complete system downtime. For more extensive releases, the time is typically less than 12 hours 
during weekends. The State and its employees are not required to do anything during system enhancements. 

Down Time Notifico:ition 

The State's designated Client Account Service Team will notify you of scheduled maintenance downtime 
(typically two weeks in advance) via postings on our online systems' message boards. For any unexpected 
outages, our Customer Service team contacts clients affected by the outage. 

2.119 The bidder should provide a current client list including the number of cards Issued and the 
annual card transaction volume for each program listed. If the bidder considers the client list 
proprietary Information, the bidder should submit the information requested in this requirement in 
accordance with the instructions outlined in the RFP. 

Response: 

Like the State, Citi's commercial cards clients are industry leaders. We work with large and multi-national 
organizations, both in the United States and globally, from a variety of industries including the Automotive. 
Aviation. Defense. Financial Services, Global Consumer, Industrial Equipment, Insurance. Petrol and 
Chemical, Telecommunications. and Technology sectors. In North America, 2017 spend for our commercial 
cards programs was more than $32 billion, with over 4MM cards issued. Our Public Sector (non-federal) 
clients include, but are not limited to, the State of California. State of Colorado, State of Texas, and State of 
New York. See table 6.9 below for a client listing by volume and open card accounts. 

6.9 Top 10 Clients by Volume 

Client Total Volume Open Accounts 

Cllent 1 $6,437,212,514 1,870,309 
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Client 2 $997,784,537 

Client 3 $882.190,995 

Client4 $763,656,685 

Client 5 $745,983,374 

Client 6 $745,327,554 

Client 7 $742,132,514 

Cllent 8 $731,322,062 

Cllent 9 $715,246,882 

89,549 

134,697 

43,723 

51,799 

76,198 

155 

77,892 

37,509 

Client 10 $671,714,434 9,893 

Quality Control 

2.120 The bidder should detail the quality control measures taken and resources used to provide 
accurate and timely information to the participating card programs. Details shall cover customer 
service for cardholder inquiries and administrative inquiries, file sharing integrity, account 
changes, account set up, program systems, subcontractors, logging of issues, prioritizing 
issues, management involvement, mitigating repeat errors, ensuring follow-up, adequate 
awareness or education of client's requirements/needs, etc. 

Response: 

Citi adheres to a rigorous quality control process for all products. A designated service team, Internal Control, 
tests this process against our corporate standards on a regular basis. Internal Control also monitors 
performance metrics and standards. Performance metrics reports are produced on a daily, weekly, and 
monthly basis. and results are reviewed by Internal Control and senior management. Annual audits are 
conducted for planning purposes and to identify any risks. 

Controls established within Citi's Commercial Card processing platform, TSYS, drive billing accuracy. Card 
Association network rules manage all additional billing processes. If an error in billing occurs between an 
individual and a merchant, the Cardholder can dispute the transaction. Citi's team of dispute professionals 
works with merchants in accordance with Card Association rules to reconcile billing discrepancies. 

All products follow documented quality performance goals. which may vary between products. Each product's 
performance is tested against our quality standards quarterly and yearly. They are subject to comprehensive 
review - from identification of client needs through hand-off to delivery platforms. An automated system 
monitors customer service issues, ensuring client inquiries are answered in a timely fashion. We monitor all 
employees' interactions with Customers at least 6 times per month and provide a quality score, representing: 

• Client interaction and Professionalism 
.. Accuracy of information provided 

• How closely Citi's procedures are followed 

We use this information to measure employee quality results for their monthly, semi-annual. and annual 
performance reviews. We can provide clients with an accuracy score, which measures the percentage of our 
customer interactions that were free from client-perceptible defects on a monthly basis. 

2.121 The bidder should detatl performance/service qualities that are measured. The bidder should 
detail how often these are measured and if these are shared with its clients. 

Response: 
Performance metrics reports are produced on a daily, weekly, and monthly basis, and results are reviewed by 
Internal Control and senior management. Annual audits are conducted for planning purposes and to identify 
any risks. 

The key standards Citi evaluates for customer service described in table 7.0 below include: 
7 .0 Customer Service Standards and Measurements 
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, Services ' Citi Standard , Measurement High Priority 

Billing Dispute Processing 99% Accuracy ,/ 

Billing Dispute Processing 100% Timeliness ,/ 

Payment Investigations 99% Accuracy ,/ 

Payment Investigations 100% Timeliness ./ 

Account Maintenance 99% Accuracy ./ 

Account Maintenance 100% Timeliness ./ 

Remittance-Payment Processing 99.5% Accuracy ./ 

Remittance-Payment Processing 99% Timeliness ./ 

Payment Copy & Adjustment Request 99%/100% Timeliness/Accuracy ./ 

Abandon Rate 2% Timeliness ./ 

Actu,~1 c.,11 Center Metrics {Y(Mrly) 

Table 7.1 below details the areas tracked by Citi's call center, as well as actual performance. 

2015- 2018 

201s I 201s• : --Total Calls Received (includes password resets) 1,608,004 1,392,884 1,303,618 226,787 

Percent of Calls Handled by IVR 63% 59% 61% 56% 

Quality Sample Size 2,801 7,020 7,802 1709 

Accuracy Defects 16 188 303 0 

Percent Accuracy 97% 95% 96% 92% 

Calls Abandoned > 20 seconds 62,463 34,226 19,105 51.958 

Percent of calls Abandoned > 20 seconds 4% 2% 6% 20% 

Average Speed of Answer (seconds) 39 24 63 262 

Calls answered after 20 seconds 362,302 239,420 147,775 105,001 

Percent of Calls Answered After 20 seconds 24% 18% 32% 57% 

Percent of Calls Answered inc:: 20 seconds 76% 82% 68% 43% 

The metrics above are measured annually. 

2.122 Bidder should detail their process to accurately manage changes as listed in 2. 120 in a timely 
manner and to assure that requested changes are made on a timely basis and are accurate. 

Response: 

Citi is extremely flexible in terms of meeting client needs. As unique requirements unfold, we will work with the 
State to understand your requirements, determine expectations and costs, and assign additional resources as 
needed. If a requirement will result in a cost to the State. this cost will be communicated prior to any work 
commencing. 

Escalat:on Process Ove1·vle\M 

Our goal is to answer questions or resolve issues with one call. Citi guarantees that each escalation request 
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will be acknowledged within one business day. While we strive to resolve most escalation issues same day, 
the actual time line for complete issue resolution depends on the complexity of the issue being raised. 

For an issue that cannot be resolved easily, is complex, or has a critical impact to the State's operations, 
escalation procedures are in place across client service and account management. We provide an escalation 
matrix and full contact list during the implementation process. 

Program Administrator Escalation Process 

The first point of contact for the State's Program Administrators is your designated Client Account Service 
Manager. Within Client Account Services, issues are escalated to the Section Manager, then the Department 
Manager. For more complex issues, the State's designated Client Account Service Manager will contact the 
State within 24 hours of the initial inquiry to provide a resolution plan or update and will act as a single point of 
contact until the issue is resolved. Typically, issue resolution for non-routine requests is 48 hours. 

Program 
Administrator 

7.2 Escalation Process for Program Administrators 

Technology Support Escalation Process 

cffl" 
Department 

Manager 

Section Manager 

Responsible for overall 
Client Service delivery 

First point of escalation 

First point of contact for all 
day.to-day items 

Technical issues that cannot be resolved by the Technical Help Desk are immediately logged and escalated to 
Citi's Technology team. If a resolution cannot be achieved within 24 hours, or if the issue is critical (e.g., 
outage), the issue is reported to Technology and senior Business Management. 

The escalation process for technical inquiries is illustrated below: 
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Program 
Administrators 

and Cardholders 

cffr 
Department 

Manag~t- __ 

Section Manager 

Customer Service 
Representative 

7.3 Technology Support Escalation Process for Inquiries 

Perform Implementation 

) 

··-·····-······-·-·-······-····-············-···············-··--····] 
Responsible for overall 

customer service -------.... --.-· ... - ··-----·· .. 

[ 
.. - ····-·············-······-····--····-····-····-·····--··-~ 

Second point of escalation 
OOHO O O•O > O ..... o, ......... , ....... _._,,,...._. o.ooo-+OoO~-.. _ ___.._.._..__ ' 

·--··---·-·-··-····-·····-···--·····-·····-··] 
First point of escalation 

--····-····~······-······ .. ·-·········• ....... -... ........ ,-........... __ _ 

[
··--·---······-·········-···-··········-···················-·········~ 

First point of contact for all 
day-to-day items 

·······-·························-............................ h,-...................... ~,,--

2.123 Bidder should detail their implementation approach as a part of their RFP response. The details 
shall include at a minimum: 

A. The bidder should detail its approach to completing discovery (fact finding) of a new 
program prior to the start of the implementation phase. 

B. The bidder should detail how information will be communicated to the State program 
team during the implementation phase. 

Response: 

With 42 years of commercial cards experience, Citi regards implementation as a key segment of any client 
solution. We understand that the implementation process must be seamless and time-effective to ensure 
clients receive the highest level of ongoing service. 

Our Implementation Project Team in cooperation with the State's Project Managers will focus on common 
priorities and goals to ensure full and timely implementation of your cards program. Citi's dedicated 
implementation team achieves winning program implementations through its governance model and life cycle 
methodology. This methodology is founded on a core set of best practices, including: 

• Centralized governance and control 

• Resource management 
• Issue escalation process 

• Identification and mitigation of risk 

• Scope management discipline 

• Solutions meeting all specified requirements 

• Progress milestone management, including specific exit criteria for critical milestones and transition to 
ongoing program management 

Our approach to implementing and transitioning commercial card solutions is centered on a defined 
methodology and process involving a multi-step implementation planning process. Your implementation plan 
will incorporate key disciplines used to support our Federal Government GSA Smart Pay 2 programs including 
the Department of Defense Travel Card Implementation, best practices of our State and Local Public Sector 
clients currently using commercial cards, and industry best practices established by the Palmer Study. and the 
card associations. 
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lmpte,nent,atron Plannmg Flow 

1 Establish Cross 
F unchonal Team 

I 

3 Identify 
Program 

Opporlun1ty 

5 Establish 
Program 

Parameters 

7 Develop 
Traming Plan 

2 Assess Current 
Process 

4 Set Program 
Goals 

6 Set-up Billing 
Reporting and 

Payment 

8 Develop Pilot 
and Evaluation 

Plan 

7 .4 Implementation Process Flow 

As with all projects, our process includes a lifecycle. Fundamental to the success of the project is ensuring all 
aspects of the lifecycle are understood. Citi has invested considerable effort in defining our implementation 
lifecycle. 

The three phases of the commercial cards implementation lifecycle are illustrated below: 

Ill l+i%if\\Mi 
"-y---1 

---, - - --- -- - - - - - -=--=:::;;;;;.-y- - - - -- - - -
1 -- • •-1 II - • 

- .. - , fl~!I_Se 2 _ _ •: •I , _ _. -:· 

~ 1. · _ _ 
111mpJeme11talltm. • _ .I -·. _ 

-~----~-~ - --- -- - --- -

7.5 Implementation Lifecycle 

·. Phases 
I' Ongolng_§ypport/ 
_-__ Management 

During the initial solutioning phase, Citi performs a thorough diagnostic to ensure that we understand the 
State's objectives. 

Your designated Implementation Manager will serve as a single point of contact for the State during the 
implementation process. Citi also will assign a Project Manager for the State's implementation. The Project 
Manager will develop a complete project plan detailing the project scope of work, completion criteria, 
deliverables, and roles and responsibilities. Your Project Manager also will hold working sessions to map out 
your program. 

Jrr,pk,n,;;;ntation Pr,ase 

During the implementation phase. Citi will work with you to develop a customized and effective implementation 
plan. We will establish mutually acceptable objectives, milestones, and key task lists, reviewing progress 
against plan throughout the implementation process. 

The Citi team works in concert with you to develop a Statement of Work (SOW). The SOW confirms the 
detailed products and services Citi will deliver as part of implementing your program. This serves as the 
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baseline against which all scope and deliverables will be managed. The specific items addressed include: 

• Objectives and scope 

• Project deliverables 
• Constraints, assumptions, and dependencies 

• Project governance approach and communication 

• Issue management 
• Management of scope change 

• Transition to customer service and account management 

At each step of the process, we will share information, provide onsite and web-based training, and work with 
the State to build superior solutions for your program. Additionally, site visits will play a pivotal role during the 
implementation, and we will work with you to determine a mutually agreeable frequency for site visits during 
the project planning phase. 

Post ifl)p/emm,iation Ongoing Support and flllanagemont Phatw 

Once setup is complete and your program advances from implementation to production status. your 
designated Implementation Manager will guide the State through this key transition phase, while providing 
support during the "Go Live" phase. 

After the initial billing cycle, your implementation team will complete any post-conversion work and document 
project completion w,th the State. The program 'Ni!! then move Into "business-as-usual" mode, in which the 
Client Service Team will monitor any additional configuration items and. if necessary, re-engage any 
implementation or technical integration teams for new program initiatives. 

Post-implementation, your Implementation Manager will continue to monitor your program and provide 
valuable assistance as an additional resource. The State will have ample opportunities to provide feedback on 
the implementation and the active program. Throughout the card program, we will meet with the State to 
discuss program and performance metrics, best practices, continuous program improvement, and growth. 

2.124 Bidder should provide a detailed implementation plan including at least the following: required 
start up documentation forms, a detailed implementation schedule with phases and milestones, 
individual tasks and critical tasks. The bidder should detail pilot program options available. 
Multiple state agencies will be a part of the implementation process. 

Response: 

For a program the size and scope of the State's, we anticipate a 120 day conversion. 

Upon award of business, Clti will work with the State to establish the contracts, share marketing plans, and 
finalize conversion planning. Citi will also assign an Implementation Manager supported by a designated 
implementation team. At no cost, your implementation team will customize a transition plan according to the 
State's objectives, as well as develop, document, and maintain a complete project plan detailing the scope of 
work, completion criteria, deliverables, roles. and responsibilities. 

The following sample plan 7.6 details each implementation task and the estimated timeframe for a successful 
implementation. 
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Transition Tlmellne 

Kickoff Activities 
• Pre-lmplemantatlon Plannlng 
• Project Team Organization and Plan Day 1-15 

• Implementation Kickoff Meetln.~'----,i..----·-1-.. ----i------1-----i-----+--­
Doeumentetlon of Requirement& 

• Requirements Gathering 
• Documentation and Forms 
Account Opening 
• Set-up Documents 
• Program Parameters (Controls, MCC&, 

410 Line of EmbosslngL·----·-......;·-----1-----, 
Set-up 

• Hierarchy 
• Program Design and Production 

• Suainess Control FIie 
• Card Deployment(if applicable) 
• File Transmlsiiion and Delivery 
Vslldatlonand Testing 

• Confirm Transmission of Files 
Training 
• Discuss Needs ana Logi sties 
• Conduct Training 
Production and "Go Live" 
• Hand-off and Support During ·Go Live" 
Poat Production Monitoring 
• Monitor Delivery and Provide Assistance 

7.6 Implementation timellnes may vary depending on custom requirements and client resources. 

Critical activities in the implementation process are detailed below: 

Kick Off Activities 

Day-90-120 

Brief series of meetings to evaluate the State's requirements and provide best practice recommendations to 
enhance overall program performance 

• Introduce the transition team 
• Review details regarding the Transition Timeline 
• Confirm key participants from the State 
• Support a prioritization schedule for implementing the State program reporting requirements, hierarchy, 

and data files 

Through our project management process, Citi will provide clear and timely communications to all project 
participants throughout the transition period. 

Documentation of Requirements 

Your Citi Implementation Manager will coordinate and assist the State with all required documentation. 

• Evaluate the State's technology and business requirements to determine what changes to your current 
program may be desired 

• Jointly re~evaluate your transmission protocols and file interfaces 
• Document all Statement of Work details and other documentation related to the implementation 

Account Opening and Setup 

Citi will review and offer a consultative approach based on our industry experience. Key milestones during the 
Account Opening and Setup phases include establishing and coordinating: 
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• Program Parameters 
• Hierarchy 

• Card Design 
• Card Deployment strategy 

Validation and Testing 

Scheduled prior to going into a production environment, all activities will be directed by your implementation 
manager and project manager. Citi will validate the transmission of files and confirm the status of data 
populating on Citi's web based program management tools. By means of a detailed testing schedule, your 
Technical implementation manager will evaluate the status incrementally through each phase, limiting the 
timeframe necessary for final approvals. 

This phase finalizes planning for logistics and training. 

Citi applies best practices developed during the past two decades to provide highly effective training for the 
State. Underpinning the training strategy is the understanding that early training and education paves the way 
for an efficient, smooth-running card program. We design training programs to demonstrate the systems and. 
more importantly, provide the State with a deep understanding of all aspects of your card program. 

Citi will take a proactive approach with the State in determining the most efficient training methods and context 
for your program participants. Examples of training methods include onsite training and webcasts. Our 
emphasis on training will enable the State to realize the maximum benefits of the program. 

During implementation, we will discuss your training requirements with you and customize a program to meet 
the specific requirements of your Program Administrators, cardholders, and other program participants. In 
planning a training program for employees, your Implementation Manager will share ideas, sample 
presentations. and a training template with the State' Program Administrators. 

An overview of our training approach is illustrated below: 

Training Overview 

• Program oversight and best practices 

• Customer service overview 
• Billing process 

• Disputes process 

• Fraud prevention and detection 

• Round table 

Cit; s Online Systems 

• CitlManager 

• CitiManager's Card Management module 
• CitiManager's Custom Reporting module 

ArJclitional Topics 

• Presentation from card associations regarding best practices & technology 

• Discussion of key lnitiatives for program improvement 

Production and "Go Live" 

Providing key information and a guide to resources is the initial step to migrating from an implementation 
status to production status. Your designated implementation manager will guide the State through this key 
transition phase. 
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Post-production Monitoring 

In addition to providing support during "Go Live," your implementation manager will continue to monitor your 
program and provide valuable assistance as an additional resource for your overall program. 

Pilot Phase 

A pilot phase is typlcally included in the implementation process. The minimum length for a pilot phase is one 
to two billing cycles. While there is no minimum number of cards for the pilot phase, two cards per business 
unit or not less than 15 is the typical range. We can include the State's entire commercial card program in the 
pilot phase. 

The pilot phase includes the following: 

• Setup forms and attachments for online systems are reviewed by the State and sent to Citi 
• Due to the highly customizable nature of our card management and reporting systems, we test and ensure 

that the setup of these systems matches client needs and expectations 
• Cardholder and management training sessions are conducted 
• Cards are produced and delivered 
• The card programs are launched 

The pilot phase is an invaluable means of assessing program performance, training cardholders, 
management, and program administrator, and gathering client feedback. The information gathered from the 
pilot phase enables us to make any necessary changes to the State's program to ensure optimal performance. 

2.125 Describe the resources that the Contractor will provide during implementation, including training 

Response: 

(in person, over the phone, user manuals, or web based), technical support, and on-site 
visits/State Agency implementation meetings. 

Implementation Team Overview 

There is more to a Commercial Card than meets the eye. Behind every Citi Commercial Card solution is our 
implementation team, strategically building a top-tier program leveraging the leading payment platforms and 
tools you rely on to better manage your program. 

Citi's approach to implementation is conducted through your Implementation Manager who is your consultative 
point of contact ensuring all parts of your chosen program will meet your overall financial and strategic 
objectives. To support a seamless implementation and program transition, Citi will also dedicate an 
experienced implementation team to the State for your conversion. We take pride in having some of the most 
experienced implementation management and staff in the commercial cards industry. All of our key personnel 
are full-time employees of Citi and not consultants or sub-contractors. 

To address the requirements of the State, your Implementation Manager and implementation team will conduct 
weekly or twice-weekly meetings to ensure the day-to-day execution of your project plan and critical program 
deliverables. Teams take an advisory approach to managing your relationship while at the same time they 
follow well-document project management plans, implementation, escalation, and contingency procedures to 
ensure all aspects of the relationship is effectively managed. Each team member will play an active role in your 
program long after your first cards are issued. This will help ensure that your needs are addressed, and the 
State has the resources and program support to execute and manage the most effective card program 
possible. 

To support you at the onset of your relationship with Citi, your Client Account Service Manager will work in 
concert with your implementation team to ensure a successful commercial cards implementation. The State 
will also have access to your Citi Banking Team. Your Parent Account Manager is your advocate within Citi, 
accountable for the servicing and satisfaction of your organization, as well as responsible for managing all 
aspects of the relationship and is your single point of contact for escalation. 
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Implementation Team: Roles & Responsibilities 

Citi is dedicated to providing a variety of resources to the State's program. We understand that your 
commercial card program will achieve its objectives only through the hard work and dedication of these 
individuals. 

While the implementation resources vary by country and program, the designated team to support the State's 
· ro!;jrar:n described in table 7. 7 below will include: 

Parent Account Manager 

Commercial Cards 
Account Manager 

Client Account Service 
(CAS) Manager 

Designated 
Implementation Manager 

Technical 
Implementation Manager 

Project Manager 

Customer Service Unit 

Technical Help Desk 

Your Parent Account Manager has overall responsibility for maintaining the State 
relationship and can leverage the resources of the broader organization to ensure quick 
resolution of any issue. 

Your Account Manager directs the strategic management of your program and assists 
your company with program growth and maturation for commercial cards products. This 
contact will typically conduct regular business reviews (typically on a quarterly or annual 
basis), support your expansion initiatives. assist with program metric reporting needs, 
serve as your resource for policy documentation and enrollment initiatives, and introduce 
product innovations. Your Account Manager works in conjunction with other team 
members to coordinate resources for the life of your program. 

Your Client Account Service (CAS} Manager works with the State and your Program 
Administrators to ensure your objectives are being met throughout the life of the 
program, from a service perspective. The CAS Manager will provide yo,1 with a!! 
necessary program support, and complete such tasks as required set-up documentation, 
hierarchy builds, account establishment. and card delivery coordination. Your CAS 
Manager is assigned to ensure your program is properly managed, and is an ongoing 
resource to the State for the life of your program. 

The State's Implementation Manager is your single point of contact during the 
implementation process and leads the implementation of your overall solution. Your 
Implementation Manager assembles and coordinates resources from customer service, 
operations, technology, marketing. and file delivery to complete the implementation and 
ensure client satisfaction. The Implementation Manager will educate the State on the 
features of your solution, provide communication and training strategies within your 
organization, and consult with you on the best practices and use of your solution. 

A Technical Implementation Manager will serve as the product application expert who will 
design and deliver technology solutions to meet your needs and program objectives. 
Your Technical Implementation Manager handles scope documentation for the technical 
solution, consult with the State on best practices for reporting tools, file feeds, and 
integration into ERPs, as well as submitting, tracking, and following up on work orders. 

A Project Manager will own the project plan for the State's implementation and drive the 
joint project team to deliver on objectives. Your Project Manager will also own the 
agenda, meeting notes, and action log for implementation team meetings, will own the 
issues and risks log, will complete documentation for your implementation. and, finally, 
will provide documentation of the State's completed implementation. 

The Customer Service Unit is dedicated to providing superior service to our commercial 
cards clients, 24/7. Customer Service handles inquiries from merchants, cardholders, 
program managers, and third parties, and can handle all emergency situations. The 
Customer Service Unit may be reached by toll-free phone number or by calling collect if 
the cardholder ls out of the country. Additionally, a designated fax and email will be 
provided for use of the State's cardholders. 

The Technical Help Desk available from 6:30 a.m. until 11 :00 p.m. (ET) to provide 
technical support for file delivery issues, as well as our Internet systems, including the 
CitiManager Card Management module. Card Statements and Payments, and the 
CltiManager Custom Reporting module. This unit is specially trained to provide ongoing 
technical support for all these products, and can answer any operational questions. 
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Training Overview 

With 42 years of experience in designing learning courses, Citi understands the critical role of effective and 
customized training. Our training specialists have extensive experience in curriculum development and training 
delivery with clients similar to the State and are experts in demonstrating best practices to manage and 
optimize commercial card programs. The State will benefit from a designated trainer from Citi's Commercial 
Card Training Team. Your trainer will prepare and deliver ongoing training opportunities designed specifically 
to meet your evolving objectives and requirements. 

Our commitment to train the State's program participants is continuous. Citi has a dedicated team to support 
the State's ongoing training needs during implementation and throughout the life of the program. 

Program Administrator Commercial Cards Training Options 

To ensure all Program Administrators will benefit, training classes are designed for all skill levels, from 
beginners to the most advanced. Training is delivered using a variety of methods to provide flexibility around 
your demanding schedule. Our goal is to accommodate different training needs and learning styles and our 
training staff works hard to ensure the transfer of learning every time. 

The State can choose to use any of the following forms of training: 

• Onsite Training 
• Online Webinar Sessions 
• 'Citi Training Series' Webinar Quarterly Learning Series 

• eLearning 
2.126 What process is in place to manage implementation issues? 

Response: 

Through our project management process, Citi wlll provide clear and timely communication to all project 
participants throughout the life of the transition. We employ several communication tools that help ensure 
proper management of all deliverables, including: 

• Project Ct1arter - Clarifies expectations of both implementation teams and define the final deliverables at a 
high level 

• Project Pian - A customized plan will be developed based on your program requirements 
• Project Stat Lis Report - Provides an summary of the project status, a detailed listing of the action items 

and issues, and a project team list 
• Requirements Document - Details the major requirements and decisions of your Citi Commercial Card 

Program. Once approved, Citi will build your card program based on this document 

Project Tracking 

Our implementation team manages each transition through an intranet-based system that offers built-in alerts 
for "client deal status" and "client health temperature." These red/yellow/green alerts will automatically send 
an escalation message to all senior members of your relationship. 

The implementation team uses this site maintain project notes and tasks which will be shared on an lntraLink 
site for both the State and Citi teams to access and monitor. Through granting the State team members 
access to this SharePoint-type site, we enable all parties to follow and assess progress on tasks supporting 
the transition process. 

Citi also works with our clients during the transition to market the change in card programs by developing 
internal communication plans, providing template material, and leveraging the Citi CLASS/Library module 
within our CitiManager online tool. This internal marketing effort builds awareness and assists in servicing the 
account and its users during the transition and on an ongoing basis. 
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Samr>le Project Plan 

A sample implementation project plan Is illustrated below. This is a typical implementation project plan - your 
implementation manager will work with you to customize a plan based on your specific needs. 

7.8 Sample 120-day Project Plan 
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Throughout the implementation, the Project Manager will provide a weekly Project Status Report to the State's 
management illustrating implementation tasks and completion status. This report illustrates at a high level the 
status of the main implementation items. An example of this report is illustrated below: 

I Company Name ~ 

I Proiect Status R~ort Cl .. 
¢'JCJ:.""'U..: l)J • 

• 0 NBll®t 
j ~ ........ iOll • ft.f'O,a.f'• I M 4UJ - ~ ... (GI • c1-.,1 tw ... 11 w.Ja.,. 

L-• ... 1 ...... ., ..... .,. Nlln1w U lt<MH' 
ISl-""Q(lli, ... . . ..,. 1111 . 

I 
... ,U, • 

lr,1:1,d,-,. n,., ..... ,C'.,,. ~c-nt.,c,o." LMLJ~ r.~rc N.• l.:s .'•,(.,..,.I, rJ"t,ru,,• ~ t ... ,:J,d.-1,, 
~"1' Wll,•,,a.,r", c. ... o ..... r.oM- -:'114~.·· r. ... "'V .... 1 .. c:-.,, 

PIJ'r, ... ,1 T,f',lH 
<.:.r.1.a..a.:r, ,,.,. 

P•,r:n .. :.1w ,_ .. ,IJ 

o .. M;.,,,.,, 

8.0 Issue Log 

The State will have many opportunities to provide feedback on the implementation process and the active 
cards program. This includes the Issues Log for the implementation, which is a live document we use to track 
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issues/ roadblocks raised by either the State or Citi. The Project Status Report reflects the information in this 
document. A typical Issues Log is illustrated below. 
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2.127 During the implementation phase, describe how you will communicate timely any concerns 
regarding meeting implementation timeframes. 

Response: 
Please refer to the answer to the previous question for information regarding communication throughout the 
implementation process. 
Post lmplementatlon 

2.128 Describe the resources used for post implementation, including services requested/required in 
the RFP scope of work, technical support or on~site visits. 

Response: 

Once setup is complete and your program advances from implementation to production status, your 
designated Implementation Manager will guide the State through this key transition phase, while providing 
support during the "Go Live" phase. 

After the initial billing cycle, your implementation team will complete any post-conversion work and document 
project completion with the State. The program will then move into "business-as-usual" mode, in which the 
Client Service Team will monitor any additional configuration items and, if necessary, re-engage any 
implementation or technical integration teams for new program initiatives. 

Post-implementation, your Implementation Manager will continue to monitor your program and provide 
valuable assistance as an additional resource. The State will have ample opportunities to provide feedback on 
the implementation and t11e active program. Throughout the card program, we will meet with the State to 
discuss program and performance metrics, best practices, continuous program improvement, and growth. 

2.129 Indicate if your organization provides a newsletter or email covering industry topics, rules and 
regulations updates and timing of the distribution or publication. 

Response: 

Clients are kept current on industry developments affectfng their businesses directly through their client service 
team via direct contact, written communications, and/or product briefs that review industry developments. 

Our quarterly newsletters highlight industry trends, emerging markets, and significant Citi technology 
developments. In addition, Citi hosts an annual Commercial Payments Training Conference, where the State 
can learn how to maximize the value of your card program. This event offers clients the opportunity to attend 
presentations and product demonstrations, as well as participate in hands-on training, interactive roundtables, 
and networking sessions with peers. Moreover, Citi regularly hosts regional roundtables where clients gather 
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to learn about the new products that Citi is bringing to market, and directly exchange best practices amongst 
industry peers. 

As a market leader, Citi offers clients an opportunity to affect industry change. Citi serves on the Board of 
Directors at MasterCard and maintains formal and informal alliances with companies offering solutions such as 
expense reporting software, contract labor applications, electronic purchasing, and payment optimization 
services. 
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Response: 

To ensure clients are properly trained on new releases, training products are examined with each upgrade and 
are updated as needed. Training on system upgrades is generally conducted through the use of Quick 
Reference Guides and web seminars. 

For additional information regarding ongoing training, please refer to the answer to question 2.125. 
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Questionnaire A.3 

Request for Proposal Number 5791 Z1 

Baseline Functional and Technical Requirements - State Accounting 

Agency Specific 

D&partm,nt of Administrative Service - State Accounting 

3.1 Can the bidder provide a card designed specially and exclusively for the State of Nebraska 
program? Each plastic card issued shall, at a minimum: 
1. Display on the face of the card, the name "State of Nebraska" and a logo selected by the 
State on the face of the card; 
2. Have embossed on the face of the card, the name of the cardholder to whom the card is 
issued; 
3. The name of the agency where the employee is employed; and 
4. Display on the back of the card, the Contractor's toll free "customer service" phone number. 

