   QUICK REFERENCE GUIDE FOR AOPC’S & ALT