Yes _x_ No 
Response: 
Our card designs are flexible and include standard and custom options. 

If a custom option is desired, Citi's Global Marketing team will work with your Implementation Manager. to 
provide a complete customized solution - including four~color artwork for card design graphics. Our designs 
will help the State's identify with the company as well as extend your brand. Your Implementation Manager 
can provide custom card design options and pricing, which is provided at cost. The cost of custom cards is 
dependent upon the complexity of the design and the number of colors. 

Citi can brand the corporate card with the State's name or logo as part of our custom program. We are 
happy to provide recommendations and guidance, based on our experience with existing clients, to ensure 
the State has consistent branding for your card program. 

The process would involve the State submitting the artwork you would like to have on the cards as part of 
our custom plastic program. 

The artwork specifications include: 

• Preferred File Formats 
EPS, TIFF, PSD, Hi Resolution PDF (300 DPI or above) 
For best results, supply vectored art for sharp printing objects such as text and logos. Raster 
versions of these items do not produce well 

• Scanned Art Format 
Provide as TIFF, EPS, or OCS file at 100% size and 300 DPI or higher 
If sending a black and white logo, lettering slicks or key line art, it should be clean, crisp and at 
least 1,200 DPI 

• Acceptable Color Modes 
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CMYK / Pantone 
Gray scale 
Spot colors - best used in vector based software such as Illustrator or Freehand. Spot colors in 
Photoshop are best used as monotone, duotone, and tritone 
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RGB art should be converted to CMYK before submitting 
Additionally, if any gradient or color bleed details are required when designing the card, the State must 
provide this information with the initial art specs or include it in the art files. In addition, Citi's Commercial 
Card includes standard verbiage on the front of the card (Corporate, Purchasing, Travel, or Commercial) 
placed across the front of the plastic, above the embossed account number. Additional verbiage requested 
by the State can be placed under the existing verbiage. Client design, artwork, and verbiage are subject to 
approval by Citi and the appropriate card association. 
3.2 The Purchasing card program require the cards issued must contain no reference to Automatic 

Teller Machine (ATM) machine usage, can the bidder comply? 

Yes _x_ No 
Response: 
Citi will work with you to create a completely customized card solution. 

3.3 Administrative Services -Accounting file process and file layout 
The bidder should review and indicate its ability to generate and provide a monthly file in the 
format specified in Attachment E. Files are to be generated after the cycle completion date. 
The bidder should detail the options available to the program to retrieve or receive files. The 
bidder should detail any required deviations from file layout specifications detailed in Attachment 
E. The bidder should detail any concerns regarding the requested file format. 

Response: 

Cit! wi!! work with the State to deve!op the monthly fi!e to match the format provided by the State. As part of 
the implementation discussion, Citi will review the file formats, including providing an overview of our 
standard files, to determine if any additional files would be desired. 

Citi supports numerous file types including custom files. Citi can integrate with all major Enterprise 
Resource Planning (ERP) and Expense Management Systems (EMS} using our robust catalog of key 
industry standard card files. We have a successful track record of integrating files into numerous expense 
reporting, accounts payable, and general ledger systems for our clients. 

The common file types supported are described in table 8.1 below: 

8.1 File Format Data Structure General Data Provided 

Citibank Commercial Format Fixed Length Text File Financial and Enhanced Data 
(CCF) 2.0 

Visa Commercial Format (VCF) Variable Length, Tab Delimited Financial and Enhanced Data 
4.0 

MasterCard Common Data XML Financial and Enhanced Data 
Format (CDF) 3.0 

SAP4.7 Fixed Length Text FIie Financial Data 

SAP 5.0 Fixed Length Text File Financial and Enhanced Data 

Upon award of the new contract, Citi will review current file feeds with the State to determine if additional 
files are required as well as review current transmission frequency (daily, weekly, or monthly} to ensure 
these best fit your data needs. 

Citi Secure File Transfer (CitiSFT) is a 24/7 critical platform providing a secure method of transferring files 
across the Internet between internal Citi systems and external client/ partner systems using HTTPS, FTPS, 
and SFTP protocols. External to external (client to client) file transfer is improper use and prohibited by 
CitiSFT. To create a well-functioning CitiSFT file transmission channels between Citi and the State, both 
the State and Citi users must use CitiSFT functional IDs which support password based authentication by 
default. File transmission routes will be set between the accounts depending on the direction of transfer 
requested. The route can be from Citi to the State or from the State to Citi. Multiple routing setups, including 
one route from Citi to the State and one from the State to Citi to allow bi-directional file transfer are 
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commonly used. 

Secure File Transfer - With streamlined management and distribution of transaction reports and files, you 
can easily post and manage files and reports within Citi's secure online environment 
3.4 11,~e c-a;rd pr~g:r.a;rr,rs:,requ1lrie lfas to be:d.eli11.ered om 1he ss:rne dletf 0,f rUile mnontln aneil th i~e f0rmiat 
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Yea_X_ No_ 
Response: 
Clti wlll work with the State during the implementation to confirm file delivery formats and delivery time 
frame. Cltl has the flexibility to accommodate the State's needs. 
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Questionnaire A.4 

Request for Proposal Number 5791 21 

Baseline Functional & Technical Requirements 

Department of Transportation 

Agency Specific 

Department of Transportation 

4.1 Can the bidder provide a card designed specially and exclusively for the State of Nebraska 
program? Each plastic card issued shall, at a minimum: 
1. Display on the face of the card, the name "State of Nebraska" and a logo selected by the 
State on the face of the card; 
2. Have embossed on the face of the card, the name of the cardholder to whom the card is 
issued; 
3. The name of the agency where the employee is employed; and 
4. Display on the back of the card, the Contractor's toll free "customer service" phone number. 

Yes _x_ No 
Response: 
Our card designs are flexible and include standard and custom options. 

If a custom option is desired, Citi's Marketing team will work with your Implementation Manager, to provfde 
a complete customized solution - including four-color artwork for card design graphics. Our designs will 
help the Department of Transportation identify with the company as well as extend your brand. Your 
Implementation Manager can provide custom card design options and pricing, which is provided at cost. 
The cost of custom cards is dependent upon the complexity of the design and the number of colors. 

Citi can brand the corporate card with the Department of Transportation's name or logo as part of our 
custom program. We are happy to provide recommendations and guidance, based on our experience with 
existing clients, to ensure the Department of Transportation has consistent branding for your card program. 

The process would involve the Department of Transportation submitting the artwork you would like to have 
on the cards as part of our custom plastic program. 

The artwork specifications include: 

• Preferred File Formats 
- EPS, TIFF, PSD, Hi Resolution PDF (300 DPI or above) 

For best results, supply vectored art for sharp printing objects such as text and logos. Raster 
versions of these items do not produce well 

• Scanned Art Format 
Provide as TIFF, EPS, or DCS file at 100% sfze and 300 DPI or higher 
If sending a black and white logo, lettering slicks or key line art, it should be clean, crisp and at 
least 1.200 DPI 

• Acceptable Color Modes 
- CMYK / Pantone 
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Gray scale 
Spot colors- best used in vector based software such as Illustrator or Freehand. Spot colors in 
Photoshop are best used as monotone, duotone, and tritone 
RGB art should be converted to CMYK before submitting 

Additionally, if any gradient or color bleed details are required when designing the card, the Department of 
Transportation must provide this information with the initial art specs or include it in the art files. In addition, 
Citi's Commercial Card includes standard verbiage on the front of the card (Corporate, Purchasing, Travel, 
or Commercial) placed across the front of the plastic, above the embossed account number. Additional 
verbiage requested by the Department of Transportation can be placed under the existing verbiage. Client 
design, artwork, and verbiage are subject to approval by Citi and the appropriate card association. 

4.2 The Purchasing card program require the cards issued must contain no reference to Automatic 
Teller Machine (ATM) machine usage, can the bidder comply? 

Yes _x_ No 
Response: 
Citi will work with you to create a completely customized card solution. 

4.3 The bidder should review and Indicate its ability to generate and provide a weekly file in the 
format specified in Attachment F. The bidder should detail the options available to the program 
to retrieve or receive files. The bidder should detail any required deviations from file layout 
specifications detailed in Attachment F. The bidder should detail any concerns regarding the 
requested file format. 

Response: 

Upon award of the new contract, Citi will review the Department of Transportation's current file feeds to 
determine if additional files are required as well as review current transmission frequency (daily, weekly, or 
monthly) to ensure these best fit your data needs. 

Citi Secure File Transfer (CitiSFT) is a 24/7 critical platform providing a secure method of transferring files 
across the Internet between internal Citi systems and external client/ partner systems using HTTPS, FTPS, 
and SFTP protocols. External to external (client to client) file transfer is improper use and prohibited by 
CitiSFT. To create a well-functioning CitiSFT file transmission channels between Citi and the State, both 
the State and Citi users must use CitiSFT functional IDs which support password based authentication by 
default. File transmission routes will be set between the accounts depending on the direction of transfer 
requested. The route can be from Citi to the State or from the State to Citi. Multiple routing setups, 
including one route from Citi to the State and one from the State to Citi to allow bi-directional file transfer 
are commonly used. 

Secure File Transfer - With streamlined management and distribution of transaction reports and files, you 
can easily post and manage files and reports within Citi's secure online environment. 

4.4 The card programs require files to be delivered on consistent schedule and in a format as listed 
in Attachment F. Can the bidder comply? 

Yes _x_ No 
Response: 
Citi will work with the Department of Transportation during the implementation to confirm file delivery 
formats and delivery time frame. Citi has the flexibility to accommodate the Department of Transportation's 
needs. 
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Questionnaire A.5 

Request for Proposal Number 5791 21 

Baseline Functional and Technical Requirements 

University of Nebraska 

5.1 Can the bidder provide a card designed specially and exclusively for the University of Nebraska 
programs? Each plastic card issued shall, at a minimum: 
1. Display on the face of the card, the name "University of Nebraska" and a logo selected by the 
University of Nebraska on the face of the card. The University Group Travel Card Program shall 
have a different color card and the University may require an alternative iogo be used on that 
card; 
2. Display on the face of the card, the phrase "For Official Use Only": 
3. Have embossed on the face of the card, the phrase "NE State Sales Tax Exempt"; 
4 Have embossed on the face of the card, the name of the cardholder to whom the card is 
issued; and 
5. Display on the back of the card, the Contractor's toll free "customer service" phone number. 
The University of Nebraska program cards shall include the University Sales Tax Exempt 
number. 

Yes _x_ No 
Response: 
Our card designs are flexible and include standard and custom options. 

If a custom option is desired, Citi's Marketing team will work with your Implementation Manager. to provide 
a complete customized solution - including four-color artwork for card design graphics. Our designs will 
help the University's identify with the company as well as extend your brand. Your Implementation Manager 
can provide custom card design options and pricing, which is provided at cost. The cost of custom cards is 
dependent upon the complexity of the design and the number of colors. 

Citi can brand the corporate card with the University's name or logo as part of our custom program. We are 
happy to provide recommendations and guidance, based on our experience with existing clients, to ensure 
the University has consistent branding for your card program. 

The process would involve the University submitting the artwork you would like to have on the cards as part 
of our custom plastic program. 

The artwork specifications include: 

<t Preferred File Formats 
EPS, TIFF, PSD, Hi Resolution PDF (300 DPI or above) 
For best results, supply vectored art for sharp printing objects such as text and logos. Raster 
versions of these items do not produce well 

& Scanned Art Format 
Provide as TIFF, EPS. or DCS file at 100% size and 300 DPI or higher 
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If sending a black and white logo, lettering slicks or key line art, it should be clean, crisp and at 
least 1,200 DPI 

• Acceptable Color Modes 
CMYK / Pantone 

- Gray scale 
- Spot colors- best used in vector based software such as Illustrator or Freehand. Spot colors in 

Photoshop are best used as monotone. duotone, and tritone 
RGB art should be converted to CMYK before submitting 

Additionally, if any gradient or color bleed details are required when designing the card, the University must 
provide this information with the initial art specs or include it in the art files. In addition, Citi's Commercial 
Card includes standard verbiage on the front of the card (Corporate, Purchasing, Travel, or Commercial) 
placed across the front of the plastic, above the embossed account number. Additional verbiage requested 
by the University can be placed under the existing verbiage. Client design, artwork, and verbiage are 
subject to approval by Citi and the appropriate card association. 
5.2 The Purchasing card program require the cards issued must contain no reference to Automatic 

Teller Machine (A TM) machine usage, can the bidder comply? 

Yes _x_ No 
Response: 
Citi will work with you to create a completely customized card solution. 

5.3 The card programs require the ability to obtain cards that have higher credit limits for disaster 
situations. Cards will be stored securely with limited access. The bidder should review 
Attachment D for spending limits. Can the bidder comply? 

Yes _x_ No 
Response: 
Citi complies with this requirement. Citi's operating system is able to accommodate high credit limits. We 
will work with the University to meet any additional needs during emergency or disaster events. 
5.4 The bidder should review the University's Preferred Vendor Card program limits listed in 

Attachment D and can the bidder meet those requirements? 

Yes _x_ No 
Response: 
Citi complies with this requirement. 

Questionnaire A.6 

Request for Proposal Number 5791 21 

Baseline Functional and Technical Requirements 

Nebraska State Colleges 
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6.1 State Colleges - Purchasing Card and Group Travel Card State College data shall be 
developed and transmitted in the same manner as University data. The bidder should review 
the required file formats for the State Colleges as listed for the University programs in 
Attachment G and indicate their ability to generate and provide daily files in the specified 
format. The State Colleges shall receive up to eight separate files daily, four separate 
Purchasing Card files and three Group Travel Card files. Files are by location (Wayne State 
College, Chadron State College, Peru State College and State College Central 
Administration). Files shall be transmitted to the University for processing, can the bidder 
comply? 

Yes _x_ No 
Response: 
Citi can accommodate the file needs of the University, by each location. As part of the implementation, Citi 
will work with the University to create, test, and deliver the files as desired by the University. 
6.2 Reporting shall be available to the programs and to the Program Administrator, Administrative 

Services - Accounting. Can the bidder comply? 

Yes _x_ No 
Response: 

Citi's online client portal, CitiManager, provides for the multiple hierarchy levels necessary to mirror any 
organization. Our on1ine tools manage user entitlements within this hierarchy structure, providing access 
only to the assigned hierarchy node or below. We also can manage reporting access at the field level by 
disallowing such fields as Full Account Number or other personal identifiable information. 

The Citi Custom Reporting System provides a full set of entitlement options, which determine the tasks 
your end users can perform within the system. Citi can configure module access at the cardholder level for 
client's program, including manage reporting access at the field level by disallowing such fields as Full 
Account Number or other personal identifiable information. See table 8.2 below. 

Program Administrator 
(Read Only)* 

Program Administrator 
(Ad Hoc) 

Program Audit Tool 
(Reviewer) 

Program Audit Tool 
(Administrator) 

Program Audit Tool 
(Final Reviewer) 

8.2 User Entitlements 

Program Administrators with read only access lack update capability, but have view 
capability to Citi's Custom Reporting module via CitiManager. 

Ad Hoc Program Administrators have access to Cili's Custom Reporting module via 
CitiManager including saving their custom reports. 

In addition to the Program Administrators access, the user can have Program Audit Tool 
feature to review flagged records based on client's rules. 

In addition to the Program Administrators access, the user can have Program Audit Tool 
feature to create the necessary rules to monitor their program. 

In addition to the Program Administrators access, the user can have Program Audit Tool 
feature to review flagged records based on client's rules as well as Program Audit Tool 
statistics. 

*All external users have read only access at various hierarchy levels. 
6.3 Rebates will be sent to the State's bank account, with rebate details to the Treasurer and the 

Program Administrator, Administrative Services -Accounting. Can the bidder comply? 

Yes _ x_ No 
Response: 
Citi complies with this requirement. As part of the implementation process. Citi will work with the State to 
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document and confirm rebate payment and reporting instructions. 
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Questionnaire A. 7 

Request for Proposal Number 5791 21 

Baseline Functional and Technical Requirements 

University of Nebraska and Nebraska State Colleges 

Group Travel Card Program 

7.1 The Contractor will provide a branded card to be used for cash advances. A TM 
withdrawals and the purchase of goods, services, or travel at locations nationally and 
internationally. The card must accommodate in-store. internet, fax, mail order. and over­
the phone transactions. Can bidder comply? 

Yes _x_ No 
Response: 

The University's cardholders can obtain cash advances to cover incidental out-of-pocket expenses at: 

• Any Citibank branch 
• CitiATMslocated in 7-11 stores 
• Banks or currency exchange desks displaying the MasterCard or Visa logo - more than 2.6 million 

locations worldwide 
To find an ATM anywhere in the United States, cardholders can call Citi's proprietary, toll-free ATM 
Locator Service, available 24/7, and a representative will direct the cardholder to a nearby ATM location. 
A TM locator service is also available through Visa and MasterCard, at the websites located on the back of 
the card. 

Citi's commercial credit cards can be used anywhere Visa and Mastercard branded cards are accepted. 
7.2 Can the bidder only allow cash advances or ATM transactions for Group Travel 

Yes _x_ No 
Response: 

programs? 

Cash advances can be blocked at the overall program level or on a case-by-case basis. 

7.3 The card program shall not incur any fees for cash advances or ATM transactions, 
including domestic or foreign, from the Contractor. Can the bidder comply? 

Yes __ No_X_ 
Response: 
Citi will waive the ATM fee that is normally charged for transaction processing. However, the State needs 
to be aware that ATM owners frequently charge a fee for use of their ATMs. Citi cannot waive these local 
ATM fees that may be charged as they are out of our control. We maintain an extensive network of A TMs 
globally, and in addition to our branch network. Citi has ATMs located in 7-11 stores throughout the U.S. 
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7.4 

Response: 

The bidder should provide a comprehensive listing of available A TM networks 
associated with the Group Travel Cards. 

To find an ATM anywhere in the United States, cardholders can call Citi's proprietary, toll-free ATM 
Locator Service, available 24/7, and a representative will direct the cardholder to a nearby ATM location. 
ATM locator service is also available through Visa and MasterCard, at the websites located on the back of 
the card. 

State employees will be able withdraw money from over 571,000 Visa ATMs and 425,000 Mastercard 
ATMs throughout the United States (over 2.5M ATMs worldwide). 
7.S For the Group Travel Card Program, a PIN number would be required. Describe how 

the PIN number will be mailed securely and directly to the cardholder? 
Response: 
The cardholder selects their own PIN when they call to verify receipt of their card. This self-select option 
mitigates the possibility of the card holder forgetting their PIN. The card holder can change the A TM Pl N at 
any time by calling Citi's toll-free automated service line. Citi also provides the ability to select your PIN at 
activation through our Activation website. 
7.6 Bidder shall detail all volume and spending limits placed on the cards for ATM 

transactions and cash advances. The bidder should specify if limits are daily, weekly, 
monthly or per transaction. The bidder should detail the process and timing to modify 
and enforce change limits. 

Response: 

The University's Program Administrator(s) can increase cash advance limits for individual cardholders in 
real time via CitiManager's Card Management module. 

We recommend daily and weekly withdrawal limits of $250 per day and $500 per seven-day period. 
However, the University can determine the cash advance limit for each cardholder, subject to Citi 
approval, and may elect to raise or lower these limits for various cardholders. 

Cash Adv.me<~ Controls 

While the wide acceptance of the Citi Travel Card serves to decrease the need for card holder cash 
advances, the State has the following options to establish cash advance controls: 

• Make cash advance privileges available on a cardholder-by-cardholder basis including changing the 
function for active cardholders 

• Establish restrictions 
--· At the company and department level 

By single transaction, daily, weekly, and/or monthly limits 
By MCC codes to exclude high-risk cash advance locations. such as casinos 

Cash advances can be blocked at the overall program level or on a case-by-case basis. 

7.7 

Response: 

Certain card programs require cards issued for coach and team travel needs. Cards, 
used nationally and internationally, allow for food, travel, housing expenses, etc. 
Multiple purchases from the same merchants may be charged during the same time 
frame to accommodate the volume of travelers or the merchant's desire to accept 
payment. (i.e., individually or as a lump sum). The bidder should detail how they are 
able to accommodate these types of purchases. 

Citi offers a Travel Card specifically for team and/or coach travel. The Team Travel Cards are centrally 
billed and can accommodate the coach's name, and if desired, the team name. The Team Travel Card 
has the same functionality and benefits as a traditional travel card. As part of the implementation 
process. Citi will work with the University Program Administrators to determine the credit limits and MCCs 
required to support team travel. 
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The Citi Travel Card provides: 

• Acceptance at more than 49 million locations worldwide 
• Controls on spend levels, period of use and merchant categories 

• Fraud protection and misuse identification 

• Reporting tools that consolidate Citi Commercial Cards information to provide robust files, detailed 
metrics and rich data mining 

• Card data that integrates easily into any expense management, general ledger or reporting tool for 
simplified back-end processing 

Selecting the Right Program 

Citi will help select and implement the appropriate Citi Travel Card program to meet the University's 
business needs in order to optimize your program's performance and save your company time, money 
and effort. See graphic 8.3 below. 

T&E Solutions 

Purpose 

I 
Key Features 

Manaoe employe8 tr11wl and 
entertainment expenses with 
simplicity.efficiency, and 
convenience. 

• Travel and expense 

• Transportalion 

• Ad-hoc spend 

• Per dlems eM relocation 

• Central air bookings 

• Compansauon 

• Choice blllin9 

• Maximum days until payment due 

• Flexible paynient vehlcie 

• Mobile and email alerts 

• T&E Card 

• OneCa,d 

• Lodge Card/Central Travel Card 

• Declining Balance Card 

• Virtual Car~ Account 

Maximized Benefits 

• Control 

• Convenience 
• Ease of Use 
• Efficiency 
• Savings 

NQte: Due dlligencl) requir4'CI fQr locel requirem&MS 

7.8 

Response: 

Certain card programs require cards to be issued for student group travel needs. Cards, 
used nationally and internationally, allow for food, travel. housing expenses, etc. 
Multiple purchases from the same merchants may be charged during the same time 
frame to accommodate the volume of travelers or the merchant's desire to accept 
payment. (i.e., individually or as a lump sum). The card program may also allow select 
cardholders the ability to complete ATM and cash advance transactions. The bidder 
should detail its ability to accommodate student group travel needs. 

This requirement can also be met by Citi's Group Travel Card, as described above. Please refer to the 
answer to the previous question. 

The University's cardholders can obtain cash advances to cover incidental out-of-pocket expenses at: 
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.. Any Citibank branch 
• Citi ATMs located in 7-11 stores 
• Banks or currency exchange desks displaying the MasterCard or Visa logo 
7 .9 The bidder should detail how the Contractor's fraud program be adjusted to 

accommodate the purchases detailed in Questions 7.7 and 7.8. 
Response: 

Our proprietary Fraud Early Warning System (FEWS) continuously screens credit card activity. This 
system contains various fraud profiles and algorithms and queues all transaction activity for measurement 
against those profiles. We score transactions based on these algorithms to determine the likelihood that a 
suspect transaction is fraudulent. Our goal is to provide uninterrupted service to our clients, while 
identifying and preventing fraudulent activity. 

If a transaction fitting current fraud trends occurs on an account, the account is queued and potentially 
blocked. Citi's Fraud Early Warning team reviews the flagged transaction and verifies whether or not it 
appears to be fraudulent. If fraud is suspected. a specialist will reach out to the cardholder. Citi 
Commercial Cards will attempt to reach cardholders through phone, letter, text and email. By using these 
contact methods, we can notify cardholders anytime, anywhere, which allows us to manage card activity 
and fraud faster and more efficiently. 

In the case of fraudulent activity, the account number is shut down and our Security Services Department 
begins to investigate the issue upon receipt of an affidavit from the client. These are standard services 
offered by us to all of our clients, corporate and consumer, and there are no associated fees. 

We recommend notifying Citi prior to international travel to advise of the countries to be visited the and 
time frame for travel. Citi will then place an annotation on the account(s) to mitigate the chance for a 
charge to be declined inadvertently. Citi has experience with Higher Education travel programs such as 
athletics away games where these types of transactions are built into our fraud models to eliminate 
declines and false positive fraud alerts. 

7.10 

Response: 

The bidder should review the required file formats for the University of Nebraska 
program in Attachment G and indicated their ability to generate and provide daily files in 
the specified format. The University receives 8 separate files daily, 4 separate 
purchasing card files, 3 travel card files, and a Preferred Vendor Card Data File. Files 
are by campus (University of Nebraska Lincoln, University of Nebraska Omaha, 
University Medical Center and University of Nebraska Kearney). The bidder should 
detail the options available to the program to retrieve or receive files. The bidder should 
detail any required deviations from file layout specifications detailed in Attachment G. 
The bidder should detail any concerns regarding the requested file format. 

Citi can accommodate the file needs of the University, by each location. As part of the implementation, 
Citi will work with the University to create, test, and deliver the files as desired by the University. 
7.11 The University and Nebraska State College programs require files be generated each 

business day that data is available from the card issuer. The University requires the 
ability to retrieve the files and not have them sent to the University. The University 
strongly prefers to use FTP/Secure (FTP using SSL/TLS protocol) to transmit data. can 
the bidder comply? 

Yes _x_ No 
Response: 

We will work with the University to determine the standard file and transmission frequency (i.e., daily, 
weekly, monthly, or cycle basis) and delivery options that best fits your data needs. Citi can support 
FTP/Secure transmission of files. 

Data files are provided for each processing day and are delivered Tuesday through Saturday. 
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Questionnaire A.8 

Request for Proposal Number 5791 21 

OPTIONAL Functional and Technical Requirements 

University of Nebraska 

OPTIONAL Contingent/Corporate Liability Travel Card Program 

8.1 The bidder should detail its ability to provide Contingent/Corporate Liability Travel Cards to 
employees that travel. Bidder should detail its program parameters and cardholder 
enrollment process. 

Response: 

Citi also offers a Travel Card solution that allows you to determine the parameters of the card, such as 
MCC templates; credit limits; ATM access. At the direction of the University, Citi can establish 
Contingent Travel Cards under a separate billing account to allow for the tracking of these cards 
separate from other travel cards issued to the University. We will create a separate implementation 
plan to coordinate the setup and issuance of cards. 

8.2 The bidder should detail the MCC strategy tied to the cards. 

Response: 
The University can assign controls at the individual cardholder level without limitation and can modify 
these controls on an ongoing basis. For example, the University can assign dollar limits by MCC 
categories and can include or exclude groups of MCC codes in the individual cardholder profile by 
contacting your designated Client Account Service Manager via phone, email. or fax. Citi can provide the 
University with recommendations and a list of codes that are frequently blocked for travel and 
entertainment programs. 
8.3 Are the cards issued for this program able to be used nationally? 

Yes _x_ No 
Response: 
The University can use Citi commercial cards nationally and globally. 

8.4 Are the cards issued for this program able to be used internationally? 

Yes _X_ No 
Response: 
The State can use a Citi One Card both nationally and internationally. The University can use all Citi 
commercial cards nationally and globally. 

OPTIONAL Vlrtual or ePayables Credit Card Program 

8.5 Bidder should detail their ability to provide virtual or ePayables credit card program by which 
vendors can be paid for goods received and services rendered. 
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Response: 

Citi's Virtual Card Account (VCA) solution enables clients to generate multiple virtual account numbers 
for specific purchases or invoice settlements with their suppliers. Citi leads the competition in the virtual 
card space. 

Mastercard VCA Solution 

Citi VCA can complement and help maximize growth of an existing Purchasing Card program, or be used 
as a standalone solution to streamline purchasing. VCA's secure capabilities make it an ideal solution for 
card-not-present transactions made online, via phone, or mail order. It also forms the backbone of Citi's 
VCA for Accounts Payable solution, an end-to-end file-based solution targeting post-invoice payments 
with value added services such as supplier enablement and support. 

Citi's VCA solution generates a unique, plastic-less 16 digit virtual card number for each transaction. The 
virtual card numbers are generated off of a real billing account, which is never shared within your 
organization or with your suppliers to safeguard against misuse. Citl does not re-use Virtual Card 
Account numbers, which minimizes exposure to fraud. In addition, each virtual card is issued with the 
University-specific authorization controls based on the University's purchasing needs. These granular, 
transaction-level controls ensure that each virtual card is processed correctly by the relevant supplier. 
Charges by suppliers outside of these pre-set conditions will be declined. Additionally, the University can 
opt to leverage the platform's workflow capabilities to route select transactions for additional pre­
approvals before virtual cards are created. 

Virtual card details and related remittance advice are sent automatically and securely via email to 
suppliers, helping to streamline vendor management. Emails are encrypted during transmission using the 
Transport Layer Security (TLS) protocol for maximum security and data protection. 

In addition to its secure payment capabilities, VCA provides enhanced card transaction data that enables 
streamlined program reporting, improved audit capabilities, and automated reconciliation processes. 
Each virtual card created can be enriched with client specified data elements, such as Purchase Order 
Number, or Supplier 10. The University can access this data, appended to the underlying transaction 
details, via Citi's reporting tools or through files delivered directly to your ERP system to automate 
reconciliation. 

Visa VGA Solution 

Citi's VCA solution can complement and help maximize growth of an existing Purchasing Card program, 
or it can be used as a standalone solution to streamline purchasing. VCA's secure capabilities make it an 
ideal alternative for card-not-present transactions made online, via phone, or mail order. It also forms the 
backbone of Citi's VCA for Accounts Payable solution, an end-to-end file-based solution targeting post­
invoice payments with value added services such as supplier enablement and support. 

Citi's VCA solution generates a unique, plastic-less 16 digit virtual card number for each transaction. The 
virtual card numbers are for one-time use, which safeguards against misuse. Each VCA is issued with 
the University -specific authorization controls based on the University's purchasing needs. These 
granular, transaction-level controls ensure that each virtual card is processed correctly by the relevant 
supplier. Charges by suppliers outside of these pre-set conditions will be declined. Additionally, the 
University can opt to leverage the platform's workflow capabilities to route select transactions for 
additional pre-approvals before virtual cards are created. 

Instructions for accessing the VCA number and related remittance advice are sent automatically and 
securely via email to suppliers, helping to streamline vendor management. Additionally, the platform also 
supports Straight Through Processlng (STP) card based payments that securely and automatically 
deposit the funds directly into your supplier merchant account. 

In addition to its secure payment capabilities, VCA provides enhanced card transaction data that enables 
streamlined program reporting, improved audit capabilities, and automated reconciliation processes. 
Each VCA card created can be enriched with client specified data elements, such as Purchase Order 
Number, or Supplier ID. The University can access this data, appended to the underlying transaction 
details, via Citi's reporting tools or through files delivered directly to your ERP system to automate 

123 State of Nebraska cm· 



reconciliation. 

8.6 The Contractor must provide the necessary software for administration of this program. The 
software must allow access to contact information for vendors, as well, as amounts 
outstanding, amounts paid, etc. Can the bidder comply? 

Yes _x_ No 
Response: 

Through CitiManager, we offer an online, user interface where: 

• Virtual Cards can be requested 

~ Card activity, including both real-time authorization transactions and clearing, can be viewed 

• Administration can be accomplished 

Merchant Category Code (MCC) administration can be configurable at the BIN, individual account, or 
transaction level. 

User Interface Overview 

The overall Virtual Card Account application provides a password-protected, web-based, user interface. 
which offers several levels of users. including program administrator, card requestor. and a support role. 
The Program Administrator can access the full functionality offered within the user-interface, which 
includes activity reporting, system setup, and the ability to request a Virtual Card Number (VCN). The 
Card Requestor has access to a subset of the administrative capabilities limited to requesting a VCN. A 
third support role entitles these users to manage the requests created by others, but not to request virtual 
cards themselves. 

The Program Administrator sets up and manages the Virtual Card Account solution using the 'Program 
Administration' menu, which has the capability to set: 

• Purchase types by description and Merchant Category Code (MCC) as well as capability to allow or 
deny any transaction by MCC (Mastercard only) 

• Select groups within your corporation, assign permissions to each group, and set permissions for 
each group using unique purchasing types 

• Add new users and change current user details, such as moving a new user to a different group, 
resetting a user password, and deactivating or reactivating a user 

• Create and manage a preferred supplier list in the system, which allows a payment request to be 
restricted to predefined suppliers 

• Create reports based on a search filter to monitor activity by real card number. user, authorizations, 
declines, and date range 

Our tool can set purchase types, which allow restriction of the virtual card number use to a specific 
merchant category code (MCC) group or to a specific, individual merchant location (Mastercard only). 
Purchase Types enables targeted information gathering and streamlined access to the system. Each 
transaction of a certain purchase type can be enhanced with custom data, depending on company 
preferences. 

Purchase types will enable the University to: 

• Use the Merchant Category Code (MCC) to check authorizations 

• Group similar merchant categories 

• Identify a user's spend permission, and other data fields (custom fields) that a company collects 

Our 'User Activity' feature enables clients to create on-the~fly reports based on a search filter using the 

124 State of Nebraska cffr 



following criteria: 

• Search by, for example, by RCN 
• Review, for example, only authorizations - declines 
• Date filter, for example, previous week only 
• Search per virtual card number, real card number, or corporate user 
Depending on your choice, fields will appear to make your search more specific. The drop-down boxes 
contain all available data in the system for this field. 

Capturing Merchant Locc1tion Data 

Citi makes available the merchant's address based upon how that merchant was set up by its merchant 
processor. Street address information is not always included and in some instances, the address 
supplied to the merchant processor is not the merchant location, but rather the merchant's headquarters. 

8.7 Bidder should indicate whether they provide a supplier portal to view activity across multiple 
customers. 

Response: 
CitiManager, the global port of entry to all Citi Commercial Cards tools, is our program administration 
interface for the Virtual Card Account (VCA). The VCA program offers internet-based access via 
CitiManager for program administrators for a number of tools and reports for card payment and 
configuration, as well as visibility into payments, payment cancellation activities. Using CitiManager, 
clients have the ability to create, modify, or cancel any virtual card payment requests as well as several 
other program administration capabilities. 

Please refer to the previous question for more information. 
8.8 Contractor will provide all training necessary for this program. Explain the type of training 

the Program Adminlstrators will receive, example: in person, webinars, etc. 
Response: 

To ensure all Program Administrators will benefit, training classes are designed for all skill levels, from 
beginners to the most advanced. Training is delivered using a variety of methods to provide flexibility 
around your demanding schedule. Our goal is to accommodate different training needs and learning 
styles and our training staff works hard to ensure the transfer of learning every time. 

The State can choose to use any of the following forms of training described in table 8.9 below: 

Onsite 
Training 

User 
Guides 
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8.9 Program Administrator Commercial Cards Training Options 

Initial on-site training is available for you once your card program is in place. The University can 
request on-site training from your Citi Implementation Manager or Account Manager. Training can 
be conducted at your site or one of the five (5) Citi training sites in either Washington, DC, Norfolk, 
VA, Jacksonville, FL, Wilmington, DE, or O'Fallon, MO. 

These sessions typically include lectures, hands-on classes, and one-on-one computer labs for 
personalized attention to the University's user questions. Topics highlighted during onsite training 
typically include industry best practices, system enhancements, program management, navigation 
of Citi's tools, account maintenance. online statements, and reporting. We can design a conference 
tailored to the University's specific issues and objectives, geared toward the knowledge level of the 
participants. 

The University can access end-to-end user guides and quick start guides in CLASS for all of the Citi 
Commercial Card online tools. The end-to-end user guides provide step-by-step instructions for all 
tool functions. The quick start guides provide step-by-step instructions for the most frequently used 
functions. 
A wide variety of printable training materials available to the University includes: 

• Program Administrator Desk Guide outlining recommended day-to-day program specific 
functions and reporting to assist in streamlining duties associated with management of the 
program 
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• Central Billing Reconciliation Guide providing a step-by-step explanation of the reconciliation 
process and listing common reconciliation challenges 

• Resource material the University's Program Administrators can use to advise program 
panicipants of available training resources 

• Training Request Form to schedule special training sessions for groups of 20 or more Program 
Administrators at agency meetings or conferences 

• Implementation Guide 

• Cardholder Guides 

• Standard Card Management and Reporting Module User Guides 

• PowerPoint presentations 

• Online Repository of Training Information 

E- Citi Commercial Card Learning and System Support (CLASS) houses e-learning modules for the 
Learning Commercial Card program. These a-learning modules reinforce learning by providing a 

demonstration and an opportunity to practice each task. 

Designed specifically for Commercial Card Program Administrators, the Citi Commercial Card 
Learning and System Support (CLASS) provides access to training resources through a single sign­
on hosted by CitiManager. The Commercial Card Program Training team provides a wide variety of 
training materials, including PowerPoint presentations, computer-based training, and webinar 
registration. In addition to providing access to training 2417, CLASS provides training transcripts and 
certificates of completion to recognize training a Program Administrator has completed. The 
University will be able to access CLASS from CitiManager at no cost for all of your training needs. 

8.9 The bidder should detail the process for enrolling and setting up vendors in this program on 
behalf of the University. 

Response: 

Citi Supplier Enablement Services 
plays a key role in helping to 
maximize benefits of your program 
by taking responsibility for supplier 
enrollment activities. A designated 
Citi specialist works directly with you 
to develop and execute an end~to~ 
end outreach strategy - managing 
the critical and often resource-heavy 
tasks required to help your program 
succeed, while securing your sign~ 
off on each step of the process. 

Citi Supplier Enablement Services 
also works with leading merchant 
acquirers to drive adoption of B2B 
card payments for merchants not 
currently accepting cards. A 
designated Citi specialist works with 
the client and merchant acquirer to 
develop and execute an outreach 
and merchant acquiring strategy to 
maximize vendor on-boarding and 
increase spend in your card 
program. 

Benefits At A Glance 

9.0 Supplier Enablement Processes 

• Cleanse, mine, and enrich client data for tailored supplier targeting via Citi Working Capital Analytics 
• Holistic campaign to support significant supplier adoption with faster spend ramp 
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• Co-branded marketing materials for customized communication and message delivery to suppliers 
• High-touch engagement model for strategic vendors 
• Robust campaign reporting on an ongoing basis 
• Market research and intelligence to drive information decision making on supplier adoption 
• Best practices leveraged to educate suppliers on card use benefits to maximize adoption 
• Best-in-class merchant-acquiring partners to onboard vendors not yet accepting card payments to 

maximize adoption 

In addition to our extensive experience as a leading B2B cards provider and payments bank, Citi brings 
an array of solutions such as reduced merchant fees for select suppliers, improved payment terms, and 
vendor consolidation to help ensure a program's success. A Citi Supplier Enablement Services Manager 
works closely with you to apply these solutions, developing and managing a detailed go-to-market plan 
with your feedback and approval at each step in the process. 

Using the analysis produced by Citi Working Capital Analytics, Citi develops a tailored outreach strategy 
designed to maximize supplier adoption of the University's card program. This strategy culminates in an 
efficient and effective supplier outreach campaign designed to drive supplier adoption, while also 
recognizing the importance of the commercial relationship to your overarching business. 

Citi offers a unique, tailored team trained on the benefits of electronic payments and card acceptance, 
and equipped with market research and intelligence as well as lessons learned from other enrollment 
campaigns. Under Citi's campaign manager's direction, experienced and skilled enablement call-center 
agents contact suppliers, using approved messaging to communicate the benefits of card acceptance. 
Agents are equipped with the training and tools to answer detailed questions about the mechanics of 
card acceptance, merchant acquiring, and any specific incentives offered. 

Citi's innovative reporting tools give you critical insight into our progress throughout the campaign. The 
Citi campaign manager works with you, as needed, to fine-tune the outreach strategy and messaging to 
maximize campaign success. This can include adjusting existing payment terms, offering early pay 
incentives to encourage suppller acceptance, or developing responses to frequent supplier feedback. 
After the campaign ends, Citi helps monitor spending trends to ensure the program achieves or exceeds 
the expected campaign results. Follow-up campaigns can also be developed to help drive additional 
volume to your program. 

Step-by--Step Prncedures 

Details of the supplier enablement process are described in table 9.1 below as follows: 

Step 1 : Supplier 
Analysis 

9.1 Detailed Supplier Enablement Procedures 

Our supplier analysis strategy is driven by Citi Working Capital Analytics. in which we 
i gather data pertinent to maximizing supplier adoption - including merchants' contact 
. details to ensure we reach out to the correct contacts and target suppliers for the right 

products. Proprietary Citi data and algorithms allow us to determine each merchant's 
, adoption probability and ensure we are properly targeting a supplier to best benefit the 

University. 

The University sends Citi a Master Vendor File from your accounts payable (AP) system. 
enabling us to complete a thorough and accurate analysis of your supplier base that 
includes: 

" Credit card acceptance matching for suppliers that can be enrolled to receive card 
payments quickly 

" Probability of adoption based on supplier characteristics 

" Additional data elements such as suppliers who provide enhanced data elements 
(Level 3 data) 

The cleansed Master Vendor File, including appended data fields, is returned to the 
University with the supplier analysis. 
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Step 2: 
Segmentation and 
Targeting 

Step 3: Enablement 
Campaign & 
Execution 

Based 0n the results pwvided by €iti Working Capital Analytics, we devel0p a list 0f 
suppliers to pursue ·tor er\ablement, with the Stafe1s final appr0val of the supplier's target 
lil?t. Citi als0 can supplement supplier C(;)ntact information as ne.cessary thr0ugh open 
s0urces as well as Ot,Jr supplier database. 

Leveraging the analysis produced, Citi develops a tailored outreach strategy designed to 
maximize supplier adoption of your B2B card program. The campaign is customized to 
the University's requirements and has your final approval over all materfals. While Citi's 
best practice for enrollment is email communication followed by phone outreach, 
communications can be via any of the following: 

• Email campaign 
• Direct mail campaign 
• Webinar with your suppliers to communicate new program and its advantages 
• Outbound call!ng to your suppliers 

All written communication is customized for and approved by the University. 

Step 4: Enrellment C)1ij®"e .a su~plfer agr,~e~ ·t(;) ernr.l:lll\ OJii s.e1twlii(s al\:,.cifo·1,1f:G o:J~,·~i'iD~i£il ~f th\,3 s:g11e~1~je;nl ~Jro! 
and .6;ctivation ~r0v;fdes t~e LJJnii,,ersifi aJI lrn.top:r,~tlsm 11reces~PJ te s-:ir.ltt:ci~ ~~a;,?qient niel[~CDd to a @'amr.i 
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1. Corporate Overview 

' 



3. CORPORATE OVERVIEW 

The Corporate Overview section should consist of the following subdivisions: 

a. BIDDER IDENTIFICATION AND INFORMATION 

The bidder should provide the full company or corporate name, address of the 
company's headquarters, entity organization (corporation, partnership, 
proprietorship}, state In which the bidder is Incorporated or otherwise organized to do 
business, year In which the bidder first organized to do business and whether the 
name and form of organization has changed since first organized. 

Citibank, N.A.'s corporate headquarters are located in New York City, an epicenter of global 
finance. 

Citigroup Inc. 
388 Greenwich Street 
New York, NY 10013 

Citibank, N.A. was organized on June 16, 1812, under the charter of the State of New York 
as City Bank of New York and subsequently converted to a federal charter on July 17, 1865. 
A series of name changes occurred between 1865 and 1955, when it was renamed The First 
National City Bank of New York, a name that was kept until 1976 when it was renamed 
Citibank, N.A. Citigroup's original corporate predecessor was incorporated in the state of 
Delaware on March 8, 1988. On October 8, 1998, all Citicorp and Travelers Group divisions 
merged to become Citigroup Inc. 

~ For a more detailed history of Citi's businesses, please visit: 
~ l1ttp://www.citigroup.com/citi/about/history/index.htm. 

b. CHANGE OF OWNERSHIP 

If any change in ownership or control of the company is anticipated during the twelve 
(12) months following the proposal due date, the bidder should describe the 
circumstances of such change and indicate when the change wlll llkely occur. Any 
change of ownership to an awarded vendor(s) will require notification to the State. 

Citi has not publicly announced any plans for mergers or acquisitions. and does not anticipate 
additional changes in ownership, departure of key personnel, or organizational restructuring. 
However, Citi is continuously looking for opportunities to enhance shareholder value. 

Client Impact 

We do not anticipate that any past or future changes will affect our ability to perform the 
services proposed within the scope of this proposal. We look foiward to establishing our 
relationship and to supporting your needs. We are committed to working with the State to 
demonstrate that you have partnered with a truly global institution that can provide you with 
outstanding service to meet your evolving needs. 



c. OFFICE LOCATION 

The bidder's office location responsible for performance pursuant to an award of a 
contract with the State of Nebraska should be identified. 

Citibank, NA's corporate headquarters are located in New York City, an epicenter of global 
finance. 

Citigroup Inc. 
388 Greenwich Street 
New York, NY 10013 

The State's program will be administrated from this location. 

d. RELATIONSHIPS WITH THE STATE 

The bidder should describe any dealings with the State over the previous five (5) 
years. If the organization, its predecessor, or any Party named in the bidder's 
proposal response has contracted with the State, the bidder should identify the 
contract number(s) and/or any other information available to identify such contract(s). 
If no such contracts exist, so declare. 

Citi does not have any current business with the State of Nebraska, nor have we conducted 
business with the State over the past five years. This commercial card program would 
represent our first business endeavor with the State of Nebraska. Citi is very excited by the 
possibility of embarking upon this new relationship with your organization. 

&. BIDDER'S EMPLOYEE RELATIONS TO STATE 

If any Party named in the bidder's proposal response Is or was an employee of the 
State within the past twelve (12) months, identify the individual(s) by name, State 
agency with whom employed, job title or position held with the State, and separation 
date. If no such relationship exists or has existed, so declare. 

Not applicable. None of the employees named in this proposal were , or have ever been, 
employed by the State of Nebraska. 

If any employee of any agency of the State of Nebraska is employed by the bidder or is 
a Subcontractor to the bidder, as of the due date for proposal submission, Identify all 
such persons by name, position held with the bidder, and position held with the State 
(Including Job title and agency). Describe the responsibilities of such persons within 
the proposing organization. If, after review of this information by the Stat&, It Is 
determined that a conflict of interest exists or may exist, the bidder may be 
dlsquallfied from further consideration in this proposal. If no such relatlonshlp exists, 
so declare. 

Not applicable. To the best of our knowledge, no Citi employees were, or have been, 
employed by the State of Nebraska. 



f. CONTRACT PERFORMANCE 

If the bidder or any proposed Subcontractor has had a contract terminated for default 
during the past five (5) years, all such instances must be described as required below. 
Termination for default is defined as a notice to stop performance delivery due to the 
bidder's non-performance or poor performance, and the Issue was either not litigated 
due to inaction on the part of the bidder or litigated and such litigation determined the 
bidder to be in default. 

It is mandatory that the bidder submit full details of an termination for default 
experienced during the past five (5) years, Including the other Party's name, address, 
and telephone number. The response to this section must present the bidder's 
position on the matter. The State wltl evaluate the facts and will score the bldder's 
proposal accordingly. If no such termination for default has been experienced by the 
bidder in the past five (5) years, so declare. 

If at any time during the past five (5) years, the bidder has had a contract terminated 
for convenience, non-performance, non-allocation of funds, or any other reason, 
describe fully all circumstances surrounding such termination, including the name and 
address of the other contracting Party. 

Not applicable. Citi has not had a commercial card contract terminated for default during the 
past five years. or suffered litigious action consequently. We are fortunate to maintain very 
strong relationships with existing clients and a high retention rate (over 95%). At times, we 
have lost business when a client is acquired by another company and must follow its new 
corporate parent to a new service provider. 

g. SUMMARY OF BIDDER'S CORPORATE EXPERIENCE 

The bidder should provide a summary matrix listing the bidder's previous projects 
similar to this RFP in size, scope, and complexity. The State will use no more than 
three (3) narrative project descriptions submitted by the bidder during its evaluation of 
the proposal. 

The bidder should address the following: 

i. Provide narrative descriptions to highlight the similarities between the 
bidder's experience and this RFP. These descriptions should include: 

a) The time period of the project; 

b) The scheduled and actual completion dates; 

c) The Contractor's responsibilities; 

d) For reference purposes, a customer name (including the name of a 
contact person, a current telephone number, a facsimile number, and e­
mail address); and 

e) Each project description should identify whether the work was 
performed as the prime Contractor or as a Subcontractor. If a bidder 
performed as the prime Contractor, the description should provide the 
originally scheduled completion date and budget, as well as the actual 
(or currently planned) completion date and actual (or currently planned) 
budget. 



Description 

Narrative 
Description 

Project Time 
Period 

Scheduled 
Completion Date 

Actual 
Completion Date 

Contractor 
Responsibilities 

Contact Name 
Telephone 
Fax 
email 

Planned Budget 

Actual Budget 

Client 1 

Citi was awarded the State of 
California Travel Card 
contract in July 2017. The 
award required an expedited 
implementation to ensure 
that the program was live 
November 2017. Citi 
ensured that sufficient 
resources were dedicated to 
the implementation of the 
State's travel program; The 
State's contract allowed for 
political subdivisions to also 
participate, and they were to 
be implemented by the 
November 2017. There are 
approximately 400 different 
entities on 3 different type 
card solutions. 

July - Nov 2017 

November 2017 

Completed November 2017 

Multiple departments were 
involved - Sales, 
Implementation, File 
Delivery, Training, Account 
Management, Operations, 
and continued support from 
Senior Management 

Bill Amaral 

Phone (916) 376 - 3998 
Fax ( 916) 376 - 3999 

Email 
i:_i il_,,:;tr !ff~~~!@(kc~~,•1\ q~:~{ 

Not applicable for this project 

Not applicable for this 
contract 

Client 2 

Adams 12 Five Star School District is a political subdivision 
that participates under the State of Colorado Commercial 
Card contract. After fully implemented, the school district 
was interested in pursuing opportunities to expand the use 
of the purchase card for additional types of purchases. 
Adams 12 provided Citi with an AP file so that Citi could 
analyze current payments and vendors. Citi presented our 
analysis and recommendations for moving some purchases 
from a check or PO payment to either a traditional purchase 
card or a Virtual Card Adams 12 has identified specific 
merchants to move their Purchase Order process to a 
Virtual Card. It is expected that Adams 12 will be able to 
expand their program and realize increased rebate benefits. 

April - July 2018 

July 30, 2018 

Ongoing 

Sales, Account Management, Implementation, Product 
Support. Operations, Supplier Enablement 

Laura Justice 

Phone (720) 972-4208 

Fax: NIA 

Not applicable for this project 

Not applicable for this project 

ii. Contractor and Subcontractor(s} experience should be listed se!)arately. 
Narrative descriptions submitted for Subcontractors should be specifically 
identified as Subcontractor projects. 

Not applicable. Citi does not use subcontractors. All experience listed is Citi's 
experience alone. 



UI. If the work was performed as a Subcontractor, the narrative description 
should Identify the same Information as requested for the Contractors 
above. In addition, Subcontractors should identify what share of contract 
costs, project responsibilities, and time period were performed as a 
Subcontractor. 

One of the many benefits of Citi Commercial Cards is our consistent approach 
across all aspects of our business. Our staff conducts all core activities 
(Implementation, systems support, operations, and customer service), ensuring 
we control the delivery of all services described in this proposal. The State of 
Nebraska will not interface with any third parties for customer service, as all client 
services are provided to the State directly by Citi. 

h. SUMMARY OF BIDDER'S PROPOSED PERSONNEL/MANAGEMENT APPROACH 

The bidder should present a detailed description of Its proposed approach to the 
management of the project. 

Account Manager 

Your North America Account Manager, Marykay Casey, will direct the strategic management 
of your program and will assist your company with program growth and maturation for 
commercial cards products. Marykay will typically conduct regular business reviews (on a 
quarterly or annual basis), support your expansion initiatives, assist with program metric 
reporting needs, serve as your resource for policy documentation and enrollment initiatives, 
and introduce product innovations. 

Client Account Service (CAS) Manager 

In addition to having an Account Manager, the State of Nebraska will have a Client Account 
Service (CAS) Manager who will work with the State and your Program Administrators to 
ensure your service objectives are met throughout the life of the program. Your CAS 
Manager will provide you with all necessary program support, and complete set-up 
documentation, hierarchy builds, account establishment, and card delivery coordination. Your 
CAS Manager is assigned to ensure your program is properly managed, and is an ongoing 
resource to the State for the life of your program. 

The State will also have access to your Public Sector Group Relationship Team. Citi is 
strongly committed to the public sector and has a seasoned group of professionals with many 
years of experience customizing expense management solutions for government entities. As 
a result of our public sector focus, we are able to leverage our relationships to a greater 
degree allowing us to devote more time, attention, and resources to the State. Your 
Relationship Manager, Mary Lewis is your advocate within Citi, accountable for the servicing 
and satisfaction of the State. Mary will be closely assisted by Relationship Banker Tervanda 
(Vanda) Ayrapetyan. Mary and Vanda will be responsible for managing all aspects of the 
relationship and will serve as your escalation contacts within Citi to ensure that all issues are 
resolved in the utmost timely and efficient manner. 

Your dedicated Citi relationship team members will work closely together to manage the 
State's needs, update you on new features/services, and verify that business requirements 
are being met. Additionally, Your Payments Specialist, Rob Robbins, is your primary contact 
throughout the sales and contracting process and will help ensure Citi identifies and develops 
optimal solutions for the State's business objectives. These resources will help engage 
adequate support to foster a well-coordinated implementation process and provides the 
benefits of a high-touch service model. 



Executive Sponsor 

Sebastien Delasnerie 
North America Commercial 
Cards Head and Senior 
Executive Sponsor 

Citi Relationship Team 

Parent Account Manager 

Solution Sales Manager 

The Executive Sponsor will: 

" Be responsible for overseeing the entire the State relationship, 
with ultimate authority and se,ving as the height of escalation 

• Proactively support the organization to confirm that we deliver on 
our promises and commitments to the State 

• Have ultimate decision.making authority 

• Serve as the height of escalation for the Commercial Card 
program 

• Be active in the relationship, providing guidance and insight on 
important industry events 

• Be a valuable thought leader to the State 

Your Parent Account Manager, Mary Lewis, is your advocate within 
Citi, accountable for the servicing and satisfaction of the State. Mary 
will be closely collaborating with Relationship Banker Vanda 
Ayrapetyan to provide maximum relationship coverage for the State of 
Nebraska, They will oversee all aspects of the relationship and will 
serve as your escalation contacts within Citi. 

Will work closely together to manage the State's needs, update the 
company on new features/services, and verify that business 
requirements are being met. This combination provides the benefits of 
a high·touch service model while leveraging the global expertise and 
scalable platforms at Citi. 

Commercial Cards Client Service Team 

Payments Specialist 

Account Manager 

Client Account Service (CAS) 
Manager 

Customer Service Unit 

Payments Specialist. Rob Robbins, is your primary contact throughout 
the sales and contracting process and will help ensure Citi identifies 
and develops optimal solutions for the State's business objectives. 

Your Account Manager, Marykay Casey. directs the strategic 
management of your program and assists your company with program 
growth and maturation for commercial cards products. Marykay will 
typically conduct regular business reviews (typically on a quarterly or 
annual basis), support your expansion initiatives, assist with program 
metric reporting needs, serve as your resource for policy 
documentation and enrollment initiatives, and introduce product 
innovations. Your Account Manager works in conjunction with other 
team members to coordinate resources for the life of your program. 

Your Client Account Service (CAS) Manager works with the State and 
your Program Administrators to ensure your objectives are met 
throughout the life of the program, from a service perspective. Your 
CAS Manager will provide you with all necessary program support, 
and complete such tasks as required set-up documentation. hierarchy 
builds, account establishment, and card delivery coordination. Your 
CAS Manager is assigned to ensure your program is properly 
mar.aged. and is an ongoing resource to the State for the life of you; 
program. 

Citi's Customer Service Unit is dedicated to providing superior service 
to our commercial cards clients. 24/7. Customer Service handles 
inquiries from merchants, cardholders, program managers, and third 
parties - and can handle all emergencies. 
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The bidder should identify the specific professionals who will work on the State's 
project if their company is awarded the contract resulting from this RFP. The names, 
contact information, and titles of the team proposed for assignment to the State 
project should be identified in full, with a description of the team leadership, interface 
and support functions, and reporting relationships. The primary work assigned to 
each person should also be identified. 

The bidder should provide resumes for all personnel proposed by the bidder to work 
on the project. The State will consider the resumes as a key indicator of the bidder's 
understanding of the skill mixes required to carry out the requirements of the RFP in 
addition to assessing the experience of specific individuals. 

Resumes should not be longer than three (3) pages. Resumes should include, at a 
minimum, academic background and degrees, professional certifications, 
understanding of the process, and at least three (3) references (name, address, and 
telephone number) who can attest to the competence and skill level of the individual. 
Any changes in proposed personnel shall only be implemented after written approval 
from the State. 

State of Nebraska Account Management Team 

Marykay Casey 
Vice President, Commercial Cards 
Account Manager 
Citi Treasury and Trade Solutions 
1 {303) 308-3166 
ma ka .case ciU.corn 

Rob Robbins 
Director, Payments Specialist 
Cltl Treasury and Trade Solutions 
1 (302) 323-3894 
~obert.s1 .robbins@citi.com 

Mary Kay Casey has more than 18 years' experience in the 
payment industry. Prior to joining Citi in 2011, she was with 
Acxiom Corp. where she provided data and marketing services 
to various payments industry clients. She worked for four years 
with MasterCard's Latin American and Caribbean Region as the 
vice president of Corporate Payment Solutions responsible for 
increasing the volume and adoption of MasterCard Corporate 
Payment Solutions in Latin America and the Caribbean. 
Before joining MasterCard, Mary Kay spent close to a decade 
working with American Express, Inc. in the Latin American and 
Caribbean Division. There she held the positions of director of 
Destination Marketing and Strategic Alliances and previously 
director of sales where she spent many years managing 
American Express' merchant network and representative offices 
throughout the Caribbean. 
Mary Kay is trilingual (English, Spanish. and Portuguese) and 
earned a bachelor's degree in business administration and 
marketing and a master's degree in international business from 
the University of South Carolina. 

Rob Robbins is VP, Public Sector. Rob has worked in the 
commerclal card industry for the past thirteen years primarily in 
the public sector focused on the Federal and State 
governments. He has worked with many of the agencies in the 
GSA SmartPay 1 and 2 programs, Corporate For1une 1000 
clients and State programs. 
Responsibilities include Sales and Account Management for 
new and existing clients. This combination ensures Rob is at 
the fore front of program developments relating to Best 
Practices and technology to assist with maximization of 
efficiencies and growth. Rob has over 25 years of experience 
partnering with clients in the retall and commercial markets 
successfully sourcing and implementing new customer 
opportunities in the payments field. Prior to Joining Citigroup 
eleven years ago, Rob worked in commercial cards with a 
regional bank In the Northeast. 
Rob's education includes a Bachelor's degree from the 
University of Delaware and certification from the McIntyre 
Graduate School of Retail Banking, University of Virginia. 



Andy Taylor 
Director 
Head of State & Local Government 
Segment 
Public Sector Group 
1 (703) 234-7313 
andy1.taylor@citl.com 

Mary Lewis 
Director, Client Manager 
State & Local Public Sector Group 
1 (512) 560-2687 

Tervanda Ayrapetyan 
Vice-President, Relationship Banker 
Public Sector Group 

1 (213) 833-2350 
tervanda.ayrapetyan@citi.com 

i. SUBCONTRACTORS 

Andy is the Head of the State & Local Government Segment 
within Citi's Public Sector Group. He leads a team of 
professionals responsible for developing new business across 
tt1e U.S. State & Local Government market, and the Federal 
Home Loan Bank network. 
Andy joined Citigroup in 2006, primarily focused on developing 
Citi's Federal Government relationships. In 2009, he 
transitioned into leading Citi's State & Local Government efforts 
in the Southeast and Mid-Atlantic regions of the U.S. Prior to 
joining Citi, Andy held relationship management and sales 
positions at J.P. Morgan Chase, focusing on the public sector. 
Andy has worked In publlc sector banking since 1999. 
A native of the Washington, DC area, Andy graduated with a 
degree in finance from Georgetown University. 

Mary is Client Manager in the Public Sector Citi Transaction 
Services division of Cltl in the Southwest region. Her position is 
committed to establishing strong ties with government agencies 
and bringing innovative financial solutions to the Public Sector 
market. 
Mary has worked in both state and local government banking 
since 2003, and prior to that, in private sector banking for six 
years. She holds a Certified Treasury Professional (CTP) 
accreditation from the National Association of Financial 
Professionals. She has been a member of both the national and 
the local Austin Association of Financial Professional for eight 
years, serving on the board of the local organization. 
Mary holds a B.A. with a major in finance and an M.B.A. from 
Florida Atlantic University in Boca Raton. Florida. 

Tervanda (Vanda) Ayrapetyan has been on the Relationship 
Management team of the Public Sector State and Local group 
since 2012. Shortly after joining the team, Vanda was assigned 
to the State and Local team's most complex and extensive 
client portfolio as a lead account manager. 
Since moving back to her home base of Los Angeles, Vanda 
has assumed responsibility for managing Citi's relationship with 
West Coast States and Higher Education institutions. She has 
built strong relationships with her clients, and acts as the daily 
point of contact in delivering the most seamless customer 
service experience across the different divisions of the bank. 
Vanda serves as the primary point of escalation and closely 
collaborates with Citi's various functional areas and internal 
partners to help resolve client issues both efficiently and in a 
timely manner. 
Vanda earned a Master's degree in International Economic 
Affairs from the George Washington University and a 
Bache/or's degree in Political Science from Occidental College. 
She also holds Series 79 and 63 securities licenses and is 
currently pursuing a Certificate Program in Credit Analysis and 
Management from the University of California, Los Angeles 
(UCLA). 



If the bidder intends to Subcontract any part of its performance hereunder, the 
bidder should provide: 

i. name, address, and telephone number of the Subcontractor(s); 
ii. specific tasks for each Subcontractor(s); 
iii. percentage of performance hours intended for each Subcontract; and 
iv. total percentage of Subcontractor(s) performance hours. 

Not applicable. One of the many benefits of Citi Commercial Cards is our consistent 
approach across all aspects of our business. Our staff conducts all core activities 
{implementation, systems support, operations, and customer service), ensuring we 
control the delivery of all services described in this proposal. The State will not interface 
with any third parties for customer service, as all client services are provided to the State 
directly by Citi. 

The bidder shall detail any services that have been outsourced in the past 24 months 
and provide an explanation for the decision to outsource these services. The bidder 
should arso disclose if any changes with the subcontractor is anticipated in the next 
24 months. The State and all card programs require the Contractor and its 
subcontractors to work cooperatively for an orderly and seamless transition. 

Not applicable. Citi has not outsourced any service within the past 24 months. 

4. TECHNICAL APPROACH 

The technical approach section of the Technical Proposal should consist of the following 
subsections: 

a. Understanding of the project requirements; 

During the initial solutioning phase, Citi performs a thorough diagnostic to ensure that we 
understand the State's objectives. 

b. Proposed development approach; 

Your designated Implementation Manager will serve as a single point of contact for the State 
during the implementation process. Citi also will assign a Project Manager for the State's 
implementation. The Project Manager will develop a complete project plan detailing the 
project scope of work, completion criteria, deliverables, and roles and responsibilities. Your 
Project Manager also will hold working sessions to map out your program. 

During the implementation phase, Citi will work with you to develop a customized and 
effective implementation plan. We will establish mutually acceptable objectives. milestones, 
and key task lists, reviewing progress against plan throughout the implementation process. 

The Citi team works in concert with you to develop a Statement of Work (SOW). The SOW 
confirms the detailed products and services Cltl will deliver as part of implementing your 
program. This serves as the baseline against which all scope and deliverables will be 
managed. The specific items addressed include: 

• Objectives and scope 

• Project deliverables 
• Constraints, assumptions, and dependencies 

• Project governance approach and communication 
• Issue management 



• Management of scope change 
• Transition to customer service and account management 

At each step of the process, we will share Information, provide onsite and web-based training, 
and work with the State to build superior solutions for your program. Additionally, site visits 
will play a pivotal role during the implementation, and we will work with you to determine a 
mutually agreeable frequency for site visits during the project planning phase. 

c. Technical considerations; 

The chart below demonstrates key tasks of the technical Implementation phases. Phases 
can vary based on scope and complexity but they run in parallel with our standard 120 day 
implementatton timellne. 

Tcch11ical Implementation Phases 

Requirements 

• Define Project Scope - high level requirements gathering 

• Business Requirements Document- detailed requirements 

• Functional Specifications - details required for coding: 

Phase I Accounting system changes 

Request file 

Phase 2 

Phase3 

Response file 

Reconciliation file (perhaps multiple recon files based the client's process choices) 

Scripts/setup for transmission of the files to/from Citi as well moving files internally 

Development 

• Coding of the system changes for a new payment method 

• Coding to develop the outbound request file 

• Coding to consume/process the response file 

• Coding to consume/process the recon files 

• Coding of transmission scripting 

• QC of the coded items 

Testing 

• Testing of all files and processes noted above 

• May require testing in multiple environments (DEV, UAT. etc.) - that may include 
timelines for prepping environment readiness and limitations on timing for when code 
can be migrated 

• Production verification testing - end to end process with live merchants 
Note: Testing timelines will be impacted by how quickly issues can be addressed and 
updated code can be deployed. If resources can quickly diagnose and repair issues, testing 
can move fairly quickly. If issues tum out to be substantial or code updates can only be 
released on a certain schedule then the timelines for testing will grow. 

d. Detailed project work plan; and 

For a program the size and scope of the State of Nebraska's, we anticipate a 120 day 
conversion. 



Upon award of business, Citi will work with the State to establish the contracts, share 
marketing plans, and finalize conversion planning. Citi will also assign an Implementation 
Manager supported by a designated implementation team. At no cost, your implementation 
team will customize a transition plan according to the State's objectives, as well as develop, 
document. and maintain a complete project plan detailing the scope of work, completion 
criteria, deliverables, roles, and responsibilities. 

The following sample plan details each implementation task and the estimated timeframe for 
a successful implementation. 

Transition Tlmellne 

,inn 1,.11<· n,iv 1 :!'· 
Kickoff Actlvttles 
• Pre.implementation Planning 

• Project Team Organization and Plan 
• I mplementatlon Kickoff Meeting 

Documentation of Requirements 
• Requirements Gathering 
• Documentatlonand Forms 
Account Opening 

• Set-up Documents 
• Program Parameters (Controls, MCCs, 

_ _Day 20-60 

4
1
h Line of Embossln2.__ _____ ~------+-----t------1-----i-----1-----

Set•UP 
• Hierarchy 

• Program Design and Production 
• Business Conlrol Fl la 

• Card Deployment (If applicable) 
• FIie Transmission and Delivery 

Valldatlonand Testing 
• Confirm Transmission of Flies 

~~- ---
• · " :.. • Oay 20::90. ::_ _ 

------1----
Trelnlng 

• Discuss Needs and Logistics 

• Conduct TraJnln.!J~ - ------1 ------+------t------,,1=====tc==-------+----­
Productlon and "Go Live" 
• Hand-off and Support During "Go Live" 
Poet Production Monitoring 
• Mon Ito, Delivery and Provide Assistance 

Implementation tlmelines may vary dependin·g on custom requirements and client resources. 

e. Deliverables and due dates. 

An implementation timeline with specific dates will be provided to the State once the business 
Is awarded and the necessary documentation has been signed. It is Citi's experience that 
client documentation is a key factor in determining the start and end of the implementation 
process, as commencement of the implementation lifecycle is contingent on said 
documentation. Please refer to the previous question for a general timeline regarding the 
State's Implementation timeline. 

Project Tracking 

Our implementatlon team manages each transition through an intranet-based system that 
offers built-in alerts for "client deal status" and "client health temperature". These 
red/yellow/green alerts will automatically send an escalation message to all senior members 
of your relationship. 



The implementation team uses this site to maintain project notes and tasks, which will then 
be shared on an lntralink site for both the State and Citi teams to access and monitor. 
Through granting the State team members access to this SharePoint-type site, we enable all 
parties to follow and assess progress on tasks supporting the transition process. 

Citi also works with our clients during the transition to market the change in card programs by 
developing Internal communication plans, providing template material. and leveraging the Citi 
CitiManager Learning Center/Library module within our CitiManager online tool. This internal 
marketing effort builds awareness and assists in servicing the account and its users during 
the transition and on an ongoing basis. 

Sample Project Plan 

A sample implementation project plan is illustrated below. This is a typical implementation 
project plan -your Implementation manager will work with you to customize a plan based on 
your specific needs. 

Sample 120-day Project Plan 

0 Task Nenne Du-t!tion Shu1 Finish j Predecessors I 
1 F·.:J Cat d rm1>lementMion P, ocess 120 days Tue a;31J10 Mon 2114/11 

2 l+l Sco1>e I Requil emente 1 days Tue 8il1110 Wed 9i8.•'t0 

18 l+i Solution.' Daslfl" Phas~ S1days Tue 8131i10 Wed 1M7i10 1 

43 l+) Build Phase 41 d.t;,9 Fri jJ10i10 Tue 11,9110 

119 rf1 T eot Phas.& nd,1ya Mon ti13i10 Fri 12/1 MO I 
138 [-tJ Go Live/ BAU 1>hllSe 4'days Thu 12i16i'10 Mon 2J'14,.11 

Sample 90-da.v Project Plan 

,o 
-1 

1 ; 

2 

18 

43 
119 • 

138 

Task Name l Duredion 

i~t C,ml lmp!~nte1rtatlon ProceH !>O da.Y$ Tue 81311'10 l l\l!~n 1/31'11 

Stert Finish 

l:tJ Sc:ope I Requirementt~ 1 dilY$ Tue 8/31.i10 Wed 9:8i'10 

;+J S0l1J1lon I Oeelun Pll;1se 2$ d,1~ Tue t,31/10 I Tho 1(Hi10 
1-1a Build Ph.t$e 34.S d,1ys : fd 9!1 Ol1 O Mon 11 ,1 t1 O 

i 
t±I T ~st Phase ,,l,U dil~ · Moo J/13i10 Fri 11.•'121'10 

t•J Go Uv• /BAU..... 20 d,ys i Tu• un~• i Mon 113.11 

Weekly Project Status Report 

Predece~rs 

Throughout the implementation. the Project Manager will provide a weekly Project Status 
Report to the State's management illustrating implementation tasks and completion status. 
This report illustrates at a high level the status of the main implementation items. An example 
of this report is illustrated below: 



I Company Name I ~ 

I Proiect Status R.,..o rt I C 
.,,cr..,LL: • • 

c,. ..... . , ........ .. I~, ..... ,"' o - ... tlJJ -c,.,,.:w.._.,,:aw•w 
~ .... """ . ...,..,.,o,.~..-. ... ~~"~ •-H .. OClt• ~ .... • . (' ·-
f,.k11du- 'nr,,t 1r," :Oi:,1,L.•r,, 1,.r.1L,U' rH>H M.• lu ,L.LU, rJl,t,uH, • ~ t,.J,J~., 
I i..:~ Ml\..;,,,.,.; r,.u~··•·•- ·=•li:1111', I '="'""...,,t :.c,11, 

"IJu .... t l1'tfH 

' · .. ,,ru.n., r,, .. 

1•..,r:;l,iw,:,u •.w,1 

.. 
,,.0.,11,•£ ......... . 

... 

• ... """"'' 

Issue Log 

The State will have many opportunities to provide feedback on the implementation process 
and the active cards program. This includes the Issues Log for the implementation, which is 
a live document we use to track issues/ roadblocks raised by either the State or Citi. The 
Project Status Report reflects the information in this document. A typical Issues Log is 
illustrated below. 
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Onlire Aoplic,Hions Q~icK Start G,1idc - Card~olders I Apply for Card Using ;in Invitation Passcode cffr 
Apply for Card Using an Invi tat ion Passcode 
Key Concepts 

Before you can apply for a new card, an Invitation Passcode and the inviter's e·mail address are required. Both are obtained from your 

Program Administrator. 

Once you have submitted your application, you will receive a confirmation message when the necessary approvals have been 

received, either from a Supervisor and/or Program Administrator. 

You can view the status of your application in the CitiManager Site by using the username and passcode created during the 

application process to log in and navigate to My Profile> Request History. Refer to the View Appllcatlon and Maintenance Request 

History topic in this user guide for additional information. 

Once your card application is approved, the account will be linked to the CitiManager Site username and password that was creatQd 

during the application process. This will allow you to log in to the CitiManager Site to view balances, credit limits. stt1tements and 

perform other self·service tasks. 

Step-by-Step Instructions 

Screen Step/Action 

CitP'Co-nmC"rCiJI (..)1'ds 

cffi· 

Q A•gltfl!lred vMtt 

tlC..#!lfllWI 

I 

[,.n l'o.':;'I 
BtWllffaij""l' 
fc,wr,11lf#1" 

~ l'hu rlm11 uYft 

YO•Hff h411f117NI IO"""'"'$>'~"'''' l;{'fl) .. ....., b11fflO•()Uly.>\IIU>f1~ Un f{Wf Atry nlhu C'l:,X,ot( e. p11>1'.tL!d Altr,i1.,Cl'..,llflrte6rclf, mw~t ••• ,..., .. 
,o41wt(f, ,nf 0111,, dt!e Ofn,r~ t,yOf 1o'd)lt'111011 ll,119 !1>,w,,t,ar11111, Ol<(>P•fl" ,.,111,11 '9111\lf")' 111111 m,,.yt>• 11.HII by 111, "°"'"•nr 1'1:1 .ny~·"VO•• 
A11IIIPIIIOCII IIIICI u11111111101b<MI tc'O,t~, IN)' '*"t1nilof<1'4 Ulllctt 0001.b ,11 (!!It, l'tt'itJt ,, c.o:11u~11~, lo uu 1111$ ., .. 141,•"• (OIIHIII ro, tOPl:Set 1, ~· 
uu,f 111 ,,eot,:1111u w,11 ovrft10 S:X &"'4 Qcd.llb:kX wn~ ec,i1u11, ll'rl')~ flf9tm&'II'" on our uu (f'9ohtt 

CitiManager Site Login Screen 

1. Navigate to cltlmanager.com/logln. 

2. From the CltiManager Site Login screen, 
click the Apply for Card link. 

The User Registration - Passcode screen 
displays. 

2 



Online Applir.;itlons Quick Start Guioe - Cardholaers I Apply for Cord Using an Invitation Passcode 

Screen Step/Action 

Ctli .. -'Commercial C&1rds 

cffr 

(ii WtiNl'!lt I& Oltl~t F'St.)J& ff'lrt(lUlt pl(l#>tt1fo,i,b"tW\prou4t ro, ~·ou1crc1,nl.t.flion You thou!!$ fltvc 1tctl,d one otlt.t fdlOWflJCod., ~,ourP~fm.Admn•ll"llhlr.lt~ clo 6"11'.,·.-,• co,,, ~u, umact,_.tn;U!IA..-,,..:o~ 

~Gdkn!tt~cae.,~ 

11,11,oiwi:,i.pt.wttMi- • "CrONct~(llillntC.1kU" . ..a"1f',Jtrt• aM 

"~~~ 
M,01t,lllll,ll:.f!bfl ptOVll<d 1M wi.,.Ml"Vt#NflfbUtof1•Ml'IVICT'4«.\R'lllllO IP'Pti tof •Oll'4', 

(~Prell!O~Old6 

U'f~W,lllpllr,'ldted.ll'l&~•~t)·r,d~to•11111ttoC"•(III• 

User Registration Screen 

CiUts Commertial Csrdi 

cffi· 
Uun Reilk'.Nlt!on • lnv)I.Ql.loo P4ucoQ'eJtn\llter'a £mill 

All'$0ClyR9g!11erff7 

tr11011..-l1t,,d1ti,.,,.. ,Cilltl,,...._'ll,U,,,11,11,tyuuC"• 
<11rotc11r10!ll'lht1t 

CF)~,Vt~~ <_.) l!IJlidO'll•I• '/.i) ~~,.,..,n .. 111•"" )(Bc1111>.oo11<,11ot!Oollll• > 
@ Yout111'. .. o~.t!lll11,no11ttou101,11•1,:,,•f•11rf~,111,tu1ae.t; ttw1hto1rf'4mP1tltlllt(t101:.:tulo.-~ 

Si.1> 1 014: • tlt.tM WI.,'"· t1v,l,'ie,n Pta"~' '116¥\<'lfn E• J AUI••• i,IW'Clf5 b)' )'Ollt (9/df!irit J\ttU <t-'1td-P,,.,I «ul p1oa111m,dm41h!t<1Ttril )'OU do11oc ........ 111,u cit!,_ 

•t1....attfll'•IAf41tU 
11un,fe!@jnomail corn 

User Registration - Invitation Passcode/lnvlter's Emall Screen 

3. Select the Invitation Passcode radio button. 

4. Click the Continue button. 

The User Registration - Invitation Passcode/ 
Inviter's Email screen displays. 

5. In the Invitation Passcode field, type the 
Invitation Passcode that was provided to 
you by your Program Administrator. 

6. In the Inviter's Emall Address field, type the 
Inviter's Email address that was provided to 
you by your Program Administrator. 

7. Click the Continue button. 

The User Registration - User Profile screen 
displays. 
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·------------·---·---------- - - - --------------------------

Screen Step/Action 

cffr 
u..,q"Vf,0,11.,. 

(ti ,,.,,,.ov,_ l!] llt•<01 0t~ , /!) c..,..,.,,u.,,c,I\Tt )<~c,,.~11ooo,1.ir• > 

'!fft"1110dUIII 

""""''"" Ol "°"ll!Hlf• 

· 11tbHrt11111t1Gfl':ln~1;ff!"fl 
,Not·t~;G,ir • 

•vn11111no1 

·,~.(:(!~!'!~ .... 
\llilf"e'O '1'•1?3 Of Allf(Qt,11. 

•vntl:'r"fftt(n,d6,jlf(o, 
fl0rnail@:,1onuil QOm 

'(;(>lltt'lllVOrP'l'()fl,f~IA6dr,n 

nomi!!O,,o,na11 c~m 

User Registration Screen - User Profile 

cffr 
UH, Jl•;htmton 

C!:) PaMCOCIO'attJ'k.tOO!'I 

0 i:...,J ,t t ,... ... ~,. . .............. -Nht~f• ... """ tWi,oJ-1,..,._trfl. , ._ .. ... ~ ... ,.-..,.,f'<t,-.~U.,,.,,\~· ... ""'4~t,..,4_.,H,• .. w,O• 
~ (w.r_.>"a;tflo •,..-., ,.....-,..w,oo ...... ,"'CM1"\H • , ... 11u.w\1 ,C.. t - - ru o ,,....,IQ.o,n:MoM ....... --...... -·­--

·~~...-. ........ 
i•M•••S~ • .... __ 
......... -. ..,,.....,. 
1M.'U>S1•rtJ ¢1 Mlll*(.4 

·i:.wa-

Vo•' os., IO hai oeeo i:rmed sue<tufUlly. Ple,i, oro,te<I 
t'\.>rthtr to apply for• c~rd. 

OK 

User Registration Screen - ID Confirmation 

8. To create your CitiManager Site User Profile, 
complete the required fields indicated by an 
asterisk ("). 

Note: The password and username 
requirements display In a window as you 
type your password. An X displays until the 
requirement is fulfllled. 

9. Cilek the Continue button. 

A confirmation message displays. 

Note: Citi will send an email confirming the 
registration and user name created. 

10. Click the OK button. 

The User Reqistration - Country and 
Language screen displays. 
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Online Applications Quick Start Guide - c~rclhOlders I Apply for Card Using an Invitation Passcode cffi® 
Screen Step/Action 

-----·---·----·-
c,ti~Commercial (()rd~ 11. The Select country and Select language 

cffi· 
fields should be pre-populated based on 

1, what was entered in the User Profile screen. 
Clicl< the Continue button. 

ll'°1H"'Ql«rctlluA 

0 ~,UlltiOidtVtlfflea?IOI\ )<Bi "l•••<lt- J:El Cbl.lnutMlla~u.:O• ">ee.i .. _""'°'""' > The Card Application Details screen displays. 
~ S!tp ll ot t:~ , ,. JM etkd lllt covnlry wh«t your ctf<I wl~Mcd el\d 111, lfnf~ a.11H.1ytoon :;-,vr Cft<I 11pp~l!On 1tyov1 ~11n,r•1r.n 1111• ftJtltk'd lllt f~ICI ~v ¢Q'".-f"'(«I IO 

coq,.telhi. u .uc.t,, 

0:..MIY ·-- .. 
'""""""'II' ' •" · t 

mm:, G'iD 

d;yov11cof:'I ,,,...uruu rn..,, .. y 9'\tt,IU&C4M•h-Clth.J. 

User Registration Screen - Country 

Cili"Commorcl,11 C3rds 12. Complete the required fields in all sections 

cffi· of the application. Required fields are 
indicated by an asterisk (*). 

' 

Applrfot<<l<J 
@l'<t-V"1bllo• R) s.o,,..,,Dt1,1, >® <l0\/lll'/"'4LW$Ut0 k)qr~.~11..1/t',M• 

{d) S!o4~to1:,i:o..ut~10.Uittc,tit1ltie-111._ • ..,1ub1m 

~oml)euf1' 

r1>1"1 U1~ltfW'M 
22\HOIIIIUl'OfiQQ&C 

C:omm•rot•I C.r4 AppM .. d•n 

.f Card fml;)outno 

' f'tolllt•ttA ,...._-i, Tllll trs.t !aa8 tot' lflt WIJ IIM C:OffM.90!10t/lc:,t 
Th• (lllt< ~- ~M4-. WMMM9t.6 (fl410tlt 
tl)t0111)lllllmw11'1Jm2t(llt~ 

VNf~llKII IUHtr-llllJIUS/Uln<1l 

~&.011011',: 1.011,11w 
'lll~IU,llWl*ob»IA(~fllt~f>ft<l(1;, 
1ll•tr+lhfltl.HIQ4b.V,Jla.\lNM•C~lt 
•P•0t.•>••mu.lfrjjm.'U:c111~ 

.,. Cont,ctlnlorm~tlol'I 

'IMl'flMl)at,llt Tht Int WMIA~ t,-4 .... u, ~ flll(lf,,MU 
U4."11!111aJlll ctu.at~ 

Apply for Card Screen 
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----------··--·--··---------------------------

Screen Step/Action 

Apply for Card Screen - Submit 

. ' 
))~ 

lllf del""'t,:~kf COdf IOrtllif ,:t»,!J,1111, 1111¥ 
&kt ttUCI f\llilllfl Hlfd!W lfy Y!)ft #CoOOMll!f 
·~ ~"-''"''d!8'¥6A, 

l~11t.t!<,¥1if Cot!llfM/1 l!flt,,_ l.""1 l!llellf't tilM/Wt~ 
llll/!Olltlot11\fOlnJllotl&otHl"/('::l",tO(f!¥..mJlll!\'l~t Ytt 
~IIIMlldn!lulb'l1 

~I -.. i-t~-{-.o-m-m-er-(l-~1-C-J-,d-s--------------~-~------------~ 

cffi· 
~Pl11'1/lc,c.:11rJ 

® .. ,_v._oo,, ~) $11• ... -· )® ~rt,ylndUllilW"' E c.('I~- ) 

: ,.,,,, I ,,:~ .... •.,·• J 

... 

,1 

Apply for Card Screen - Confirmation Message 

13. When you are finished, click the Submit 
button that displays at the bottom of the 
screen. 

An application submission confirmation 
message displays . 

14. Click the OK button. 

The CitiManager Login screen displays. 

Note: The approving Supervisor or Program 
Administrator will receive an email indicating 
your application is awaiting their approval. 
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View Application and Maintenance Request History 
Key Concepts 

You can view information about your account application and maintenance requests including the following information: 

• Request ID 

• Status 

• Request Type 

• The date the request was last modified 

• Audit information such as which fields have changed, when they were updated and by whom 

• Hierarchy 

It is also possible to download the Online Application Report, which provides a history of the request. 

Step·by·Step Instructions 

Screen Step/Action 

l'QHll'(IOAU T111Al'IU(;'f!OIICl'Hlt,,I 

Olf.13/2017 SLArQOI) S 0.AJ.l M_. 

0'$./2'$/JJJQ INN & CONf C:.NT 

0)123~01} LOOGING 

o,mno,1 A.Ut'N'AYS 

03/W~O•l 03/23/20'7 A.IRW~1'S 

Home Screen 

lUO 

441.00 

18.00 

671.aO 

15,QO ) V 

1. From the CitiManager Site header, click the 
My Profile link that displays under your 
name. 

The Contact Information screen displays. 
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Screen Step/Action 

My Profile: Contact Information 

COl(fA(..f JNl"OIIMI\YIQN 

IJSU.l .:~OL( A.t~o u,t:RAl?Ctl'," 

CNTITLCUCNT<; 

UNITED8TATE!IOF AM!IIICA 

My Proru,1 Request History 

(.'.(;NTtl('l ,t,'10.~Uo\TIOH 

l:M I( ,((11 ~ (otil)Mlt~,\h'f;H'v 
lltf(Jt,T 10 tfA"t\lt t HOtllltf 1VflC t Utf JoC00:!1110 OA'H t NOPlrllC>OV t 

Ct1Tlllf.t,1(NI~ 

RE'~f.i(.111\UC::N(,C C.t.C~T1~U$ 

,\:iSl~.\l/ 1JNN.oSl;N AL T(Pl',il TC. 

(.OI0745e1s 
W.it!fit19f~ 
,lllJi,tt,¥,ill 

WICJl,UtCHV 
..i1[J1:,t.~(J.tVJ.JS6'1S4 

My Profile - Request History 

ll'llSM<liblfOlllll'lt 
,rtJ!llt,C,;JIIC. .. 

2. Click the Request History link. 

A list of application and maintenance 
requests display. 

Note: If there are no requests, a message 
displays indicating there are no requests for 
this user. 

3. To sort requests, click on header in which 
you'd like to sort the requests. 

4. To view the hierarchy, expand the row for 
the desired request by clicking the (. .. ) 
that displays to the right of the screen. 

5. To download the Online Application Report: 

a) Click the Download link. 

A message displays indicating the report 
will be cached to your computer. 

b) Click the OK button to close the message. 

The browser document options window 
displays. The location of the Save or 
Open options vary based on your browser 
settings. 

c) Either open or save the file to your 
computer. 

6. To view the details of a specific request, 
from the Request ID column, click the link 
for the desired request. 

The application or maintenance request 
details display with the approval history. 
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Screen Step/Action 

Request History 

R£QU£5T DETAILS 

601074581S WAITIN~ FON APPi/OVAL 04/20/2017 0~:21:06 

f/JJ,1\110 

1760 

CONTACT INfOAMATION © 
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'<'ilU~St, \l>l'<i>I pr«~~"i"I) w111.,p,p1v ,r. fnt)J. c:,•$i" ,'\1¥1 ,, '"·'"'J\111 l''fl, .. " o• 1kl,1y 1n,1y l't c•it·. 

CITIBANK CAROHOLOER ACCOUNT AGREEMENT 

0 (ONLli-lONS Of" U~f. (C(HJ) 

O!>WIO..OAO (At1Cct. 

l>A.'tttiTIMt0' ~JilA.t(OIO t'f,C o, \ll"OA.TIO ... NC.WV,\\,,.\l~ NUQA~U ,m.1> 
QffAHQl •• \1,.0,\fl Pltl..0 VAWI 1'YlflC 

04/20/2011 
lk•Ma!ti $.t.-lU\ HA IO!IIAt• 't't8dll\!)1M3f)~f~\I/II 

N1,n Rtllt 
M:2M,6f)M fl•11• 

04/l0(2Cl17 
111111t.:tl41 fltlQ AU1'1:HLllltl &$1? 81.l(IIW&ll Sl RUITIIM 

09:2:1:4$/IM 

u•JionCJn 
l)C):l1:,Usl'td lklnt;t!41 '4&1Q (lr't' rAIJL.KNf:A At.Jil T~1CW 

04/l()/?.01' 
IKMOld tt~ld (QUtltt\' CJth<-r 

Non Rf!Al 
09:ll:.418 PM rim, 

U<C/lQ/ZUU' 
lllllt~ICI n<-1<1 l>O\t~I C11dt 11111 

Nori Ru• 
U"J:;t1:,U:t1M llmt 

t"l4J2'0/i!(ll7 
111.111.:,t!(I F(tlQ NCi!lltPhioM 4,4~$1l9$~1 N~n Rf"-' 

M:.!1:.t89~ Tlnio 

Audit Log 

7. To view additional information from 
the Contact Information, Additional 
Information, Spending Controls sections 
or to view the CitlManager Cardholder 
Account Agreement. click the+ icon from 
the section header as necessary. 

8. To view tl1e Audit Log, scroll to bottom of 
screen click the View Audit Log button. 

The Audit Log displays 

9. When you are finished viewing the Audit 
Log, scroll to the bottom of the screen and 
click the Back button. 
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3. CitiManager Online 
App Ret1ired Fields 



Listed below are the various field definitions for the IB Auto Enroll Form. listed below are the various field definitions for the CB Auto Enron Form. 

Field Description Mandatocy/Opt1onal Field DescriP.tion Mandatory /Optional 

BANK 4 characters numeric field. Bank Mandatory BANK 4 characters numeric field. Bank Mandatory 

number set by Citibank. number set by Citibank. 

CORP ID S characters numeric field. Mandatory CORP ID 5 characters numeric field. Mandatory 

Derived from the hierarchy level Derived from the hierarchy level 

at which the company billing site at which the company billing site 

falls. falls. 

AGENT 4 characters numeric field. Agent Mandatory AGENT 4 characters numeric field. Mandatory 

NUMBER number set by Citibank NUMBER Agent number set by Citibank 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. listed below are the various field definitions for the CB Auto Enroll Form. 
Field Descrii:,tion Mand~tory/Optional Fi~ld Description Mandatory/0.,tfonal 
NAME1 24 characters alphanumeric field. Mandatory NAME1 24 characters alphanumeric Mandatory 

First Name*Last Name or First field. First Name*Last Name or 
Name Middle lnitial*Last Name First Name Middle lnitial*Last 
(ex: John*Doe or John Q*Doe) An Name (ex: John*Doe or John 
* is required before Last Name. Q*Doe) An* is required before 

Last Name . 

US· . da 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field D~scription Mandatory /,Optional - Field D~ cripticm Mandatory/Optional 

SSN 9 characters numeric field. Mandatory SSN 9 characters numeric field. Optional 

Applicant's social security Applicant's social security 

number. No dashes or spaces. number. No dashes or spaces. 

NAME2 24 characters alphanumeric field. Optional NAME2 24 characters alphanumeric Optional 

Card Embossing. {ABC field. Card Embossing. (ABC 

Company*) An* is required after Company*) An* is required after 

the 4th Line. the 4th Line. 

US-Canada 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field_ be~cription Man~at9ry /Optional Field Oe~cription -Mandatc,ry/Optic,n~I 
MAILING 36 characters alphanumeric field. Mandatory ADDRESS LlNEl 36 characters alphanumeric Mandatory 
ADDRESS Company or individual field. Company or individual 
LINE1 applicant's address. applicant's address. 

MAILING 36 characters alphanumeric field . Optional ADDRESS LINE2 36 characters alphanumeric Optional 
ADDRESS Company or individual field. Company or individual 
LINE2 applicant's address. applicant's address. 

US· da 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Fi~ld DescriptiQn M~ndatory/Optional Field Description Mand~tory /Optional 

MAILING 27 characters alphanumeric field . Mandatory CITY ST 27 characters alphanumeric Mandatory 

CllY ST Complete city name and 2 digit field. Complete city name and 2 

state code. A space is required digit state code. A space is 

between city and state. {Ex: required between city and state. 

Jacksonville FL) Do not include (Ex: Jacksonville FL) Do not 

punctuation. include punctuation. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field Description Mandatory /Optional Field Description Mandatory /Optional 
MAILING 9 characters numeric field. Only Mandatory ZIP CODE 9 characters numeric field. Only Mandatory 
ZIP CODE first five positions required. first five positions required. 

Example: 57689 or 578961234 Example: 57689 or 578961234 

HOME 10 characters numeric field. Mandatory HOME PHONE 10 characters numeric field. Optional, but need to have either 
PHONE Applicant's home telephone Applicant's home telephone home or business phone for our 

number. Do not zero fill if home number. Do not zero fill if home Fraud Department to contact if 
phone number is not available. phone number is not available. any issues come up. 

us. da 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Description Mandatory/Qptional Field Description Mandatory/Optional 

BUSINESS 10 characters numeric field. Optional, but need to have either BUSINESS 10 characters numeric field. Optional, but need to have either 

PHONE Applicant's home telephone home or business phone for our PHONE Applicant's home telephone home or business phone for our 

number. Do not zero fill if home Fraud Department to contact if number. Do not zero fill if home Fraud Department to contact if 

phone number is not available. any issues come up. phone number is not available. any issues come up. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Freid Description Mand~t_ory /Opti.on_~I Field Descript1on Mandatoi:v/Optional 
MISC 20 characters alphanumeric field Optional SPOUSE Optional 

U-Data 2 field. Houses unique 
company information. Cost 

Center Code on large market 

Accounts. 

US· da 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Oescription 'l'y'landator:y/Optional Field De.ss:ription Mandatory/©~tional 

CREDIT 7 characters numeric field. Mandatory CREDIT LIMIT 7 characters numeric field. Mandatory 

LIMIT Applicant's credit limit or Applicant's credit limit or 

monthly spending limit. Do not monthly spending limit. Do not 

zero fill. (Ex: 500 not 0000500) zero fill. (Ex: 500 not 0000500) 

US-Canada 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CS Auto Enroll Form. 
Field Description Mandatory/ Optional Field Description Mandatory/Optional 
VERIFICATI 15 characters alphanumeric field. Mandatory VERIFICATION 15 characters alphanumeric Mandatory 
ON Applicant's personal information field. Applicant's personal 

used to verify account. The same information used to verify 
verification type is required on all account. The same verification 
applicants. type is required on all 

applicants. 

US- da 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Description Mandator:y/Optional - - Field Description Mandatory/pptional 

DATE OF 8 characters numeric field. Mandatory (unless SSN has been provided in 

BIRTH Applicant's date of birth. SSN Field) 

{mmddyyyy ex: 07151968)- no 

spaces or dashes-

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field De~9ription Mand~tory/Optjonal Field De$'criptio11 Mandatory/O~tional 
%CASH 3 characters numeric field. Optional DRIVER/VEH ICL If Fleet D/V indicator. D=Driver Optional, Unless a Fleet card 
LIMIT Percent of credit limit available E INDICATOR card V=Vehicle card If not Fleet 

to be withdrawn by the applicant leave blank. 
in the form of cash. Valid values 

are 000-100. {Ex: 035 = 35%} 

US· da 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Qescription Man~atory /Optional Field Qes<;r1ption Mandator:y/Optfonal 

PIN Y/N Yes/No ATM cash access Optional PRODUCT CODE If Fleet 1 digit allows the fleet to Optional, Unless a Fleet card 

indicator. Y= Yes, order PIN select from the product options 

N=No, do not order or leave that best fit their needs. 

blank. A PIN is a four-digit l=Prompt for ID# and odometer 

(numerical} code that allows 2=Prompt for vehicle# and 

cardmembers to access cash odometer 3=Prornpt for driver# 

machines (ATM's) and make cash and odometer 4=Prompt for 

advance withdrawals against odometer S=No prompt If not 

their account's cash line. All Pl N's Fleet leave blank. 

for Corporate Card accounts will 

be pre-assigned. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field Description Mandatory/Optiqnal Field Description Mand.atory/Optional 
CONVENIE Yes/No indicator. Enter Y if Optional AUTHUSER2 20 characters alphanumeric field Optional 
NCE convenience checks will be U-Data 2 field. Houses unique 
CHECKS ordered; N if not. If left blank, company information. Cost 

will default to N. Center Code on large market 

Accounts. 

US· da 



listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Held Bescription M~ndaior,v/Optional Field Description Mandi tQry/Optional 

SITE ID 5 characters numeric field. This Optional DATE OF BIRTH 6 characters numeric field. Mandatory 

number is used if the card will be Applicant's date of birth. 

sent to a central address, such as {mmddyy ex: 071568) 

the Site Coordinators, instead of 

directly to the cardholder. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Description Mandatory/Optional Field Description Mandatory/Optional 
HIERARCH 5 character numeric field. First Mandatory FLEET If Fleiet Yes/No indicator. Optional, Unless a Fleet card 
Y LEVEL 1 level of Reporting structure or EMBOSSING Determines whether "Fuel Only" 

hierarchy. Holdings CODE is embossed on the card. Y= 

Emboss "Fuel Only" N= Do not 

Emboss If not Fleet leave blank. 

HIERARCH 5 character numeric field. Second Optional PRODUCT If Fleet ... Restricts driver Optional, Unless a Fleet card 
Y LEVEL 2 level of Reporting structure or RESTRICTION purchases through prompting at 

hierarchy. CODE the Point of Sale. l=Good for 

fuel and other products 2=Good 

for fuel only If not Fleet leave 

blank. Use "O" if Visa. Use "1" if 

MasterCard. 

US- da 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Desc::ripti.on Mand.itor:y /Option~I Field Description Mandatory/Optional 

HIERARCH 5 character numeric field. Third Optional % CASH LIMIT 3 characters numeric field. Mandatory 

Y LEVEL 3 level of Reporting structure or Percent of credit limit available 

hierarchy. to be withdrawn by the 

applicant in the form of cash. 

Valid values are 000-100. (Ex: 

035 = 35%) 

HIERARCH S character numeric field. Fourth Optional PIN Y/N Yes/No ATM cash access Mandatory 

Y LEVEL4 level of Reporting structure or indicator. Y= Yes, order PIN 

hierarchy. N=No, do not order or leave 

blank. A PIN is a four-digit 

(numerical) code that allows 

cardmembers to access cash 

machines (ATM's) and make 

cash-advance withdrawals 

against their account's cash line. 

All Pl N's for Corporate Card 

accounts will be pre-assigned. 

US-Canada 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field Description Marujat_pry/Optional 'Fie!~ Des~ri~tion MandatQry/Optional 
HIERARCH 5 character numeric field. Fifth Optional CONVENIENCE Yes/No indicator. Enter Y if Optional 
Y LEVEL 5 level of Reporting structure or CHECKS convenience checks will be 

hierarchy. ordered; N if not. If left blank, 
will default to N. 

HIERARCH 5 character numeric field. Six Optional COMPANY 5 characters numeric field. Mandatory 
Y LEVEL 6 level of Reporting structure or CORP ID Derived from the hierarchy level 

hierarchy. at which the company billing site 
falls. 

US- da 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Descripti9n Mandatory/Optional field Qesc.ription M~ndafory /Optional 

HIERARCH 5 character numeric field. Seven Optional SITE ID 5 characters numeric field. This Optional 

Y LEVEL 7 level of Reporting structure or number is used if the card will 
hierarchy. be sent to a central address, 

such as the Site Coordinators, 
instead of directly to the 

cardholder. 

MAC 75 character alphanumeric field . Optional HIERARCHY 5 character numeric field. First Mandatory 

CODE Applicant's general ledger code. LEVEL 1 level of Reporting structure or 

hierarchy. Holdings 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Held Description Mandatory/Optional Fielg Description Mandatory/Optional -
EMAIL 60 characters alphanumeric field . Optional HIERARCHY S character numeric field. Optional 
ADDRESS Use to enter e-mail address for LEVEL 2 Second level of Reporting 

the cardholder. Example: structure or hierarchy. 
JohnDoe@aol.com 

EMPLOYEE 20 character alphanumeric. Optional HIERARCHY 5 character numeric field. Third Optional 
ID Company defined identification LEVEL 3 level of Reporting structure or 

code for the employee. hierarchy. 

US- da 



Listed below are the various field definitions for the lB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Des_cription M~nd~tory/Optional Fiel~ Description MandatofY /Optional 

TAX Indicates whether the account is Optional HIERARCHY 5 character numeric field. Fourth Optional 

EXEMPT exempt from taxes; possible LEVEL4 level of Reporting structure or 

FLAG values are Y and N (default). hierarchy. 

TAX 20 character numeric. Tax- Optional HIERARCHY 5 character numeric field. Fifth Optional 

EXEMPT exempt number for the agency or LEVELS level of Reporting structure or 

NUMBER organization; hierarchy. 

US-Canada 



Listed below are the various field definitions for the 18 Auto Enron Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
fietd Destrlption Mand~tory/Optional Field Description Mandatory}Optional 
SINGLE 14 character numeric. Maximum Optional HIERARCHY 5 character numeric field. Six Optional 
PURCHASE amount for a single transaction. LEVEL6 level of Reporting structure or 
LIMIT The default value O indicates that hierarchy. 

the single purchase limit is not 

used for this individual. 

US- da 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Description Mandat,ory/Option~I Field D~striF,)tion Mandatory/Optional 

PARENT 1 character numeric. Optional HIERARCHY 5 character numeric field. Seven Optional 

MCCG ParentMCCG: Indicates whether LEVEL 7 level of Reporting structure or 

the Company's MEA is verified or hierarchy. 

not. A <Y> will ready the 

Company Template, and an <N> 
will only read the individuals 

template. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. listed below are the various field definitions for the CB Auto Enroll Form. 
Field Q_escription Mandatory/Optional Field D~s<:ription Mandatory/Optional 
NUMBER 10 character alphanumeric. The Optional MAC CODE 75 character alphanumeric field . Optional 
OF number MCC group attached to Applicant's general ledger code. 
TEMPIJ\TE the individual's account .. 
$ 

DAILY Maximum number of Optional EMAIL ADDRESS 60 characters alphanumeric Optional 
TRANSACT transactions that are allowed on field. Use to enter e-mail 
ION LIMIT the account each day. address for the cardholder. 

Example: JohnDoe@aol.com 

US· da 



listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field 0escription Mandatory/Optional Fif:!ld De:scription Mandat-ory/Optional 

DAILY Maximum dollar amount that is Optional EMPLOYEE ID 20 character alphanumeric. Optional 

AMOUNT allowed on the account each day. Company defined identification 

LIMIT code for the employee. 

CYCLE Maximum number of Optional CITY PAIR ID Yes/No indicator. Y= City Pair is Optional 

TRANSACT transactions that are allowed on available to cardholder. N= It is 

ION LIMIT the account each cycle. not. 

CYCLE Maximum dollar amount that is Optional TRAVELERS NA NA 

AMOUNT allowed on the account each CHECKS 

LIMIT cycle. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Fi~ld E>eseription Mandatory/Optional Field Description Mandatory /Optional 
MONTHLY Maximum number of Optional IDENTI FICATIO 12 characters alphanumeric Optional 
TRANSACT transactions that are allowed on NCODE field. Agency-defined. Used to 
ION LIMIT the account each month. confirm cardholder ID. 

MONTHLY Maximum dollar amount that is Optional VOYAGER NA NA 
AMOUNT allowed on the account each ACCOUNT 
LIMIT month. 

US· da 



Listed below are the various field definitions for the IB Auto Enroll Form. listed below are the various field definitions for the CB Auto Enroll Form. 

Field Desc.ripti,on Mandatory/Optional Field Des~ription Mandatory /Optiona.1 

TEMPLATE 10 characters alphanumeric field. Optional VOYAGER NA NA 
NAME! MCC Group name you want to be STATUS 

linked to this account. This group, 

which was previously created on 

MMG. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field Be$~t:iption Mandatory/OptiQnal Field Description Mandatory /Optional 
SINGLE 5 digits, numeric field. Enter in Optional TAX EXEMPT Indicates whether the account is Optional 
PURCHASE whole dollars amount of single FLAG exempt from taxes; possible 
LIMIT 1 transaction limit. In this area you values are Y and N {default}. 

can set a single dollar purchase 
limit for this group of MCC's. This 

will allow you to set different 

single dollar limits for different 
types of charges. 

US· .da 



listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Descriptjon M~ndatory/OpSional Field Description Man<:latQry/Optional 

ACTION 1 Define the action you want the Optional TAX EXEMPT 20 character numeric. Tax- Optional 

system to take for this MCC NUMBER exempt number for the agency 

Group. Valid Entries are: "E" or organization; 

Exclude; decline all 
authorizations with an MCC/SIC 

code within this group. 11111 

Include; include will immediately 

end table processing and 

proceed to the Account Single 

Dollar Transaction limit check. 

More than one Include action can 

be set per account. The system 

will review all MCC Groups 

assigned to the acct. If the MCC 

code is not found in one of the 
groups, the authorization would 

be declined. 11D11 Divert; an 

authorization request from a 

merchant within the defined 

MCC Group will be diverted to a 

control account for authorization 

and billing purposes. If this action 
is specified, a valid control 

number must be entered in the 

Diversion Account field. 

US-Canada 



Listed below are the various field definitions for the 18 Auto Enron Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field, Description Mandatory/Optional Field Description Mand~tory/Optional 
DIVERSIO 16 digits, numeric field. Enter the Optional Ul NA NA 
N diversion account number you 

ACCOUNT opened for this MCC Group. 

1 

US· da 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Fi~ld Description Mandatory /Optional - Field Description Mandatory /Optlonal 

TEMPLATE Type the ten character Optional U2 NA NA 
NAME2 alphanumeric MCC Group name 

you want to be linked to this 
account. This group, which was 

previously created on MMG. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field i:>e~cri ptio n Mandato,r:y/Optional Field Oejcription Mancfatory/Optiona! 

SINGLE In this area you can set a single Optional SINGLE 14 character numeric. Maximum Optional 
PURCHASE dollar purchase limit for this PURCHASE amount for a single transaction. 

LIMIT2 group of MCC's. This will allow LIMIT The default value O indicates 
you to set different single dollar that the single purchase limit is 

limits for different types of not used for this individual. 
charges. 

US· da 



listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Description Mangatc>FV/Optional ~)~ Description Mand~tory / Opt ional 

ACTION 2 Define the action you want the Optional PARENT MCCG 1 character numeric. Optional 

system to take for this MCC ParentMCCG: Indicates whether 

Group. Valid Entries are: "E" the Company's MEA is verified 

Exclude; decline all or not. A <Y> will ready the 

authorizations with an MCC/SIC Company Template, and an <N> 

code within this group. "I" will only read the individuals 

Include; include will immediately template. 

end table processing and 

proceed to the Account Single 

Dollar Transaction Limit check. 

More than one Include action can 

be set per account. The system 
will review all MCC Groups 

assigned to the acct. If the MCC 

code is not found in one of the 

groups, the authorization would 

be declined. "D" Divert; an 

authorization request from a 
merchant within the defined 

MCC Group will be diverted to a 

control account for authorization 
and billing purposes. If this action 

is specified, a valid control 
number must be entered in the 

Diversion Account field. 

US-Canada 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field Description Mandatory/Optional Field Description Mandatory/O_ptional 
DIVERSIO Enter the diversion account Optional NUMBER OF 10 character alphanumeric. The Optional 
N number you opened for this MCC TEMPLATES number MCC group attached to 

ACCOUNT Group. the individual's account. 

2 

TEMPLATE Type the ten character Optional ACR KEY 10 characters alphanumeric Optional 

NAME 3 alphanumeric MCC Group name field. The process of restricting 
you want to be linked to this acco1Jnt usage through the use 

account. This group, which was of one ACR key that 

previously created on MMG. encompasses multiple MCC 
Templates. 

US- da 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field w.~~(.W Mandatory /Opfionc!I 'i=ield 'Desc;rJption 

-
Mandatory/Option_al 

SINGLE In this area you can set a single Optional DAILY Maximum number of Optional 

PURCHASE dollar purchase limit for this TRANSACTION transactions that are allowed on 

LIMIT 3 group of MCC's. This will allow LIMIT the account each day. 

you to set different single dollar 

limits for different types of 

charges. 

US-Canada 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are! the various field definitions for the CB Auto Enroll Form. 
Field Description Mandatory/Optional Field Description Mandatory/Optional 
ACTION 3 Define the action you want the Optional DAILY AMOUNT Maximum dollar amount that is Optional 

system to take for this MCC LIMIT allowed on the account each 
Group.Valid Entries are: "E" day. 
Exclude; decline all 
authorizations with an MCC/SIC 
code within this group. "I" 

Include; include will immediately 

end table processing and 
proceed to the Account Single 

Dollar Transaction Limit check. 

More than one Include action can 

be set per account. The system 
will review all MCC Groups 

assigned to the acct. If the MCC 

code is not found in one of the 
groups, the authorization would 
be declined. "D" Divert; an 

authorization request from a 

merchant within the defined 
MCC Group will be diverted to a 

control account for authorization 

and billing purposes. If this action 

is specified, a valid control 
number must be entered in the 

Diversion Account field. 

US· da 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field D~scription IV)andatory/Optionai Field l!)escrjption Mandatory/Qptio!lal 

DIVERSIO Enter the diversion account Optional CYCLE Maximum number of Optional 

N number you opened for this MCC TRANSACTION transactions that are allowed on 

ACCOUNT Group. LIMIT the account each cycle. 

3 

TEMPLATE Type the ten character Optional CYCLE AMOUNT Maximum dollar amount that is Optional 

NAME4 alphanumeric MCC Group name LIMIT allowed on the account each 

you want to be linked to this cycle. 

account. This group, which was 

previously created on MMG. 

US-Canada 



listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

FieJd Description Manpatory/Optional Field Description M~ndatory/Optional 
SINGLE In this area you can set a single Optional MONTHLY Maximum number of Optional 
PURCHASE dollar purchase limit for this TRANSACTION transactions that are allowed on 
LIMIT 4 group of MCC's. This will allow LIMIT the account each month. 

you to set different single dollar 
limits for different types of 

charges. 

US· ,da 



listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the C8 Auto Enroll form. 
Field -· :'. ~· o ~-- Mandatory/Opt,fQ'f'Jal Field D~scriP.tion Mandatory/Optional -
ACTION 4 Define the action you want the Optional MONTHLY Maximum dollar amount that is Optional 

system to take for this MCC AMOUNT LIMIT allowed on the account each 

Group. Valid Entries are: "E" month. 

Exclude; decline all 

authorizations with an MCC/SIC 
code within this group. "I" 

Include; include will immediately 

end table processing and 

proceed to the Account Single 

Dollar Transaction Limit check. 

More than one Include action can 

be set per account. The system 

will review all MCC Groups 

assigned to the acct. If the MCC 

code is not found in one of the 

groups, the authorization would 

be declined. "D" Divert; an 

authorization request from a 
merchant within the defined 

MCC Group will be diverted to a 

control account for authorization 

and billing purposes. If this action 
is specified, a valid control 

number must be entered in the 

Diversion Account field. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Description Mandatory/Optional Field Description Mandatory/Optional 

DIVERSIO Enter the diversion account Optional QUARTERLY Maximum number of Optional 

N number you opened for this MCC TRANSACTION transactions that are allowed on 

ACCOUNT Group. LIMIT the 21ccount each quarter. 

4 

TEMPLATE Type the ten character Optional QUARTERLY Maximum dollar amount that is Optional 

NAMES alphanumeric MCC Group name AMOUNT LIMIT allowed on the account each 

you want to be linked to this quarter. 

account. This group, which was 

previously created on MMG. 

us · ,da 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Description MandatQry/Qptional field Descr:iption Mandatory/Optional 

SINGLE In this area you can set a single Optional YEARLY Maximum number of Optional 

PURCHASE dollar purchase limit for this TRANSACTION transactions that are allowed on 

LIMIT 5 group of MCC's. This will allow LIMIT the account each year. 

you to set different single dollar 

limits for different types of 

charges. 

US-Canada 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field Description Mandatory/Optional Fierd Description Mandatory/Optional 
ACTION 5 Define the action you want the Optional YEARLY Maximum dollar amount that is Optional 

system to take for this MCC AMOUNT LIMIT allowed on the account each 
Group. Valid Entries are: "E" year .. 
Exclude; decline all 

authorizations with an MCC/SIC 
code within this group. "I" 

Include; include will immediately 
end table processing and 

proceed to the Account Single 

Dollar Transaction Limit check. 

More than one Include action can 

be set per account. The system 
will review all MCC Groups 

assigned to the acct. If the MCC 

code is not found in one of the 

groups, the authorization would 
be declined. "D" Divert; an 

authorization request from a 

merchant within the defined 
MCC Group will be diverted to a 

control account for authorization 
and billing purposes. If this action 

is specified, a valid control 

number must be entered in the 

Diversion Account field. 

us 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field D~scription Mand~tory/Optional - Field - Q~scription Mandatory/Optipnal 

DIVERSIO Enter the diversion account Optional OTHER Maximum number of Optional 

N number you opened for this MCC TRANSACTION transactions that are allowed on 

ACCOUNT Group. LIMIT the account for other 

5 transaction. 

TEMPLATE Type the ten character Optional OTHER Maximum dollar amount that is Optional 

NAME6 alphanumeric MCC Group name AMOUNT LIMIT allowed on the account for other 

you want to be linked to this transaction. 

account. This group, which was 

previously created on MMG. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enron Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field Description Mandatory /Optional FiEi!id Description 'Mandatory/Opti<>n~t 
SINGLE In this area you can set a single Optional REFRESH FROM 7-character alphanumeric. Date Optional 
PURCHASE dollar purchase limit for this DATE that the variable velocity 

LIMIT 6 group of MCC's. This will allow counter will reset. The ACR ID is 
you to set different single dollar a key that is used to correlate 
limits for different types of each account to a specific ACR. 
charges. The key does not affect 

corporate accounts. 

us 1da 



listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field Description Mandatory/Optional Field Description Mandatory/Qptional 
ACTION 6 Define the action you want the Optional NUMBER OF Number of days that the Optional 

system to take for this MCC DAYS variable velocity checks are 
Group. Valid Entries are: 11 E11 valid. 

Exclude; decline all 

authorizations with an MCC/SIC 

code within this group. 11 111 

Include; include will immediately 

end table processing and 

proceed to the Account Single 
Dollar Transaction Limit check. 

More than one Include action can 

be set per account. The system 

will review all MCC Groups 

assigned to the acct. If the MCC 

code is not found in one of the 

groups, the authorization would 

be declined. 11D11 Divert; an 

authorization request from a 

merchant within the defined 

MCC Group will be diverted to a 

control account for authorization 
and billing purposes. If this action 

is specified, a valid control 
number must be entered in the 

Diversion Account field. 

US-Canada 



Listed below are the various field definitions for the rB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field BescriP-tion Mandatory/Option~! Fiel.d De.scription Man_c;tatory/Optional 

DIVERSIO Enter the diversion account Optional REFRESH TO Date for the variable velocity Optional 

N number you opened for this MCC DATE counter to stop (MMDDCCYY). If 

ACCOUNT Group. the date is in this field, the 

6 variable velocity will not refresh 

HOME 36 characters alphanumeric field. Mandatory TEMPLATE 10 characters alphanumeric Optional 

ADDRESS Company or individual NAME field. MCC Group name you 

applicant's address. want to be linked to this 
account. This group, which was 
previously created on MMG. 

us 1da 



Listed below are the various field definitions for the 18 Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
Field D~scfipticm 

-

Mandatory /Optional Fa~ld Description Mandatory/Optional 
HOME 27 characters alphanumeric field. Mandatory SINGLE 5 digits, numeric field. Enter in Optional 
CITY Complete city name and 2 digit PURCHASE whole dollars amount of single 
STATE state code. A space is required LIMIT transaction limit. In this area you 

between city and state. (Ex: can set a single dollar purchase 
Jacksonville FL) Do not include limit for this group of MCC's. 
punctuation. This will allow you to set 

different single dollar limits for 
different types of charges. 

US-Canada 



listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

Field Description Mandatory /Optional Field Description Mandatory/Optional 

HOME ZIP 9 characters numeric field. Only Mandatory STATUS Always "A" for Active when a Optional if no MCC template 

first five positions required. MCC is on the account. Indicates attached. 

Example: 57689 or 578961234 the status of this MCC group of 
this MCC group for this 
particular account. 

OTHER A taxpayer's identification Mandatory only if no SSN ACTION Define the action you want the Optional if no MCC template 

FEDERAL number or their Alien provided. systeim to take for this MCC attached. 

ID identification number. Group. Valid Entries are: "E" 

Exclude; decline all 
authorizations with an MCC/SIC 

code within this group. "I" 

Include; include will immediately 

end table processing and 
proc,eed to the Account Single 

Dollar Transaction Limit check. 

More than one Include action 

DIVERSION 16 digits, numeric field. Enter Optional if no Diversion account 

ACCOUNT the diversion account number is present. 

you opened for this MCC Group. 

DAILY Maximum number of Optional 

TRANSACTION transactions that are allowed on 

LIMIT the account each day. 

us 



Listed below are the various field definitions for the IB Auto Enroll Form. Listed below are the various field definitions for the CB Auto Enroll Form. 

!Field !oes~ription !Mandatory/Optional Field D~scription Mandatory/Optio11al 
DAILY AMOUNT Maximum dollar amount that is Optional, but only available if a 

LIMIT allowed on the account each template exists 

day. 

CYCLE Maximum number of Optional, but only available if a 

TRANSACTION transactions that are allowed on template exists 

LIMIT the account each cycle. 

CYCLE AMOUNT Maximum dollar amount that is Optional, but only available if a 
LIMIT allowed on the account each template exists 

cycle. 

MONTHLY Maximum number of Optional, but only available if a 
TRANSACTION transactions that are allowed on template exists 

LIMIT the account each month. 

MONTHLY Maximum dollar amount that is Optional, but only available if a 

AMOUNT LIMIT allowed on the account each template exists 

month. 

OTHER Maximum number of Optional, but only available if a 

TRANSACTION transactions that are allowed on template exists 

LIMIT the account for other 
transaction. 

OTHER Maximum dollar amount that is Optional, but only available if a 

AMOUNT LIMIT allowed on the account for other template exists 

transaction. 

REFRESH FROM 7-character alphanumeric. Date Optional 

DATE that the variable velocity 
counter will reset. The ACRID is 

a key that is used to correlate 
each account to a specific ACR. 
The key does not affect 

corporate accounts. 

US-Canada 



Listed below are the various field definitions for the IB Auto Enron Form. Listed below are the various field definitions for the CB Auto Enroll Form. 
! Field l Description l Mandatory/Optional Field Description Mandatory/Optional 

NUMBER OF Number of days that the Optional 
DAYS variable velocity checks are 

valid. 

REFRESH TO Date for the variable velocity Optional 
DATE counter to stop (MMDDCCYY). If 

the date is in this field, the 
variable velocity will not refresh 

us ,da 
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Citibank Custom R<:?porting System (CCRS) - Standard Hep or ting Pac11age I Overview 

Overview 
Citi Custom Reporting System (CCRS) Is a sophisticated tool that provides Clients with the 
capabilities to create complex and custom reporting based on hundreds of data attributes and 
metrics to optimize management of their Citi Commercial Card program. Not all end users within 
a given Client, however, need the full range of features or functionalities that CCRS offers; in some 
cases, a basic set of standard reports wlll suffice or Is actually preferred. 

With these users in mind, Citi developed the CCRS Standard Reporting Package, a predefined set 
of reports targeted toward all but the most sophisticated end users. The reports contained in the 
standard package are built to be globally consistent and more intuitive to use, while still allowing 
for customization and other features, such as Cycle Based Subscriptions, determined by the 
specific Client or user entitlements in place today. 

Citi launched the Standard Reporting Package which includes some 20 reports intended to meet 
multiple end user needs, including: 

1. Business Scorecards for high·level summary reports on key Program metrics 

2. Delinquency and Audit Reports 

3. Merchant and Supplier Reports covering non·travel vendors 

4. Travel Merchant Reports 

5. Transaction Reports 

lease note that the Standard Report Package does not add new data attributes or metrics to 
CCRS, and does not alter the data made available for reporting via CCRS. While Citi continues 
to work to enhance the underlying data we make available to clients, such efforts - including 
addressing any known issues - are separate and out of scope for the Standard Reporting Package. 

cffr 
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Citibank C1Jstom Reporting System (CCRS l - Standard Reporting Package I Getting Started 

Getting Started 
A Standards Report folder is available from within the Shared Reports folder. Access to this 
folder and the reports is based on existing CCRS hierarchies and is available to all users within a 
participating hierarchy. 

From within the Standard Reports folder there are five sub-folders: 

1. Business Scorecard 

2. Delinquency and Audit Reports 

3. Transaction Reports 

4. Merchants and Suppliers 

5. Travel Reports 

Refer to each section of this document for additional information about each category of reports. 
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Citibank Custom Reporting System (CCRS) - Standard Reporting Package I Business Scorecards 

Business Scorecards 
This category contains reports intended to provide Program Administrators with high·level 
reporting into key aspects of their Program performance and Includes three reports: 

• Total Spend Summary Report 
• Current Balance Report 
• Count of Cards Summary 

Total Spend Summary Report: This report provides total spend including credit and cash 
transactions. This report excludes any Payments as well as purged accounts. 
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Ci!i1J<1n-1 Custo,n Repor:i11<J Sysho1:1 (CCRS l - St,rnrliHd R~portin() Pacl<~CJe Business Scorecards 

Current Balance Report: This report provides Current Balance and Count of Cards for all 

accounts by hierarchy; excluding any purged accounts. 
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Count of Cards Summary: This report provides the total number of cardholders, excluding any 

purged accounts. 
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CitilJ;rnk C1Jstom RP.porling System (CCRS ) - Standard Reporting Pacl<n<Je I Dallnqucncy and Audit Reports 

Delinquency and Audit Reports 
This category is targeted towards users in charge of Compliance or Audit functions and includes 
three reports: 

• Credit Limit Review 
• Cardholder List and Profiles 
• Delinquency Details Report 

Credit Limit Review: This report provides total credit limit information, including cash and credit, 
both allocated and available. This report excludes any purged accounts. 
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Citiba11K Cu~tom Rerorting System (CCHS) - Standard Rcpor(ing PllC:l<iHJP. Delinquency and Audit Reports 

Cardholder List and Profiles: This report provides card-level information such as the Cardholder's 

name, billing address details, credit limit, among others. This report excludes any purged accounts. 
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Delinquency Details Report: This report provides details on accounts in delinquency status 

by hierarchy. 
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CitibanK Custo111 Heporti11CJ System (CCRS) - Standard Reportinq r,1c.l<,1<Je Merr.hant aod Suppliers Reports 

Merchant and Suppliers Reports 
This category provides a breakdown of Client spending across all merchants, and is a helpful 
source of data for category or commodity sourcing managers and Clients that have Purchasing 
Card, One Card, Virtual Card Accounts (VCA), or Buyer Initiated Purchasing Card (81PC) programs 
with Citi, and includes three reports: 

• Spend Summary by MCC 
• Spend Summary by Merchants 
• Transaction Spend Details by Merchant 

Spend Summary by MCC: This report provides a breakdown of spend by Merchant Category 
Code (MCC). 
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Spend Summary by Merchants: This report provides a summary of spend at top non·T&E vendors. 
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Citihank Custom Reporting System (CCI/S) - Standard Ile porting Pacl<agc Merchant and Suppliers Reports 

Transaction Spend Details by Merchant: This report allows an end user to review the spend at a 
specific merchant. 
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Citibank Custom Reporting System (CCRS) - Standard l~eporting Package I Travel Reports 

Travel Reports 
This category provides a breakdown of Client spending at merchants in key Travel & Entertainment 
(T&E) categories, including Airlines, Car Rentals and Hotels and will include seven reports: 

• Airline Summary Report 
• Airline Transaction Report 

Car Rental Summary Report 
• Hotel Report with Property Location 

Hotel Summary Report 
• Total Travel Spend Summary 

Travel Spend Summary by Purchasing Hierarchy 

Airline Summary Report: This report includes a breakdown of spending by airline, including total 
transactions and average transaction size, for the time period selected by the end user. The report 
excludes any Payments by the Cllent to Citi as well as purged accounts. 
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Cititl.'.l11K Cll~'.om Renorting Syste'TI (CCRS) - Stanoa;cJ tll:'portlnq Pacl10CJC' I Travel Reports 

Airline Transaction Report: The report includes details of air-travel transaction for the date 

range selected by users. The report excludes any Payments as well as purged accounts. 
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Hotel Summary Report: The report includes a breakdown of spend by hotel for the date range 

selected, and includes transaction counts and average transaction size. The report excludes any 

Payments as well as purged accounts. 
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Citib.ink Cu~to,,, Reportinri .Sy$tern (C:C:RS) - Stann.ircl Ri,[lortinr, P;ir.kilrJP. Tr11ve1 Reports 

Hotel Report with Property Location: This report provides a breakdown of l1otel spend 
with additional detail by hotel property location. The report excludes any Payments as well 
as purged accounts. 
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Total Travel Spend Summary: This summary report provides total spend and transaction 
)lume grouped by a Client's CCRS hierarchy, and the ability to compare the change in these data 

elements across two time periods. 

0 0,~~.rou..:t·~~·t ... , 1 ..... ~ ...... ., 

..... .- .. (11(,1 ........ 

~g_.J1 ~..t,~af, r. •-,.'LI ~@t11 l'!H~ ·f£1-~aliilce,<>a1Ql~ ,..,I 
".. .J ,... ¥,.. ·I • , u • • ~ ,i _t,_l _a,_· .. .t .... - .a.t. .. ::::EE: .. .:i .... • -"'""'-------- ---

'"" ... ., ......... ,~ '•'" 

I .~t "'"""r' ~ I ........ ~7..: .• ,, .. ,,,.\,, ,:·:"","~ . . "'"' :?.:.:· ......... , ....... ," .. ~:" ....... :.~::· ...... , •• , . .:.::·t:.. /.~~~;.::., ''-1 , ........ ":E;;~·· ":'lS· ,~ .... I 

,,~"-7' , .. ~,·:·•:;· .. ~.-·~"' "~'"-;'' ,,,~·:•'';';' ,,:,.-..,•• 111.,~~ .. ': 
1
, ,, .. ,,";~'":~!.:.'';~' , ,11 ... ,

1
, • •''-"'t ,,.,.;,~·:"n~· ... 

f.!!!!,_ 

f'11Hlo ~ Jt,,:tU.:~ 

~ , ,.._. -'1¥.."._..__.._1.lliW.t,JI tzJ Id} 
k,ouh MIi PO.tt4,S'f t l~U7' 000 

400.4t •J8.0S?4; 

, 2-t:!li• -1~1,n•n 
• 1 1.00 -tr,-.• """" 

~•;,t.«i U!,lf -u111·• 
·MIO ·I0,0'),U.l ·10)00'!1: 

... ..• 
11111, .i. __ ,wo :Jr.1t~ii!t.1f~..ruv~------~·•::,~,..=-~~.,-!~,,.,-_-•e.=•-;-,_,.-:_-:_-:_-:_-:_-:_-:_:c-,~·-.,c:,-~·~ -.-.-.,.-.. ----., 

cffi· 

12 



Citih;ink CtJ51om Re_.iortinq Sy~tP.m (Cf.RS l - Str111dr1r<1 Reportin() Pack,HJP. I Travel Reports 

Travel Spend Summary by Commodity Type: This summary report provides spend details 

grouped by commodity type - referred to in the report as Purchase Groups - such as Airlines or 

Eating Estabiisii.-nents. in addition, it provides an abiilty to con-1pafe two time pefiods to ai"1aiyze 
and review the spend trends. 

(it•l.Janl< Custom Rcpo1tin9 Sy~tem 
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Car Rental Summary Report: This report includes a breakdown of spend by Car Rental provider 

for the date range selected, as well as corresponding data on transaction counts and average 

transaction size. The report excludes any Payments as well as purged accounts. 
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Citibank Cuslo111 Reporting System (CCRS) - Standard Ht>portinr.i Pact\age I Transaction Reports 

Transaction Reports 
This category provides an easy to use report on spending and transaction across all accounts 
within a given hierarchy and will include four reports: 

• Card Transaction Summary Report 

• Declined Transaction Summary Report 

• Transaction Summary View Report 

• All Transactions Report 

Card Transaction Summary Report: This report provides a summary of spend across all the 
cards in the Client's Billing Currency, as well as total transaction counts and average transaction 
size. The report excludes any Payments as well as purged accounts. 
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Citiba11k Custom Rcporli11g svsLP.111 (CCRS) - St;m<1ard Reporting Pacliaqc Transaction Report~ 

Decllned Transaction Summary Report: This summary report provides a summary of declined 

transactions for all cards with spending that exceeded the cardholder's credit limit. The report 

also shows the Total Transaction Amount in their Billing Currency and total transaction counts. 
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6. Citi Commercial 
Cardholder Dispute Frm 

' 



Citibank® Commercial Cards 
Cardholder Dispute Form 

Inquirer's Name:----------------------------­

cffl 
Date: ______ _ 

Cardholder's Name: - --- ------------------------------­
Account Number: 

Cardholder: Please provide a copy of any information/ forms requested below along with the statement where the 
disputed charge appears and send via fax or mail to: 
FAX TO: 605-357-2019 OR MAIL TO: Citibank® Commercial Cards 

701 E. 601
h ST. N Mail Code 3270 

P.O. BOX 6125 
Sioux Falls, S.D. 57117 

This form must be filled out completely and forwarded to the Program Administrator and Citibank within 60 days of the 
disputed charges' posting date so that we may investigate. 

Program Administrator: This is to notify you of an error on my billing statement: 
Date: Dollar Amount of Charge: $ __________ _ 

Merchant ------------------------------­

Cardholder Signature: --------- ------------------------

Please read carefully each of the following descriptions and check the one most appropriate to your particular dispute. 
If you have any questions. please contact us at 1-800-248-4553 (overseas call collect, 904-954-7850}. We will be more 
than happy to advise you in this matter. 

• UNAUTHORIZED TRANSACTION 
[ ) I have not authorized this charge to my account. 

• DUPLICATE PROCESSING-THE DATE OF THE FIRST TRANSACTION WAS--------- · 
( ] The transaction listed above represents a multiple billing to my account. I only authorized one charge from this merchant for 

this amount. 
My card was in my possession at all times. 

• MERCHANDISE OR SERVICE NOT RECEIVED IN THE AMOUNT OF$ ____________ . 
(Please provide a separate statement detailing the merchant contact, and the expected date to receive merchandise.) 
[ I My account has been charged for the above transaction. but I have not received the merchandise or service. I have 

contacted the merchant but the matter was not resolved. 

• MERCHANDISE RETURNED IN THE AMOUNT OF$ _________________ . 
(Please provide a separate statement detailing the merchant contact, and the expected date to receive merchandise.) 
( l My account has been charged for the above listed transaction, but the merchandise has since been returned. 

····Enclosed is a copy of my postal or UPS receipt.•••• 

• CREDIT NOT RECEIVED 
( J I have received a credit voucher for the above listed charge, but it has not yet appeared on my account. A copy of the 

credit voucher is enclosed. 

• DIFFERENCE IN AMOUNT 
[ } The amount of this charge has been altered since the time of purchase. Enclosed is a copy of my sales draft showing the 

amount for which I signed. The difference of amount is $. _______ _ 

• COPY REQUEST 
[ ) I recognize this charge, but need a copy of the sales draft for my records. 

• SERVICES NOT RECEIVED: Please enclose a separate statement with the date of the merchant contact 
and response. 
( ) I have been billed for this transaction; however, the merchant was unable to provide the services. 
( J Paid for by another means. My card number was used to secure this purchase; however. the final payment was made by 

check. cash, or another credit card. (Enclosed is my receipt. canceled check (front and back). copy of credit card 
statement. or applicable documentation demonstrating that payment was made by other means.] 

• NOT AS DESCRIBED 
[ ) The item(s) specified do not conform to what was agreed upon with the merchant. (The cardholder must specify what 

goods, services, or things of value were received. The cardholder must have attempted to return the merchandise and state 
so in his/her complaint.) 

• If none of the above reasons apply: 
Provide a complete description of the problem, attempted resolution and outstanding issues. Use a separate sheet of paper and 
sign and date your description statement. 

P0050401 
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7. Fraud Affidavit 
Form 
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Please wait. .. 
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 

You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting http://www.adobe.com/ go/reader_download. 

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader. 

Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux. is the registered lradeJ1Jark of Linus Torvalds in the U.S. and other 
countries. 



8. Terms and Conditions 
for the Stt e of Nebraska 



TERMSANDCON~T~NS 

Bidders should complete Sections II through VI as part of their proposal. Bidder is expected lo read the Terms and 
Conditions and should initial either accept, reject, or reject and provide alternative language for each clause. The bidder 
should also provide an explanation of why the bidder rejected the clause or rejected the clause and provided alternate 
language. By signing the RFP. bidder is agreeing to be legally bound by all the accepted terms and conditions, and any 
proposed alternative terms and conditions submitted with the proposal. The State reserves the right lo negotiate rejected or 
proposed alternative language. If the State and bidder fail to agree on the final Terms and Conditions. the State reserves 
the right to reject the proposal. The State of Nebraska is soliciting proposals in response to this RFP. The State of 
Nebraska reserves the right to reject proposals that attempt to substitute the bidder's commercial contracts and/or 
documents for this RFP. 

The bidders should submit with their proposal any license, user agreement, service level agreement, or similar documents 
that the bidder wants incorporated in the Contract. The State will not consider incorporation of any document not submitted 
with the bidder's proposal as the document will not have been included in the evaluation process. These documents shall be 
subject to negotiation and will be incorporated as addendums if agreed to by the Parties. 

If a conflict or ambiguity arises after the Addendum to Contract Award have been negotiated and agreed to, the Addendum 
to Contract Award shall be interpreted as follows: 

1. If only one Party has a particular clause then that clause shall control; 
2. If both Parties have a similar clause, but the clauses do not conflict, the clauses shall be read together; 
3. If both Parties have a similar clause, but the clauses conflict, the State's clause shall control. 

A. GENERAL 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Citi would like to include our standard commercial card agreement as 
reference. Please refer to Appendix: Citibank Commercial Card Agreement. 

The contract resulting from this RFP shall incorporate the following documents: 

1. Request for Proposal and Addenda; 
2. Amendments to the RFP; 
3. Questions and Answers; 
4. Contractor's proposal (RFP and properly submitted documents); 
5. The executed Contract and Addendum One to Contract, if applicable ; and, 
6. Amendments/Addendums to the Contract. 

These documents constitute the entirety of the contract. 

Unless otherwise specifically stated in a future contract amendment, in case of any conflict between the 
incorporated documents. the documents shall govern in the following order of preference with number one (1) 
receiving preference over all other documents and with each lower numbered document having preference over 
any higher numbered document: 1) Amendment to the executed Contract with the most recent dated amendment 
having the highest priority, 2) executed Contract and any attached Addenda, 3) Amendments to RFP and any 
Questions and Answers, 4) the original RFP document and any Addenda, and 5) the Contractor's submitted 
Proposal. 

Any ambiguity or conflict in the contract discovered after its execution, not otherwise addressed herein, shall be 
resolved in accordance with the rules of contract interpretation as established in the State of Nebraska. 
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B. NOTIFICATION 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Contractor and State shall identify the contract manager who shall serve as the point of contact for the executed 
contract. 

Communications regarding the executed contract shall be in writing and shall be deemed to have been given if 
delivered personally or mailed, by U.S. Mail, postage prepaid, return receipt requested, to the parties at their 
respective addresses, or at such other addresses as may be specified in writing by either of the parties. All notices, 
requests, or communications shall be deemed effective upon personal delivery or three (3) calendar days following 
deposit in the mail. 

C. GOVERNING LAW (Statutory) 
Notwithstanding any other provision of this contract, or any amendment or addendum(s} entered into 
contemporaneously or at a later time, the parties understand and agree that, (1) the State of Nebraska is a 
sovereign state and its authority to contract is therefore subject to limitation by the State's Constitution. statutes, 
common iaw, and reguiaiion; (2) this contract wiii be interpreted and enforced under the iaws of the State of 
Nebraska; (3) any action to enforce the provisions of this agreement must be brought in the State of Nebraska per 
state law; (4) the person signing this contract on behalf of the State of Nebraska does not have the authority to 
waive the State's sovereign immunity, statutes, common law, or regulations; (5) the indemnity, limitation of liability, 
remedy, and other similar provisions of the final contract, if any, are entered into subject to the State's Constitution, 
statutes. common law, regulations, and sovereign immunity; and, (6) all terms and conditions of the final contract, 
including but not limited to the clauses concerning third party use, licenses. warranties, limitations of liability, 
governing law and venue, usage verification. indemnity, liability, remedy or other similar provisions of the final 
contract are entered into specifically subject to the State's Constitution, statutes, common law, regulations, and 
sovereign immunity. 

The Parties must comply with all applicable local. state and federal laws. ordinances. rules. orders. and regulations. 

D. BEGINNING OF WORK 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTESICOMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

The bidder shall not commence any billable work until a valid contract has been fully executed by the State and the 
successful Contractor. The Contractor will be notified in writing when work may begin. 

E. CHANGE ORDERS 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

The State and the Contractor, upon the written agreement, may make changes to the contract within the general 
scope of the RFP. Changes may involve specifications. the quantity of work, or such other items as the State may 
find necessary or desirable. Corrections of any deliverable, service, or work required pursuant to the contract shall 
not be deemed a change. The Contractor may not claim forfeiture of the contract by reasons of such changes. 
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The Contractor shall prepare a written description of the work required due to the change and an itemized rebate 
sheet for the change. Changes in work and the amount of compensation to be paid to the Contractor shall be 
determined in accordance with applicable unit prices if any. a pro-rated value, or through negotiations. The State 
shall not incur a price increase for changes that should have been included in the Contractor's proposal, were 
foreseeable, or result from difficulties with or failure of the Contractor's proposal or performance. 

No change shall be implemented by the Contractor until approved by the State, and the Contract is amended to 
reflect the change and associated rebates, if any. If there is a dispute regarding the rebate. but both parties agree 
that immediate implementation is necessary, the change may be implemented. and rebate negotiations may 
continue with both Parties retaining all remedies under the contract and law. 

F. NOTICE OF POTENTIAL CONTRACTOR BREACH 

Accept Reject Reject & Provide NOTESfCOMMENTS: 
(Initial) (Initial) Alternative within 

AT 

RFP Response 
(Initial) 

If Contractor breaches the contract or anticipates breaching the contract. the Contractor shall immediately give 
written notice to the State. The notice shall explain the breach or potential breach. a proposed cure. and may 
include a request for a waiver of the breach if so desired. The Slate may. in its discretion, temporarily or 
permanently waive the breach. By granting a waiver, the State does not forfeit any rights or remedies to which the 
State is entitled by law or equity, or pursuant to the provisions of the contract. Failure to give immediate notice. 
however, may be grounds for denial of any request for a waiver of a breach. 

G. BREACH 

Accept 
(Initial) 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

AT Citi proposes to utilize our standard commercial card agreement language 
around the termination of a contract. 

Either Part;< may terminate tl=lo contract, in wl=lolo or in part, if tho otl=lor Party broaches its dut;' to porfern:t its 
obligations undo; tho contract in a timely and proper manner. Ten:nination roql:liros written notice of default and a 
thirty (30) calendar day (or longer at tho non broaching Party's discretion consiGaring tho gravity and nature of tho 
default) cuFO period. Said notice shall bo delivered by Certified Mail, Rotl:lrn Receipt Roql:lostod., or in person witl=I 
proof of delivery. AIIO'.'.'ing limo to cl:lro a faill:IFO or broach of contract does not waive tho rigl=lt to immediately 
terminate tho contract for tho same or different contract broach which may occur at a different time. In case of 
Elefa\:llt-&f...tho Contractol';-#lo State may contract the s8fllico from other sourcos-aAa-held tho ContractoF-F06f*}nsible 
for any excess cost occasioned thereby. 

Tho State's failure to make payment shall not bo a broach, and tf:lo Contractor shall retain all available statuloPf 
remedies and protections. 

Citi's Alternative Language: 

"Either party may terminate this Agreement effective immediately upon notice in writing if the other party: {a) is the 
subject of an Insolvency Event: (b) fails to meet any of its payment obligations under this Agreement when due and for 
ten (10) days thereafter; (c) fails to meet any of its other obligations in this Agreement and does not remedy such failure 
within thirty (30) days after being notified in writing; {d) makes any representation or warranty that is false or incorrect in 
any material respect as of the Effective Date of this Agreement or becomes false or incorrect in any material respect at 
any time during the term of this Agreement; or (e) through merger. consolidation. acquisition or other fundamental 
corporate change, experiences a change in Control or sale of all or substantially all of such other party's assets (each of 
(a) through (e) being a "Termination Event"). Upon the occurrence of a Company Termination Event. the Bank may 
close each Account and cancel each Card, demand immediate payment of the full outstanding balance from the 
Company where the Company is liable hereunder for such amount {including amounts not yet reflected on an Account 

Page3 
RFP Boilerplate I 09/25/2017 



statement) whereupon all such amounts shall become immediately due and payable. and avail itself of all rights and 
remedies it may have, including in respect of any collateral." 

H. NON-WAIVER OF BREACH 

Accept 
(Initial} 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

The acceptance of late performance with or without objection or reservation by a Party shall not waive any rights of 
the Party nor constitute a waiver of the requirement of timely performance of any obligations remaining to be 
performed. 

I. SEVERABILITY 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

If any term or condition of the contract is declared by a court of competent jurisdiction to be illegal or in conflict with 
any law. the validity of the remaining terms and conditions shall not be affected, and the rights and obligations of 
the parties shall be construed and enforced as if the contract did not contain the provision held to be invalid or 
illegal. 

J. INDEMNIFICATION 

Accept 
(Initial) 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

AT Citi proposes alternative language to reflect our standard commercial card 
terms related to indemnity. 

QENERAl 
+Re ContFactor agreos to defend, indemnffy, and Rold Rarmless tRe State and its employees, volunteers, 
agents, and its elected and appointed officials ("tRe indel+lnifiod parties") f.rem and against any and all tRird 
party claims, liens, del+lands, damages. liability, actions, causes of astion, losses. judgments, costs. and 
expenses of every nature, including investigation costs and expenses, settlement cests, and attorney fees 
and expenses-fTh0-61aim~staiMEl-er-a&serted-against-t.Re-a-tate-mr porsenal i~pefl.y 
loss or damage, arising out of, resulting from, or attributable to tRe willful misconduct, negligence, error, or 
omissieA of !Re Contractor, its employees, Subcont·ractors. consultants. representatives, and agents, 
F8Sultin9 f.rom this contract, except to tRe extent SUGA Contractor liability is attenuated by any action of the 
State wRicR directly and proximately contributed to tRe claims. 

JNTEbbECTUAl PROPERTY 
The Contractor af'jrees it will , at its sole cost and expense, defend, indemnify, and hold harmless the 
indemnified parties from and against any and all claims, to tRe extent such claims arise out of, res1:1lt fFOR'lr 
or are attributable to, the actual OF alleged infringoment or misappropriation of any patent, copyrigRt, trade 
secret, trademark, or confidential information of any third party by tRe Conti=actor or its employees, 
S~stoFS, CORSl:ijlants, represontative~d. however, tRe State g~ves-tRe 
Contractor prempt notice in wfiti~e slaim, TR&-GoA\FaGtor may not settle any infringement claim lRat 
wUl-a#eGt-t,i:ie-St,ate!s-l,Jse-Gf-tl:le-bicensed ·Software-wit~e-a-tate!s-priaF-Wfil-teA-G<;)nsent, whic~t 
may be wilRheld for any reason. 
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4. 

If a judgment or settlement is obtained or reasonably anticipated against the State's use of any intellectual 
property for which the Contractor has indemnified the State, the Contraster shall, at the Contractor's solo 
oost and expense, promptly modify the item or items which ,;vero determined to be infringing, acquire a 
license or licenses on the State's behalf to provide the necessary rights to the State to eliminate tho 
infFingemen~te wflh a nen-infFiAging s1;1bstitute that f;)FOvid~e same 
functionality. At the State's eloot.ion, the actual or anticipated judgment may be treated as a breacl=H» 
warranty by the Contraster, and the State may receive tho remedies provided under this Ri::P. 

PERSONNEL 
The Contractor shall, at its expense, indemnify ana-RGld harmless the indemnified f;)arties from and against 
any claim with respect to withholding taxes, worker's compensation, employee benefits, or any other claim, 
demand. liability, damage, er less of any nature relating to any of the personnel, including subcontractor's 
and their employees, provides by tl=le Centra.ctor. 

SElF INSURANCE 
The State of Nebraska-i&-self-iRSt:1FOEl-fer-any loss and purchases excess iASYranco covorag&-f)l:H=Sl:laf.lt-to 
Nob. Rev. Stat. § 81 8,239.~eissue 2008). If ~FeS:l:lmod loss under tho previsi8As--of--tflis 
agreement, Contractor may file a claim with the Office of Risk Management pursuant to Nob. Rev. Stat §§ 
81 8,829 81 8,300 for review by the State Claims BoarEl. Tho State retains all rights and immunities 
~OHho State Miscellaneous (SoctiGn 81 8,294), Tort (Section 81 8,209), and Contract Claim Aols 
(Section 81 8,302), as outlined in Neb. Rev. Stat. § 81 8,209 et seq. and under any other previsions of law 
and accepts liability under1his agreement to tho extent provided by law. 

The Parties acknowledge that Attorney General for tho State of Nebraska is required by statute to 
represent tho legal interests of tho State, and that any pro\tision of this indemnity clause is subject to tho 
statutory authority of the Attorney General. 

Citi's alternative language: 

(a) "Each party must obtain the other party's prior written approval of the desired fonl'l and manner of use of said other 
party's Mark(s}.The Company hereby grants to the Bank a non-exclusive, non-sublicensable, revocable, royalty-free 
license to use the Company's trademark(s). service mark(s), tradename(s), trade dress(es). or other like mark{s} 
(the "Company Mark(s)") in connection with the Program. Additionally, the Bank hereby grants to the Company a 
non-exclusive, non-sublicensable, revocable, royalty-free license to use the Bank's "Citibank" trademark (the 
"Citibank Mark"} (the Company Mark(s) and the Citibank Mark, individually and collectively, the "Mark(s)") in 
connection with the Program. Each party acknowledges that it acquires no title or interest in or to any Mark(s) of the 
other party by virtue of this license and all use of the other party's Mark(s) inures to the benefit of the owner of said 
Mark(s). Each party represents that it has secured all consents required to enable it to grant this license. Each party 
will ensure that the quality of services it provides in association with the other party's Mark(s) is in accordance with 
the standards set forth by said other party. If these standards are not maintained, the other party may immediately 
terminate the license granted herein. Upon termination of this Agreement, the licenses granted under this Section 
15 will automatically terminate." 

(b) "Each party (an "Indemnifying Party"} agrees to indemnify, defend and hold the other party (an "Indemnified 
Party") harmless from and against any and all loss, cost. damage or liability, including reasonable legal fees and 
costs, arising directly or indirectly as a result of any third party claim or cause of action for infringement 
("Infringement Claim") of any Mark(s) asserted against the Indemnified Party by virtue of the Indemnified Party's 
use of or reference to the Indemnifying Party's Mark(s) in accordance with the terms of this Agreement. The 
Indemnifying Party will have the right to control and direct the investigation, defense and settlement of each such 
claim. The Indemnified Party shall reasonably cooperate with the Indemnifying Party in connection with the 
foregoing. If the Bank is the Indemnified Party, the Company shall reimburse the Bank for all costs associated with 
issuing new Cards, if required, that do not infringe the Mark(s) of a third party." 

K. ATTORNEY'S FEES 

Accept Reject Reject & Provide NOTES/COMMENTS: 
(Initial) (Initial) Alternative within 

RFP Response 
Clnitiall 

AT 
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In the event of any litigation, appeal, or other legal action to enforce any provision of the contract. the Parties agree 
to pay all expenses of such action, as permitted by law and if order by the court, including attorney's fees and costs, 
if the other Party prevails. 

L. LIQUIDATED DAMAGES 

Accept 
(Initial) 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

AT The process for administering liquidated damages is not defined and does not 
correspond with standard Citi commercial card practices. The alternative 
language reflects our standard commercial card aoreemenl terms. 

Tho fellowing required schedule of liquidated damages in the fon'R of fees for failure to µerform eertain roqwements 
in the eontract issued from this RFP. 

+J:l~ted damages aFe catogorizod as ·t-01lows; 

Stanaard $500 por 24 hour µorioa 
High $1 ,000 per 24 hour µorioa 

LiEjuiaatea Elamages may be chargee by tho State or Card Program Administrator(s) (Administrator) unaor this 
paragrapl. f-Or eaeh day or partial day tho eontraetor has failed to perform or comply with certain requirements in tho 
contract issued from this RFP, other than failures· caused by tho State or eircumstancos beyond l'l:le:-Gontrol of tho 
Contractor oi:-its-agonts, as in natural disasters, otc. 

4,,. Unrosol>1od requirements: 

a. All Standard and High category roquirement6 will move to critical level of liquidated damages if 
not resolved within 48 business hours after notification to the Centractor. 

b. All critical category requirements will double in liquidated damages payment if not resolved with!R 
24 hours after nefification to tho Contractor. 

2. Purchasing Card SoF¥icos 

a. Required Reporting 
\l\lithin five business €lays of tho Contractor being nolif.ioa by tho State or an Aeministrator, that 
reports have not boon pro,..ieoe, tho Contractor >.'fill make available tho requiroe reporting to tho 
State or tho contractor will pay liquidated damages. 

Category: Staneard 

b. Card-program transaction tile 
Upon being notifioe by the State or the care program ropresontativo or an Aaministrator that tho 
1*0Qfi3m was not-able--to--eGWFHeaalretr.Jeve/reeeive-any- eard- r:>ro§faffl--tr-ansaotion file, tho 
Contractor will either resolve tho situati8A-Witl=lin 24 hours (oxclueing wookones ane holidays) 
after Fiot-ification or pay liquidatoe damages. 

Category: Higl=I 

c. Transaction Authorization 
Upon being notifiee by a State roprosentati\10 or an Aeministrator that tho program cardl.oldors 
wore not aelo ta utilize issuee ane authorizoe cards duo to contractor system failure, tho 
Cent.raGtor--wHl-ither resolve tho situation ¥,«£thin 24 hours after notification so that tho State 
careholdors can uso their eards f-Or purchase and transaGtiORS-aro authorizoe or pay Ii~~ 
eamagos. This mmludos instances whore tho merchant does not accept cares for payrnont, card 
association syslorn failures, ane 11. Terrns ane CondiUons. 0. Force Majouro. 

Catogery: Critical 

Page6 
RFP Boilerplate I 09/25/2017 



d. Rebate Remittance 
Upon being notified by a State Representative or an Administrator that tho State has net recei•.iod 
the rebate duo tho State, tho Contractor will either rosolv.o tho situation within 72 business hol:IFS 
after notification fr-Om the State so tha:t tho State has received tho rebate er pay liquidated 
aa~es,. 

Category: l=ligh 

e. ~~~site 
Upon being notified by a State Representative or an Administrator by email that the Contractor's 
on lino website is una•.iailablo, the Contractor shall c1:1ro the situation within one business day 
after notification or pay liquidated damages 1:1ntil the Contractor is aslo to got tho website working 

~ 

Category: High 

As to any liquidated damages owing hereunder, Contraetor will pay liquiaated-Eiamagos to card pFOgram 
by-the-tenth (10th) Business Day of thQ,-fflonth following the-meRIR-#lat the damages were incurred. 

Tho State Treasur:or, in consultation with tt:10 af)f)ropriato Administrator(s), may at his/her f:liscrotion waiv.e 
a liquidated damage f)aymont. 

Citi's alternative language: 

"To the extent that State of Nebraska suffered direct damages resulting from negligent mistakes or errors of Citi, Citi would 
be responsible to reimburse State of Nebraska for those damages. Events resulting in damages can have more than one 
cause. For such an event, Citi's initial focus would first be on discovering the root causes for such an event and correcting 
any Citi mistakes or errors that may have contributed to the event. Citi has no prescribed formula for determining and paying 
damages for a complicated event with many causes, and each such event would need to be reviewed on a case by case 
basis. If the event had multiple causes, Citi would agree to be responsible for a fair portion of the damages and would expect 
the other party to accept some responsibility as well. 

Errors and Losses 
Citi has encountered minimal instances of reimbursable errors relating to its contractual obligations. We have a track record 
of standing behind any operational errors we have caused that had direct financial impacts on our clients, reimbursing the 
client consistent with our service contracts. We will be happy to discuss in a more specific manner as we move to the next 
level. 

As a large third party service provider, Citi does occasionally experience operational-related errors or business interruptions. 
However, the exposures have been minimal and infrequent. We would hope that our independent references and other 
infonnation supplied will give you comfort regarding Citi's internal processes that are in place to discover, escalate, and 
report on any material errors that impact our clients. In particular, our Escalation Policy requires that each operating unit 
document all material service errors and report them to the State of Nebraska. The purpose of these procedures is to 
establish a framework to provide confidence that management is regularly and quickly apprised of any critical operational, 
legal, and regulatory issues. It is our goal to identify financial and service issues that reflect procedural or organizational 
problems within Citi that materially affect our clients and/or their shareholders." 

AND 
General Liability Standard 
Citi proposes to be responsible for any direct damages suffered by the State of Nebraska as a result of Citi's negligence or 
fraud in the performance of its services for the State of Nebraska. Citi does not take responsibility for special, indirect, or 
consequential damages.'' 

M. ASSIGNMENT, SALE, OR MERGER 

Accept Reject Reject & Provide NOTES/COMMENTS: 
(Initial) (Initial) Alternative within 

RFP Response 
(Initial) 

AT Citi proposes language in accordance with our standard commercial card 
agreement terms around Assignment. 
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Either Party may assi§fl-the centract upoR-lml!tial vaitton 3!¥-80FROnt of the-e~rty. Sbich agreomeAt-sl=la«-Aet 
be 1:1moasonably witAJ:1&14 

Tho Contractor retains tho Fight to enter into a sale, merger, acquisition, internal reorganization, or similar 
transaction i~ctor's business. Contractor agrees to cooperate with the State in exocutlA§ 
amendments to tho contract lo allow for the transaction. If a third party or entity is in¥Olvod in tho transactioR;-#lo 
Contractor will remain responsible for portormanco of tho contract until such time as tho person or entity involved in 
tho transaction agrees in writing to be. contractually bound by this contract and perform all obligations of the 
contract. 

Citi's proposed language: 

"Neither party may sell, assign or transfer this Agreement or any part thereof without the prior written consent of the other 
party; provided. however, that the Bank may assign any or all of its rights and/or transfer any of its obligations under this 
Agreement to any branch or Bank Affiliate without the consent of the State of Nebraska provided that such assignee has the 
ability to perform the Bank's obligations under this Agreement. All the terms and provisions of this Agreement shall inure to 
the benefit of and be binding upon the parties hereto and their respective successors and permitted assigns. State of 
Nebraska acknowledges that the Bank may, from time to time, subcontract for the performance of any of its obligations 
under this Agreement, provided that the use of subcontractors by the Bank shall not relieve the Bank of any obligation, duty 
or liability under this Agreement." 

N. CONTRACTING WITH OTHER NEBRASKA POLITICAL SUB-DIVISIONS 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Citi would like to include the proposed standard commercial card Participating 
Agreement for any political sub-division that would like to join State of 
Nebraska's contract. Please refer to Appendix: Nebraska Participation 
Agreement. 

Any State official, state agency, or political subdivision may utilize the state purchasing card program (Neb. Rev. 
Stat. §81-118.02 (2)). The terms and conditions, including price, of the contract may not be amended. The State 
shall not be contractually obligated or liable for any contract entered into pursuant to this clause. A listing of 
Nebraska political subdivisions may be found at the website of the Nebraska Auditor of Public Accounts. 

0 . FORCE MAJEURE 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Citi accepts the State's provisions and would like to propose additional 
language. 

Neither Party shall bl:l liable for any costs or damages, or for default resulting from its inability to perform any of its 
obligations under the contract due to a natural or manmade event outside the control and not the fault of the 
affected Party ("Force Majeure Event''). The Party so affected shall immediately make a written request for relief to 
the other Party, and shall have the burden of proof to justify the request. The other Party may grant the relief 
requested; relief may not be unreasonably withheld. Labor disputes with the impacted Party's own employees will 
not be considered a Force Majeure Event. 

Citi proposes the following additional language: 

"Notwithstanding anything herein to the contrary, the terms of this section shall not apply with respect to any payment 
obligations under this Contract." 
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P. CONFIDENTIALITY 

Accept 
(Initial} 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Citi proposes to include language on Confidentiality and Data Protection from 
our standard agreement to provide a comprehensive description of these terms. 

All materials and information provided by the Parties or acquired by a Party on behalf of the other Party shall be 
regarded as confidential information. All materials and information provided or acquired shall be handled in 
accordance with federal and state law, and ethical standards. Should said confidentiality be breached by a Party. 
the Party shall notify the other Party immediately of said breach and take immediate corrective action. 

It is incumbent upon the Parties to inform their officers and employees of the penalties for improper disclosure 
imposed by the Privacy Act of 1974, 5 U.S.C. 552a. Specifically, 5 U.S.C. 552a (i)(1), which is made applicable by 
5 U.S.C. 552a (m)(1}, provides that any officer or employee, who by virtue of his/her employment or official position 
has possession of or access to agency records which contain individually identifiable information, the disclosure of 
which is prohibited by the Privacy Act or regulations established thereunder, and who knowing that disclosure of the 
specific material is prohibited. willfully discloses the material in any manner to any person or agency not entitled to 
receive it, shall be guilty of a misdemeanor and fined not more than $5,000. 

Citi's additional language regarding Confidentiality and Data Protection : 

CONFIDENTIALITY; DATA PROTECTION 

(c) Definitions 

(i) "Confidential Information" means: 
(A) where the Disclosing Party (as defined below) is the Bank or its Affiliates. or any of their respective 

employees, partners, officers, contractors, agents and subcontractors: information relating to the Bank or 
Bank Affiliates received by the Company or any Participating Affiliate in connection with the Program, 
including, without limitation, Bank Personal Data, product information, technology (including software. the 
form and format of reports and on-line computer screens), pricing information, internal policies, operational 
procedures and any other information which is either designated by the Bank as confidential or proprietary 
at the time of disclosure or that a reasonable person would consider to be of a confidential or proprietary 
nature; and, 

(6) where the Disclosing Party is the Company or its Participating Affiliates, or any of their respective 
employees, partners. officers, contractors, agents and subcontractors: information relating to the 
Company. Participating Affiliates or Cardholders or their respective Related Parties received by the Bank 
in connection with the Program. including, without limitation, Company Personal Data. Account 
information. and any other information which is either designated by the Company as confidential or 
proprietary at the time of disclosure or that a reasonable person would consider to be of a confidential or 
proprietary nature. 

(ii) "Data Protection Laws" means all laws, enactments, regulations. mandatory regulatory policies and 
processes, and other legal requirements relating to or impacting on privacy and/or the Processing of Personal 
Data that are in force in the relevant jurisdiction(s) during the term of this Agreement; 

(iii) "Personal Data" means any information that can be used, directly or indirectly, alone or in combination with 
other information, to identify an individual, and includes Bank Personal Data and/or Company Personal Data. 
as the context requires; 

(A) "Bank Personal Data" means Personal Data relating to employees, partners, officers, contractors. agents 
and subcontractors of the Bank and/or any Bank Affiliates received by the Company or any Participating 
Affiliates in connection with the Program; 

(B) "Company Personal Data" means Personal Data relating to Cardholders, employees. partners, officers, 
contractors, agents and subcontractors of the Company and/or any Participating Affiliates, and their 
respective Related Parties received by the Bank or any Bank Affiliates in connection with the Program: 
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(iv) "Permitted Purposes" means the following purposes: {A) for the Bank lo provide the Program and ancillary 
services; {B} to fulfill foreign and domestic legal, regulatory and compliance requirements applicable to the 
Bank {including, without limitation, in connection with anti-money laundering laws and regulations, audit and 
reporting requirements, the maintenance of accounting and tax records}. and comply with any applicable treaty 
or agreement with or between foreign and domestic governments applicable to any of the Bank, Bank Affiliates 
and their agents; (C) to verify the identity of representatives of the Company and Participating Affiliates and 
Cardholders who contact the Bank or may be contacted by Bank; (D) in respect of the monitoring and recording 
of telephone calls, as provided in Section 19(g), to help maintain service quality, train staff and deal with 
complaints, disputes and potential criminal activity; {E) to monitor and analyze the use of any Account, in each 
case to prevent fraud, assure security, and for statistical and trend analysis; (F} to operate the Bank's risk and 
control systems and management information systems; (G) to allow system administration, operation, testing 
and support; (H} to investigate and remediate Security Incidents; (1) to enforce a party's rights or performing a 
party's obligations under this Agreement; and (J) lo manage the Bank's relationship with the Company and the 
Participating Affiliates. 

(v) "Processing" and "Process" means any operation or set of operations performed on Personal Data manually 
or automatically, such as collection, recording, organization, storage, adaptation or alteration, retrieval, 
accessing. consultation, use, disclosure by transmission, dissemination or otherwise making available, 
alignment or combination, blocking. erasure or destruction. 

(d) Protection of Confidential Information: The party receiving Confidential Information ("Receiving Party") of the 
other party ("Disclosing Party") will exercise at least the same degree of care with respect to the Disclosing Party's 
Confidential Information that the Receiving Party exercises to protect its own Confidential Information of a similar 
nature, and in any event, no less than reasonable care. 

(e) Use and disclosure of Confidential Information: The Disclosing Party hereby grants the Receiving Party the 
right to use or disclose the Disclosing Party's Confidential Information to the extent necessary to accomplish the 
Permitted Purposes. The Receiving Party will only use and disclose the Disclosing Party's Confidential Information 
to the extent permitted in this Section 12(c). 

(f) Disclosure to Representatives: The Receiving Party may disclose the Disclosing Party's Confidential Information 
and the terms of this Agreement to those of the Receiving Party's employees. Affiliates, professional advisers, 
agents, contractors and subcontractors (collectively ''Representatives") who have a "need to know" such 
Confidential Information, although only to the extent necessary to fulfill the purposes set forth in Section 12(c) 
above. The Receiving Party shall ensure that any of its Representatives to whom it does disclose the Disclosing 
Party's Confidential Information shall be bound to keep such Confidential Information confidential. 

(g) Disclosure to designated third parties: The Company and/or a Participating Affiliate may request the Bank to 
communicate with third parties designated by the Company or Participating Affiliate, such as Travel Management 
Companies, VCA Integrators and merchant vendors, in connection with the Program. If the Bank receives such a 
request, then the Bank may disclose certain Company Confidential Information to such third parties. The Bank may 
also disclose to Card Networks, acquiring banks, and merchants such Company Confidential Information as is 
required in connection with the transaction authorization and clearing process, the dispute process. and as 
otherwise necessary to provide the Program. 

(h) Exceptions to Confidentiality: Notwithstanding anything in this Agreement to the contrary, the following 
information shall not be deemed Confidential Information of either the Bank or the Company: information (i) that is 
in or enters the public domain other than as a result of the wrongful act or omission of the Receiving Party or its 
Affiliates, or their respective employees, contractors, agents or subcontractors, (ii) that is lawfully obtained by the 
Receiving Party from a third party or already known by the Receiving Party in each case without notice of any 
obligation to maintain it as confidential, (iii) that was independently developed by the Receiving Party without 
reference to the Disclosing Party's Confidential Information, and (iv) that an authorized officer of the Disclosing 
Party has agreed in writing that the Receiving Party may disclose on a non-confidential basis. 

(i) Legal disclosure: To the extent permitted by the Program Jurisdiction's applicable law, the Receiving Party may 
disclose the Disclosing Party's Confidential Information pursuant to legal process, or pursuant to any other foreign 
or domestic legal and/or regulatory obligation or request, or agreement entered into by any of them and any 
governmental authority, domestic or foreign. or between or among any two or more domestic or foreign 
governmental authorities. including disclosure to courts, tribunals, and/or legal, regulatory, tax and government 
authorities. The Receiving Party shall use reasonable efforts to give the Disclosing Party advance notification of 
any intended disclosure to be made further to proceedings before any court or tribunal, if it is reasonably practicable 
and legally permissible to do so. The Receiving Party shall use commercially reasonable efforts to obtain 
reasonable assurances that any disclosed Confidential Information will be treated confidentially. 
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(j) Record Retention: On closure of any Accounts or termination of the Program, each party shall be entitled to retain 
and use the other party's Confidential Information (i) in order to fulfill legal, regulatory and compliance requirements 
applicable to such party, or (ii) for the Receiving Party's legitimate business purposes (including, without limitation, 
the maintenance of accounting and tax records, and the enforcement and defense of the Receiving Party's legal 
rights) to the extent that this is legally permissible and in accordance with its internal records management policy. 
Thereafter, the Receiving Party shall securely destroy or delete the Confidential Information. 

(k} Notices and Consents: The Company understands and agrees that the Bank, Bank Affiliates, their 
Representatives and third parties selected by the Bank, Bank Affiliates and the Company-designated third parties 
referred to in Section 12(e) ("Processing Entities") shall Process Personal Data disclosed to any of them in 
connection with this Agreement as described in this Section 12. To the extent required by Data Protection Laws, the 
Company shall ensure that it has provided the requisite notices or obtained the requisite consents to allow the 
Processing Entities to Process such Personal Data as described in this Section 12. 

(1) Protection of Personal Data: 

(i) Each party shall comply with Data Protection Laws which are applicable to it in transferring Personal Data to 
the other party and/or in Processing Personal Data received from the other party in connection with this 
Agreement: and, 

(ii) Each party shall apply adequate technical and organizational security measures to protect against 
unauthorized or unlawful damage to, loss, disclosure or destruction of all such Personal Data. Each party shall 
on request by the other party provide the requesting party with an overview of such measures that it maintains. 
provided that it is not required that such overview include any detailed information which if disclosed, in the 
view of the party, may in any way threaten or adversely impact on the adequacy of such measures. 

(m) Anonymi:zed and Aggregated Data: The Company agrees that the Bank and the Bank Affiliates may use 
Anonymized and/or Aggregated Data for their own purposes (including without limitation trend analysis), and that all 
intellectual property rights in any databases, reports or other works created as a result of such use shall vest in the 
Bank or the relevant Affiliate upon their creation and be its sole and exclusive property. For the purpose of this 
Section. "Anonymized and/or Aggregated Data" means data in respect of which all personal identifiers have been 
removed, and/or which has been aggregated with other data, in both cases such that the data cannot identify the 
Company. Participating Affiliates, or a natural person, and which had originally been obtained through Bank's 
electronic card management and reporting system. 

(n) Security Incidents: If a Receiving Party becomes aware of an incident whereby the security or confidentiality of 
Personal Data of the Disclosing Party within the custody or control of the Receiving Party has been materially 
compromised ("Security Incident"), the Receiving Party will investigate and remediate the Security Incident in 
accordance with its internal policies and procedures. The Receiving Party will notify the Disclosing Party of the 
Security Incident as soon as reasonably practicable (taking into account any legal or regulatory restraints on 
notification and the need to avoid prejudicing current investigations) after it becomes aware of the Security Incident 
and will provide reasonable co-operation and assistance to the Disclosing Party to remediate the impact of the 
Security Incident on the Disclosing Party. Each party agrees to respond to reasonable enquiries received from the 
other party in connection with the Security Incident, and where requested shall make available relevant employees 
to discuss such enquiries with the other party's representatives. 

Survival: The provisions of this Section 12 shall survive, with respect to Personal Data, for so long as the 
Receiving Party has possession, custody or control of such Personal Data. and for all other Confidential 
Information, for three years after the expiration or earlier tennination of this Agreement 

Q. EARLY TERMINATION 

Accept Reject Reject & Provide NOTES/COMMENTS: 
(Initial) (Initial} Alternative within 

RFP Response 
(Initial) 

AT Citi proposes our standard language around "Termination" and "Contract 
Term." 

~-t:ast may be termiflated as follo~ 
4. +t:ie State and the Gofltf:aGter. by m1:1t1:1ai written agreement, may termifl.ak:Hhe sontrast at any time,. 
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2. +l:le-State,iR-its-sale-dissr-etle~eFmiAat-84~t-r,ast-far any ffiaseA-1:1peR-thiFt.y-{~ooda~ 
wr-itteR--flGtiGe-t8-tl:le-G8AtfastaF:---SuSA-ter-miAatiaA shall net relieve the CoAtrasteH>~arraflty-Gr-Gtl:ler 
serviee obligatieAS ineurres uAser the te,ms of tho eoAtraet. IA the e•,ont of torminatioA tho ContractoF 
shall be oAtilles to paymeAt, seterminos on a pre rata basis, for prod1:Jcts or sePJieos satisfactorily 
performed or provided. 

3-:- The State may terminate the-GGAtfast-immeaiataly.far.ltla-fa~lewiA~ns; 
a. if sirected to de so by staMe; 
b. Contractor has made an assignment for tho benefit of creditors, has admittes in writing its inability 

le pay debts as they mat1:Jre, er has ceased operating in the noFmal course ef b1:Jsiness; 
c. a trnstee or receiver-ef..the-GGAtraGter or of any S1:Jbstantia4*1~e-Cooti:acter's assets has 

been appeintod by a court; 
d. fraud, misappropriation. embezzlemeAt, malfeasance, misfeasance, or illegal consuct portaiAing 

to perferrnanco 1:JA<:lor tho coAtract by its Centractor, its employees. offieors, dirostoFS.GF 
sharohelders; 

e. an involuntary pmceesing has boon commoneod by a~st4he ContracteH:fflEler..aRy 
ono of tho chapteFS of Title 11 of the UnitaEi States Code anEi (i) tho pFocooding has eooA ponEiing 
for at least sixty (60) calendar days; or (ii) the Contrastor has consented, eith~rassly or by 
operation of law, to tho entry of an order for relief; or (iii) tho Contractor has seen doeroed or 
adj1:Jdgod a dobtoF; 

f. a voluntary petition has boon filed by the ContFactoF under any of tho chapters of Title 11 of tho 
United States Code; 

g. Conlfaetor intentionally discloses confi~~ 
h. Contractor has or announces it will discontiAuo &1:Jpport of tho doli¥orablo; anEI, 
i. In tho o¥ont H:tndiAg is no loAgor a,•ailable. 

Citi's alternative language: 

TERMINATION EVENTS 

"Either party may terminate this Agreement effective immediately upon notice in writing if the other party: (a) is the subject of 
an Insolvency Event; (b) fails to meet any of its payment obligations under this Agreement when due and for ten (10) days 
thereafter; (c} fails to meet any of its other obligations in this Agreement and does not remedy such failure within thirty (30) 
days after being notified in writing: (d) makes any representation or warranty that is false or incorrect in any material respect 
as of the Effective Date of this Agreement or becomes false or incorrect in any material respect at any time during the term 
of this Agreement; or (e) through merger, consolidation, acquisition or other fundamental corporate change, experiences a 
change in Control or sale of all or substantially all of such other party's assets (each of (a) through (e) being a "Termination 
Event"). Upon the occurrence of a Company Termination Event. the Bank may close each Account and cancel each Card, 
demand immediate payment of the full outstanding balance from the Company where the Company is liable hereunder for 
such amount (including amounts not yet reflected on an Account statement) whereupon all such amounts shall become 
immediately due and payable, and avail itself of all rights and remedies it may have. including in respect of any collateral." 

CONTRACT TERM 

"Except as provided herein, this Agreement shall remain in full force and effect from the Effective Date and shall continue 
thereafter until terminated by either the Company or the Bank upon ninety (90) days' prior written notice to the other party. 
Upon the termination of this Agreement for any reason, all Accounts shall be deemed canceled effective upon termination 
and all outstanding amounts owed in connection with the Accounts shall be deemed immediately due and payable." 

R. CONTRACT CLOSEOUT 

Accept Reject Reject & Provide NOTES/COMMENTS: 
(Initial} (Initial) Alternative within 

RFP Response 
(Initial) 

AT Citi makes the below changes and proposes alternative language in 
accordance with our standard commercial card agreement. 
Please refer to Citi's alternative language around "Confidentiality; Data 
Protection" provided in "Section P: Confidentiality." 

Upon contract closeout for any reason the Contractor shall within 30 days, unless stated otherwise herein: 

TraAsfer all completoEI or partially completed deliverables to the State; 
Transfer ownership and title. to all completed or partially completed deli¥erables to the State; 

Page 12 
RFP Boilerplate I 09/25/2017 



3. Return to the State all information and data. unless the Contractor is permitted to keep the information or 
data by contract or rule of law. Contractor may retain one copy of any information or data as required to 
comply with applicable work product documentation standards or as are automatically retained in the 
course of Contractor's routine back up procedures; 

4. Cooperate with any successor Contactor, person or entity in the assumption of any or all of the obligations 
of this contract; 

Citi's additional language to #4: 

"The Period of Cooperation between the contractor and successor Contractor, person or entity should be 
limited to 90 days. The contractor should be entitled to be paid for Work properly performed by the 
Contractor prior to the end of the Period of Cooperation." 

5. Cooperate with any successor Contactor, person or entity with the transfer of information or data related to 
this contract; 

Citi additional language to #5: 

"The Period of Cooperation between the contractor and successor Contractor, person or entity should be limited to 
90 days. The contractor should be entitled to be paid for Work properly performed by the Contractor prior to the end 
of the Period of Cooperation." 

... 
7. 

Return or vacate any state owned real or f)eraonal f)FOf)erty; and, 
Return all data in a mutually acceptable format and manner. 

Nothing in this Section should be construed to require the Contractor to surrender intellectual property, real or 
personal property, or information or data owned by the Contractor for which the State has no legal claim. 

Please refer to Citi's previous alternate language around Confidentiality; Data Protection as part of our response to 
Section P: Confidentiality. 
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II. CONTRACTOR DUTIES 

A. INDEPENDENT CONTRACTOR/ OBLIGATIONS 

Accept 
(Initial) 

Reject 
(Initial) 

Reject & Provide 
Alternative within 

RFP Response 
(Initial) 

AT 

NOTES/COMMENTS: 

Citi requests the removal of the last three sentences of this provision in 
accordance with our standard practice around employees and subcontractors. 

It is agreed that the Contractor is an independent contractor and that nothing contained herein is intended or should 
be construed as creating or establishing a relationship of employment, agency, or a partnership. 

The Contractor is solely responsible for fulfilling the contract. The Contractor or the Contractor's representative 
shall be the sole point of contact regarding all contractual matters. 

The Contractor shall secure. at its own expense, all personnel required to perform the services under the contract. 
The personnel the Contractor uses to fulfill the contract shall have no contractual or other legal relationship with the 
State; they shall not be considered employees of the State and shall not be entitled to any compensation, rights or 
benefits from the State, including but not limited to, tenure rights, medical and hospital care, sick and vacation 
leave, sevP.rance p,iy, or rP.tin:~mP-nt tHmP.fit~. 

By-name personnel commitments made in the Contractor's proposal shall not be changed without the prior written 
approval of the State. Replacement of these personnel, if approved by the State, shall be with personnel of equal 
or greater ability and qualifications. 

All personnel assigned by the Contractor to the contract shall be employees of the Contractor or a subcontractor, 
and shall be fully qualified to perform the work required herein. Personnel employed by the Contractor or a 
subcontractor to fulfill the terms of the contract shall remain under the sole direction and control of the Contractor or 
the subcontractor respectively. 

With respect to its employees, the Contractor agrees to be solely responsible for the following: 

1. Any and all pay, benefits, and employment taxes and/or other payroll withholding; 
2. Any and all vehicles used by the Contractor's employees, including all insurance required by state law; 
3. Damages incurred by Contractor's employees within the scope of their duties under the contract; 
4. Maintaining Workers' Compensation and health insurance that complies with state and federal law and 

submitting any reports on such insurance to the extent required by governing law; and 
S. Determining the hours to be worked and the duties to be performed by the Contractor's employees. 
6. All claims on behalf of any person arising out of employment or alleged employment (including without limit 

claims of discrimination alleged against the Contractor, its officers, agents, or subcontractors or 
subcontractor's employees) 

If the Contractor intends to utilize any subcontractor, the subcontractor's level of effort, tasks, and time allocation 
should be clearly defined in the bidder's proposal. The Contractor shall agree that it will not utilize any 
subcontractors not specifically included in its proposal in the performance of the contract without the prior written 
authorization of the State. 

Citi requests that the following three sentences be removed from this provision. 

The State resep,,es the right ta r0c:i1:1ir0 the Contf:actor to reassign or romo11e from the project any Contractor or 
~ 

CoRtfaGtor shall ins1:1r0 that the terms aRe coneitioRs coRtainee in any contract with a s1:1ec0Rtractor does not 
conflict with the terms aRd coRditioRs of tf:lis contract. 

The Contractor shall iRcl1:1d0 a similar pFOvision, for--#le-pFOtoction of tho State, in the contract with any 
~uecontractor engaged to perfoffA-Werk on this contract. 
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B. EMPLOYEE WORK ELIGIBILITY ST A TUS 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

The Contractor is required and hereby agrees to use a federal immigration verification system to determine the 
work eligibility status of employees physically performing services within the State of Nebraska. A federal 
immigration verification system means the electronic verification of the work authorization program authorized by 
the Illegal Immigration Reform and Immigrant Responsibility Act of 1996, 8 U.S.C. 1324a, known as the E-Verify 
Program, or an equivalent federal program designated by the United States Department of Homeland Security or 
other federal agency authorized to verify the work eligibility status of an employee. 

If the Contractor is an individual or sole proprietorship, the following applies: 

1. The Contractor must complete the United States Citizenship Attestation Form, available on the 
Department of Administrative Services website at http://das.nebraska.gov/materiel/purchasinq.html 

The completed United States Attestation Form should be submitted with the RFP response. 

2 . If the Contractor indicates on such attestation form that he or she is a qualified alien, the Contractor agrees 
to provide the US Citizenship and Immigration Services documentation required to verify the Contractor's 
lawful presence in the United States using the Systematic Alien Verification for Entitlements (SAVE) 
Program. 

3 . The Contractor understands and agrees that lawful presence in the United States is required and the 
Contractor may be disqualified or the contract terminated if such lawful presence cannot be verified as 
required by Neb. Rev. Stat. §4-108. 

C. COMPLIANCE WITH CIVIL RIGHTS LAWS AND EQUAL OPPORTUNITY EMPLOYMENT/ 
NONDISCRIMINATION (Statutory) 

The Contractor shall comply with all applicable local. state, and federal statutes and regulations regarding civil 
rights laws and equal opportunity employment. The Nebraska Fair Employment Practice Act prohibits Contractors 
of the State of Nebraska, and their Subcontractors, from discriminating against any employee or applicant for 
employment, with respect to hire, tenure, terms. conditions, compensation, or privileges of employment because of 
race, color, religion, sex, disability, marital status, or national origin (Neb. Rev. Stat. §48-1101 to 48-1125). The 
Contractor guarantees compliance with the Nebraska Fair Employment Practice Act, and breach of this provision 
shall be regarded as a material breach of contract. The Contractor shall insert a similar provision in all 
Subcontracts for services to be covered by any contract resulting from this RFP. 

D. COOPERATION WITH OTHER CONTRACTORS 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Contractor may be required to work with or in close proximity to other contractors or individuals that may be working 
on same or different projects. The Contrnctor shall ~greP. to cooperate with such other contractors or individuals, 
and shall not commit or permit any act which may interfere with the performance of work by any other contractor or 
individual. Contractor is not required to compromise Contractor's intellectual property or proprietary information 
unless expressly required to do so by this contract. 
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E. PERMITS, REGULATIONS, LAWS 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

The contract price shall include the cost of all royalties, licenses, permits, and approvals, whether arising from 
patents, trademarks, copyrights or otherwise, that are in any way involved in the contract. The Contractor shall 
obtain and pay for all royalties, licenses, and permits, and approvals necessary for the execution of the contract. 
The Contractor must guarantee that it has the full legal right to the materials, supplies, equipment, software. and 
other items used to execute this contract. 

F. OWNERSHIP OF INFORMATION AND DATA/ DELIVERABLES 

Accept 
(Initial) 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

AT Citi proposes alternative language in accordance with our standard commercial 
card agreement. 

Tl=le State shall have the unlimited right te puelish, Eluplicate, use, anEI Elisclese all inf-Ormation and Elata developed 
or obtained by the Contractor on behalf of the State pursuant to this contract 

The State shall own and hold exclusive title to any deliverable de¥oloped as a result of this contra<:t. ContraGtof: 
shall have no ownershii;i interest er title, and shall not patent, license, or copyright, dui;ilicate, transf-Or, sell, or 
exchange, the design, specifications, concept, or deliverable. 

Citi's alternative language: 

"Notwithstanding the language in such provision, the parties acknowledge that State will be entitled to all intellectual property 
rights in such works or other materials which are specifically developed for State, other than modifications to (or derivative 
works of) Citi's existing materials or know-how or other work products funded by Citi itself." 
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G. INSURANCE REQUIREMENTS 

Accept 
(Initial) 

Reject 
(Initial} 

Reject & Provide 
Alternative within 

RFP Response 
nnitian 

AT 

Citi's self-insured language: 

NOTES/COMMENTS: 

Citibank would like to include the following self-insured language and proposes 
the below changes to specific provisions in accordance with our standard 
insurance policy. 
Related to 2. COMMERCIAL GENERAL LIABILITY INSURANCE AND 
COMMERCIAL AUTOMOBILE LIABILITY INSURANCE 
1. As it relates to independent contractors, Citi cannot guarantee third 
parties {subcontractors) can be covered under Citi's programs. Each 
Citi business unit will be responsible to ensure subcontractors have 
appropriate coverage. 
2. Citi requests that the State of Nebraska waive the requirement for 
Umbrella/Excess Liability coverage. Citi's underlying coverages provide 
$1 million per occurrence and appropriate for Citi's services. 
3. Citi and its subsidiaries self-insure cyber liability exposures for the 
limits referenced within the RFP coverage requirements. 
4. Citi requests to remove "Commercial Automobile Liability" as it is not 
relevant. 
5. Citi cannot agree to this requirement as Citi's policies and 
endorsements are confidential and cannot be provided to third parties 
for inspection. However, Citi can note the waiver of subrogation on the 
general liability certificate of insurance. 

Related to 3, Evidence of Coverage: 
6. Citi will endeavor to maintain coverages and cannot predict future 
market conditions. Citi reserves its option to self-insure if deemed 
appropriate. 

"Citigroup and its majority-owned subsidiaries ("Citi") utilize a significant amount of self-insurance in their risk management. 
If appropriate, we recommend that the self-insurance language below be included in your responses or referenced in your 
response. Although the self-insurance language is intended to be negotiated into the actual contract. it may be beneficial to 
alert the potential client up-front that it would be Citi's intention to have the language accepted and agreed in advance of the 
actual drafting of the contract language. Given Citi's financial size, focus on risk management and controls, this should not 
be a concern." 

Self Insurance Language 

"Citibank, NA shall have the option. either alone or in conjunction with Citigroup Inc., Citibank, NA's ultimate parent 
corporation, or any subsidiaries or affiliates of Citi. to maintain self insurance and/or provide or maintain any insurance 
required by this Agreement under blanket insurance policies maintained by [Citi Entity] or Citigroup Inc .. or provide or 
maintain insurance through such alternative risk management programs as Citi may provide or participate in from time to 
time (such types of insurance programs being herein collectively and severally referred to as "self insurance"), provided the 
same does not thereby decrease the insurance coverage or limits sets forth in [Section of Agreement]. Any self insurance 
shall be deemed to contain all of the terms and conditions applicable to such insurance as required in [Section of 
Agreement]. If Citibank. NA elects to self-insure, then, with respect to any claims which may result from incidents occurring 
during the Term, such self insurance obligation shall survive the expiration or earlier termination of this Agreement to the 
same extent as the insurance required would survive." 

The Contractor shall throughout the term of the contract maintain insurance as specified herein and provide the State a 
current Certificate of Insurance/Acord Form (COi) verifying the coverage. The Contractor shall not commence work on the 
contract until the insurance is in place. If Contractor subcontracts any portion of the Contract the Contractor must, 
throughout the term of the contract, either: 
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1. Provide equivalent insurance for each subcontractor and provide a COi verifying the coverage for the 
subcontractor; 

2. Require each subcontractor to have equivalent insurance and provide written notice to the State that the 
Contractor has verified that each subcontractor has the required coverage; or. 

3. Provide the State with copies of each subcontractor's Certificate of Insurance evidencing the required 
coverage. 

The Contractor shall not allow any Subcontractor to commence work until the Subcontractor has equivalent 
insurance. The failure of the State to require a COi, or the failure of the Contractor to provide a COi or require 
subcontractor insurance shall not limit. relieve. or decrease the liability of the Contractor hereunder. 

In the event that any policy written on a claims-made basis terminates or is canceled during the term of the contract 
or within one (1) year of termination or expiration of the contract, the contractor shall obtain an extended discovery 
or reporting period. or a new insurance policy, providing coverage required by this contract for the term of the 
contract and one (1) year following termination or expiration of the contract. 

If by the terms of any insurance a mandatory deductible is required, or if the Contractor elects to increase the 
mandatory deductible amount, the Contractor shall be responsible for payment of the amount of the deductible in 
the event of a paid claim. 

Notwithstanding any other clause in this Contract. the State may recover up to the liability limits of the insurance 
policies required herein. 

1. WORKERS' COMPENSATION INSURANCE 
The Contractor shall take out and maintain during the life of this contract the statutory Workers' 
Compensation and Employer's Liability Insurance for all of the contactors' employees to be engaged in 
work on the project under this contract and, in case any such work is sublet, the Contractor shall require 
the Subcontractor similarly to provide Worker's Compensation and Employer's Liability Insurance for all of 
the Subcontractor's employees to be engaged in such work. This policy shall be written to meet the 
statutory requirements for the state in which the work is to be performed, including Occupational Disease. 
The policy shall include a waiver of subrogation in favor of the State. The COi shall contain the 
mandatory COi subrogation waiver language found hereinafter. The amounts of such insurance shall 
not be less than the limits stated hereinafter. For employees working in the State of Nebraska, the policy 
must be written by an entity authorized by the State of Nebraska Department of Insurance to write 
Workers' Compensation and Employer's liability Insurance for Nebraska employees. 

2. COMMERCIAL GENERAL LIABILITY INSURANCE AND COMMERCIAL AUTOMOBILE LIABILITY 
INSURANCE 
The Contractor shall take out and maintain during the life of this contract such Commercial General 
Liability Insurance and Commercial Automobile Liability Insurance as shall protect Contractor and any 
Subcontractor performing work covered by this contract from claims for damages for bodily injury, 
including death, as well as from claims for property damage, which may arise from operations under this 
contract, whether such operation be by the Contractor or by any Subcontractor or by anyone directly or 
indirectly employed by either of them, and the amounts of such insurance shall not be less than limits 
stated hereinafter. 

The Commercial General Liability Insurance shall be written on an occurrence basis, and provide 
Premises/Operations, Products/Completed Operations, Independent Contractors, Personal Injury, and 
Contractual Liability coverage. The policy shall include the State, and others as required by the 
contract documents, as Additional lnsured(s). This policy shall be primary, and any insurance or 
self-insurance carried by the State shall be considered secondary and non-contributory. The COi 
shall contain the mandatory COi liability waiver language found hereinafter. The Commercial 
Automobile Liability Insurance shall be written to cover all Owned, Non-owned, and Hired vehicles. 
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REQUIRED INSURANCE COVERAGE 
COMMERCIAL GENERAL LIABILITY 

General Aaareqate $2,000,000 
Products/Completed Operations $2,000,000 
Aaareaate 
Personal/Advertisino lniurv $1 ,000,000 oer occurrence 
Bodilv lniurv/Propertv Damage $1 ,000,000 per occurrence 

Medical Payments $10,000 any one person 
Damaae to Rented Premises $300,000 each occurrence 
Contractual Included 
~eAEleAt GeAiFaGlers IAGh,:1aea 

If higher limits are required, the Umbrella/Excess Liability limits are allowed to satisfy the higher 
limit. 
WORKER'S COMPENSATION 

Emolovers Liabilitv Limits $500K/$500K/$500K 
Statutory Limits- All States Statutory - State of Nebraska 
USL&H Endorsement Statutory 
Voluntary Compensation Statutory 

COMMERCIAL AUTOMOBILE LIABILITY 
Bodilv lniurv/Prooertv Damaae $1 ,000 000 combined sinale limit 
Include All Owned, Hired & Non-Owned Included 
Automobile liabilitv 
Motor Carrier Act Endorsement Where Applicable 

UMBRELLA/EXCESS LIABILITY 
r'I, - . , __ 

cf",( ':\n"'- I'\"" 
' ' 

CYBER LIABILITY 
Breach of Privacy, Security Breach, Denial $1,000,000 
of Service, Remediation. Fines and 
Penalties 

MANDATORY COi SUBROGATION WAIVER LANGUAGE 
"Workers· Compensation policy shall include a waiver of subrogation in favor of the State of 
Nebraska." 

MANDATORY COi LIABILITY WAIVER LANGUAGE 

"Commercial General Liability & CoFR1+1ernial AuioFRobile Liability policies shall name the State of 
Nebraska as an Additional Insured and the policies shall be primary and any insurance or self-
insurance carried by the State shall be considered secondary and non-contributory as 
additionally insured." 

If the FRaAdatery COi subrogatioA waiver laAguago or FRaAdateFY COi liability waiv~F laAgl:Aago eA the COi 
states that the wai¥er is subjeGt te, GOAditioA upoA, or otherwise limit by the iASl:AFaAGe peliGy, a copy ef the 
mlevaAt seGliOAS e~~FRH.tod with the COi so tho State GaA FOView the liFRitaliOAS 
imposes by the iAsuFaAGe poliGy. 

3. EVIDENCE OF COVERAGE 
The Contractor shall furnish the Contract Manager, with a certificate of insurance coverage complying with 
the above requirements prior to beginning work at: 

Nebraska State Treasurer's Office 
Attn: Director of Treasury Management 
Nebraska State Capitol 
Suite 2005 
PO Box94788 
Lincoln, NE 68509 

Or Email to: NST.tmstaff@nebraska.gov 

These certificates or the cover sheet shall reference the RFP number, and the certificates shall include the 
name of the company, policy numbers, effective dates, dates of expiration, and amounts and types of 
coverage afforded. If the State is damaged by the failure of the Contractor to maintain such insurance, 
then the Contractor shall be responsible for all reasonable costs properly attributable thereto. 
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Reasonable notice of cancellation of any required insurance policy must be submitted to the contract 
manager as listed above when issued and a new coverage binder shall be submitted immediately to 
ensure no break in coverage. 

4. DEVIATIONS 
The insurance requirements are subject to limited negotiation. Negotiation typically includes, but is not 
necessarily limited to, the correct type of coverage, necessity for Workers' Compensa1ion, and the type of 
automobile coverage carried by the Contractor. 

H. ANTITRUST 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

The Contractor hereby assigns to the State any and all claims for overcharges as to goods and/or services provided 
in connection with this contract resulting from antitrust violations which arise under antitrust laws of the United 
States and the antitrust laws of the State. 

;. CONFLICT OF ;t,.1TEREST 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
{Initial) 

By submitting a proposal, bidder certifies that there does not now exist a relationship between the bidder and any 
person or entity which is or gives the appearance of a conflict of interest related to this RFP or project. 

The bidder certifies that it shall not take any action or acquire any interest. either directly or indirectly, which will 
conflict in any manner or degree with the performance of its services hereunder or which creates an actual or an 
appearance of conflict of interest. 

The bidder certifies that it will not knowingly employ any individual known by bidder to have a conflict of interest. 

The Parties shall not knowingly, for a period of two years after execution of the contract, recruit or employ any 
employee or agent of the other Party who has worked on the RFP or project. or who had any influence on decisions 
affecting the RFP or project. 

J. STATE PROPERTY 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

The Contractor shall be responsible for the proper care and custody of any State-owned property which is furnished 
for the Contractor's use during the performance of the contract. The Contractor shall reimburse the State for any 
loss or damage of such property; normal wear and tear is expected. 

K. SITE RULES AND REGULATIONS 
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Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

The Contractor shall use its best efforts to ensure that its employees, agents. and Subcontractors comply with site 
rules and regulations while on State premises. If the Contractor must perform on-site work outside of the daily 
operational hours set forth by the State. it must make arrangements with the State to ensure access to the facility 
and the equipment has been arranged. No additional payment will be made by the State on the basis of lack of 
access, unless the State fails to provide access as agreed to in writing between the State and the Contractor. 

L. ADVERTISING 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial} Alternative within 

RFP Response 
(Initial) 

The Contractor agrees not to refer to the contract award in advertising in such a manner as to state or imply that the 
company or its services are endorsed or preferred by the State. Any publicity releases pertaining to the project 
shall not be issued without prior written approval from the State. 

M. NEBRASKA TECHNOLOGY ACCESS STANDARDS (Statutory) 

Contractor shall review the Nebraska Technology Access Standards, found at hltp://nitc.nebraska.gov/standards/2-
201.html and ensure that products and/or services provided under the contract are in compliance or will comply with 
the applicable standards to the greatest degree possible. In the event such standards change during the 
Contractor's performance, the State may create an amendment to the contract to request the contract comply with 
the changed standard at a cost mutually acceptable to the parties. 

N. DISASTER RECOVERY/BACK UP PLAN 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Citi accepts and would like to include additional language. 

The Contractor shall have a disaster recovery and back-up plan, of which a copy should be provided upon request 
to the State, which includes. but is not limited to equipment, personnel, facilities, and transportation, in order to 
continue services as specified under the specifications in the contract in the event of a disaster. 

Citi requests to add the additional language: 

"As part of our effort to protect Citi and our clients, our business continuity plans are sensitive. proprietary, and confidential 
documents. You can appreciate that those concerns prevent us from disclosing specific details of our business continuity 
program. Nonetheless. Citi believes it is important to share with you that we have taken important steps to provide you with 
confidence in our commitment and ability to provide ongoing services in the event of a business disruption. 

Under audit and regulatory scrutiny, our business continuity plans are constantly reviewed and tested to monitor appropriate 
enhancements as technology advances, business plans evolve, and regulatory requirements change. 

We look forward to meeting your financial and business needs, secure in the knowledge that we are prepared to respond 
efficiently to various contingencies." 

Page 21 
RFP Boilerplate I 09/25/2017 



0. DRUG POLICY 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Contractor certifies it maintains a drug free work place environment to ensure worker safety and workplace integrity. 
Contractor agrees to provide a copy of its drug free workplace policy at any time upon request by the State. 
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Ill. PAYMENT 

A. PROHIBITION AGAINST ADVANCE PAYMENT 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Payments shall not be made to the Contractor until charges are billed by file transmission to the participating card 
programs. 

B. TAXES (Statutory) 

The State is not required to pay taxes and assumes no such liability as a result of this solicitation. Any property tax 
payable on the Contractor's equipment which may be installed in a state-owned facility is the responsibility of the 
Contractor. 

C. TRANSACTION FILE FOR PAYMENT 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
(Initial) 

Payment will be made from the transaction file with sufficient details in the proper electronic formal as requested by 
the administrator of each program. see Attachments E- G. Administrators contact information will be provided upon 
contract execution. The terms and conditions included in the Contractor's transaction file shall be deemed to be 
solely for the convenience of the parties. No terms or conditions of any such transaction file shall be binding upon 
the State, and no action by the State, including without limitation the payment in whole or in part, shall be construed 
as binding or stopping the State with respect to any such term or condition, unless the payment term or condition 
has been previously agreed to by the State as an amendment to the contract. 

D. INSPECTION AND APPROVAL 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial) Alternative within 

RFP Response 
{Initial) 

Final inspection and approval of all work required under the contract shall be performed by the designated State 
officials. 

The State and/or its authorized representatives shall have the right to enter any premises where the Contractor or 
Subcontractor duties under the contract are being performed, and to inspect, monitor or otherwise evaluate the 
work being performed. All inspections and evaluations shall be at reasonable times and in a manner that will not 
unreasonably delay work. 

E. PAYMENT 

Accept Reject Reject & Provide NOTES/COMMENTS: 
(Initial) (Initial) Alternative within 

RFP Response 
(Initial) 
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AT Citi proposes additional clarification language. 

State will render payment to Contractor when the terms and conditions of the contract and specifications have been 
satisfactorily completed on the part of the Contractor as solely determined by the State. (Neb. Rev. Stat. Section 
73-506(1)) Payment will be made by the responsible agency in compliance with the State of Nebraska Prompt 
Payment Act (See Neb. Rev. Stat. §81-2401 through 81-2408). The State may require the Contractor to accept 
payment by electronic means such as ACH deposit. In no event shall the State be responsible or liable to pay for 
any services provided by the Contractor prior to the Effective Date of the contract, and the Contractor hereby 
waives any claim or cause of action for any such services. 

Citi proposes the following additional language: 

"Cili requests that any contract termination does not relieve the State of Nebraska of any payment obligations." 

F. LATE PAYMENT (Statutory) 

The Contractor may charge the responsible agency interest for late payment in compliance with the State of 
Nebraska Prompt Payment Act (See Neb. Rev. Stat. §81-2401 through 81-2408). 

G. SUBJECT TO FUNDING I FUNDING OUT CLAUSE FOR LOSS OF APPROPRIATIONS 

Accept 
(Initial) 

AT 

Reject Reject & Provide NOTES/COMMENTS: 
(lnltlal} Alternative within 

RFP Response 
(Initial) 

The State's obligation to pay amounts due on the Contract for a fiscal years following the current fiscal year is 
contingent upon legislative appropriation of funds. Should said funds not be appropriated, the State may terminate 
the contract with respect to those payments for the fiscal year(s) for which such funds are not appropriated. The 
State will give the Contractor written notice thirty (30) calendar days prior to the effective date of termination. All 
obligations of the State to make payments after the termination date will cease. The Contractor shall be entitled to 
receive just and equitable compensation for any authorized work which has been satisfactorily completed as of the 
termination date. In no event shall the Contractor be paid for a loss of anticipated profit. 

H. RIGHT TO AUDIT (First Paragraph is Statutory) 

Accept 
(Initial) 

Reject Reject & Provide NOTES/COMMENTS: 
(Initial} Alternative within 

RFP Response 
(Initial) 

AT Citi proposes language in accordance with our standard commercial card 
agreement. 

Tho State shall havo tho right to audit tho Contractor's portormanco of this contr:act upon a 30 days' written notice. 
Centractor shall-oolrae-genor:ally aecoptod accounting principles, and shall maintain tho accounting records, and 
other records and infoFmalion roloi,«ant to the contr:act (Information) to onablo tho State to audit tho contract. The 
State may audit and tho Gontr:actor shall maintain, tho lnfom,ation during tho term of tho contract and for a poried4 
f.ive (1:'i) years after tho cemplotion of this centract or until all issues or litigation are l'esolvod, whichoi,1or is later. Tho 
Contractor shall make tho Information available to tho State at COF1tr:actor's f)laco of business or a location 
acceptable to both Parties €luring nom,al business hours. If this is not pi:actical or tho Contractor so elects, tho 
Contractor may provide oloctFGnic or paper copies of tho Information. Tho State rosoFvos tho right to examine-; 
make copies of, and take notes on any Information 1'0lovant to this colltr:act, regardless of tho form or tho 
Information, ho•N it is stored, or who possesses tho Information. Unser no circumstance will tho ContractGl'.-90 
required to create or Ff.laintain documents not kept in the ordinary course of contractor's business operations, nor. 
W#kGntfaGtor be required to disclose any information, including but not limited to product cost da~ 
OORf.idefltial-af-f*Gl*ietafy-te-oofltra~ 
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Tho Partio.s shall f)ay their own c.osts of tho audit unless the audit finds a f)f&liously undisclosed oveFf)aymont by 
the State. If a previously undisclosed O¥OFf)aymont exceeds one half of one percent (.5%) of tho total contract 
billings, or if f.raud, material misrof)rosontations, or non performance is discovered on the f)art of the Contractor, tho 
Contractor shall roimeurso tho State for tho total costs of tho audit. Ovorf)aymonts and audit costs owed to tho 
State shall eo f)aid within ninety days of writteR-AGtico of tho-Glaim. The Contractor agrees to cerrect any rnalofial 
weaknesses or conditioA--fol:IRd as a result of-tl:le..a~ 

Citi's alternative language: 

"The State has the right to request up to two times per year with ninety (90) days advance written notice to the Contractor. 
inspections and audits of all transaction records relating to this Contract for the then-current Contract Year and the previous 
Contract Year. "Contract Year" means each successive twelve (12} month period measured from the effective date of the 
Agreement. Audits shall include verification related to (a) the calculation of the rebates owed pursuant to this Contract, and 
(b) the calculation of any fees paid or owed by the State to the Contractor. All audited information and data shall be treated 
as the confidential information of the Contractor except as otherwise provided under the Contract." 

Page 25 
RF P Boilerplate I 09/25/2017 



l 
10. Nebraska 

Participation Agreement 



cffr 
- - - - - --- - - ------ - - ---

PARTICIPATION AGREEMENT 
(for use bv Participating Entities) 

Under the terms of [INSERT CONTRACT DETAILS] (as amended, the "Contract") between 
[INSERT CLIENT DETAILS] (the "Client") and Citibank, N.A. ("Citibank"), payment for charges 
made by each Paiticipating Entity and/or Cardholders of each Participating Entity is the responsibility of 
such Participating Entity. By signing this Participation Agreement, the Participating Entity agrees to be 
bound by the terms and conditions contained in this Participation Agreement and in the Contract. 
Additionally, by signing this Participation Agreement, the Client hereby consents to the participation in 
the Program by said Pa11icipating Entity. Capitalized terms used but not defined in this document shall 
have the respective meanings assigned to such terms in the Contract. 

Notwithstanding anything to the contrary in this Paiticipation Agreement or in the Contract, payment for 
all charges made by the undersigned Participating Entity and/or Cardholders of the undersigned 
Participating Entity shall be the sole responsibility of such Participating Entity. The undersigned 
Participating Entity agrees to the methodology for rebate calculation and terms for rebate payment, as 
appropriate, as set forth in the Contract. 

Before the Pa1ticipating Entity may have access to the services under the Contract and have Cards issued 
to it and/or its employees, Citibank must first perform a risk assessment and credit evaluation of the 
Participating Entity. Acceptance into the Program is contingent upon Citibank being satisfied, in its 
discretion, with such risk assessment and credit evaluation. The documentation required to be submitted 
for this assessment includes: 

1. Audited financial statements for the past two (2) years to initiate the credit evaluation 
Note: Soft copies via PDF are preferred method of delivery and can be sent via e-mail 
to (@citi.com 

2. A statement giving the Participating Entity's full legal name and Federal Tax ID and 
primary type of business or governmental entity 

3. A fully completed & signed copy of the request form on Exhibit A to this document (the 
"Request Form") 

4. A fully executed, signed & notarized copy of the Certification of Authority to Sign on behalf 
of the named Participating Entity (Exhibit B to this document). 

Documents are to be forwarded to: 

Citibank Commercial Cards 
388 Greenwich Street, 22nd Floor 
New York, NY 10013 

Upon a positive completion of the risk assessment and credit evaluation, Citibank will contact the 
Participating Entity via e-mail to initiate the completion of several additional fonns, including> but not 
limited to: the form establishing the Participating Entity's Program Administrator (PA); hierarchy fonns 
establishing hierarchies for administrative and reporting purposes; and depending on the number of 
Cardholders and types of Accounts to be requested, auto-enroll forms. 

Please Note: Signing the Request Form and establishing a Commercial Card Program binds the 
Participating Entity to the terms and conditions of the Contract and this Participation Agreement, and 
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obligates the Participating Entity to pay all charges made by Participating Entity and/or Cardholders of 
the Participating Entity. 

Except as provided in this Paiticipation Agreement or in the Contract, this Participation Agreement shall 
remain in full force and effect from rINSERT EFFECTIVE DATE FOR P ARTICIP AT ION 
AGREEI\1ENT] and shall continue thereafter until terminated by either the Paiticipating Entity or 
Citibank upon ninety (90) days' prior written notice to the other party. Upon the termination of this 
Participation Agreement for any reason, all Accounts shall be deemed canceled effective upon 
termination and all outstanding amounts owed in connection with the Accounts shall be deemed 
immediately due and payable. 

Pmticipating Entity acknowledges and agrees that the terms of the Contract may be modified by Citibank 
and Client from time to time, and in such event, the Participating Entity will be bound by the Contract, as 
modified. 

All notices from Citibank to the Participating Entity shall be sent by Citibank tu the Participating Entity at 
the contact information set forth in the Request Form, unless another address is designated by the 
Participating Entity in writing. All notices from the Participating Entity to Citibank shall be sent by the 
Participating Entity to Citibank at the contact infonnation set forth in the Request Form, unless another 
address is designated by Citibank in writing. 

The invalidity or unenforceability of any one or more prov1s1ons, sentences, c)auses, sections or 
paragraphs in this Pmticipation Agreement shall not affect the validity or enforceability of the remaining 
portions of this Participation Agreement or any part hereof. If any provision ( or portion thereof) of this 
Participation Agreement is found to be invalid or unenforceable, such provision (or portion thereof) shall 
be amended to be construed as nearly as possible to reflect the original intent of the pat1ies, and the 
remaining portions of this Participation Agreement shall remain in full force and effect in accordance 
with their tenns. 

[REMAINDER OF PAGE INTENTIONALLY LEFT BLANK] 
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EXHIBIT A 

Participating Entity's Program Request Form 

Reference is made to that certain [INSERT CONTRACT DETAILS] (as amended, the "Contract") 
between [INSERT CLIENT DET AILSJ (the "Client") and Citibank, N.A. ("Citibank"). Capitalized 
terms used but not defined in this document shall have the respective meanings assigned to such terms in 
the Contract. Under the tenns of the Contract, Participating Entities are permitted to participate in the 
Program provided for under the Contract. Payment for charges made by Participating Entity and/or 
Cardholders of the Participating Entity are solely the responsibility of the Participating Entity (provided 
that Citibank reserves its rights under the Contract, including, without limitation, with respect to setoff 
against any rebate due Participating Entity). The undersigned Participating Entity agrees that it is hereby 
bound by and subject to the terms and conditions set fmth in the Contract. 

Participating Entity Legal Name: 

Participating Entity Street Address: 

Pruticipating Entity Federal Tax ID: 

Participating Entity Contact: 

Contact E-mail Address: 

Contact Telephone Number: 

Program Type*: (Check Card or Account type selected) 

[ ] T &E Cards (Central Bill/Corporate Liability) 
[ ] Purchasing Cards (Central Bill/Corporate Liability) 
[ ] Virtual Card Accounts (Central Bill/Corporate Liability) 

* All Cards and Accounts are centrally billed and the liability ()fthe 
Participating Entity. 

Estimated Annual Spend for T &E Cards: _______________ _ 

Estimated Annual Spend for Purchasing Cards: --------------­

Estimated Annual Spend for Virtual Card Accounts: - ------------
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Estimated Number ofT&E Cards: ------------------­

Estimated Number of Purchasing Cards: ----------------­

Estimated Number of Virtual Card Accounts: ----------------
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INTENDING TO BE LEGALLY BOUND, and in exchange of good and valuable consideration, the 
receipt and adequacy of which are hereby acknowledged, the parties hereto have entered into this 
Participation Agreement as of the last date set forth below. 

AGREED TO AND ACCEPTED BY: 

[PARTICIPATING ENTITY] 

Signature: ---------------­
Name/Title: --------------­
Date: --------
Contact Information for Notices: 

Attention: -------

CITIBANK, N.A. 

Signature:---------------­
Name/Title: ---------------
Date: --------

Contact lnfonnation for Notices: 
701 East 60th Street No11h 
Sioux Falls, SD 57117 
Attention: Vicky Anderson 

CONSENTED TO BY: 

[CLIENT]: 

Signature:----------------
Name/Title: ______________ _ 
Date: --------

4833-4947·133 l, V. I 
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EXHIBIT B 

Certification of Authority to Sign 

Reference is made to that certain [INSERT CONTRACT DETAILSJ (as amended, the "Contract") 
between [INSERT CLIENT DETAILS] (the "Client") and Citibank, N.A. ("Citibank"), and the Request 
Form executed by IP ARTICIPA TING ENTITY] ("Pa1ticipating Entity") in connection with same. 
Capitalized tenns used but not defined in this document shall have the respective meanings assigned to 
such terms in the Contract. The Request Form used to initiate use of the Program by the Participating 
Entity must be fully and properly executed by an authorized officer or other executive of the Paaticipating 
Entity who is an authorized to bind the Paiticipating Entity contractually. 

The authorized individual that signs the Request Form must also sign this document certifying his or her 
authority to so sign the Request Form. 

CERTIFICATION: 
The undersigned, personally and on behalf of the Participating Entity identified above, does hereby state 
and certify to the Client and Citibank that he or she possesses the ex.press authority to sign the Request 
Form on behalf of the named Pa,ticipating Entity and to contractually bind the Participating Entity to the 
terms of the Participation Agreement and Contract. 

Name of Participating Entity 

Address 

City, State, Zip 

STATE OF -----

COUNTY OF ____ _ 

} 
} 
} 

Signature 

Typed or Printed Copy of Signature 

Title 

ACKNOWLEDGMENT 

On the day of in the year 20 _ , 
before me personally came: to me known, who, being 
by me duly sworn, did depose and say that he/she resides in · that 
he/she is (the President or other officer or director or attorney in 
fact duly appointed) of the entity described in 
and which executed the above instrument; and that he/she signed his/her name thereto by authority of 
said entity. 

Notary Public 
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Form A 
Bidder Contact Sheet 

Request for Proposal Number 5791 Z1 

Form A should be completed and submitted with each response to this RFP. This is intended to provide the State with 
information on the bidder's name and address, and the specific person(s) who are responsible for preparation of the bidder's 
response. 

Preparation of Response Contact Information 

Bidder Name: Citibank, NA 
Bidder Address: 

444 South Flower Street, Suite 2900 
Los Angeles, CA 90071 

Contact Person & Title: Tervanda Ayrapetyan, Vice-PresidenURelationship Banker 

E-mail Address: tervanda .ayrapetyan@citi.com 

Telephone Number {Office): (213) 833-2350 

Telephone Number (Cellular): (818) 438-1640 

Fax Number: (213) 785-1683 

Each bidder should also designate a specific contact person who will be responsible for responding to the State if any 
clarifications of the bidder's response should become necessary. This will also be the person who the State contacts to set 
up a presentation/demonstration, if required. 

Communication with the State Contact Information 

Bidder Name: Citibank, NA 

Bidder Address: 
444 South Flower Street, Suite 2900 
Los Angeles, CA 90071 

Contact Person & Title: Tervanda Ayrapetyan. Vice-PresidenURelationship Banker 

E-mail Address: tervanda.ayrapetyan@citi.com 

Telephone Number (Office): (213} 833-2350 

Telephone Number (Cellular) : (818} 438-1640 

Fax Number: (213) 785-1683 
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REQUEST FOR PROPOSAL FOR CONTRACTUAL SERVICES FORM 

BIDDER MUST COMPLETE THE FOLLOWING 
By signing this Request for Proposal for Contractual Services form. the bidder guarantees compliance 
with the procedures stated in this Request for Proposal, and agrees to the terms and conditions 
unless otherwise indicated in writing and certifies that bidder maintains a drug free work place. 

Per Nebraska's Transparency in Government Procurement Act, Neb. Rev Stat§ 73-603 DAS is required 
to collect statistical information regarding the number of contracts awarded to Nebraska Contractors. This 
information is for statistical purposes only and will not be considered for contract award purposes. 

NEBRASKA CONTRACTOR AFFIDAVIT: Bidder hereby attests that bidder is a Nebraska 
Contractor. "Nebraska Contractor" shall mean any bidder who has maintained a bona fide place of 
business and at least one employee within this state for at least the six (6) months immediately preceding 
the posting date of this RFP. 

I hereby certify that I am a Resident disabled veteran or business located in a designated 
enterprise zone in accordance with Neb. Rev. Stat. § 73-107 and wish to have preference, if applicable, 
considered in the award of this contract. 

I hereby certify that I am a blind person licensed by the Commission for the Blind & Visually 
Impaired in accordance with Neb. Rev. Stat. §71-8611 and wish to have preference considered in the 
award of this contract. 

FORM MUST BE SIGNED USING AN INDELIBLE METHOD (NOT ELECTRONICALLY) 

FIRM: Citibank, NA 

COMPLETE ADDRESS: 444 South Flower St. Suite 2900 
Los Angeles, CA 90071 

TELEPHONE NUMBER: (213) 833-2350 

FAX NUMBER: (213) 785-1683 

DATE: 5-2.-~ ti 
SIGNATURE: uJ ~~ 
TYPED NAME & TITLE OF SIGNER: Andy Taylor, Di rec t>r/~ ead of State and Local 
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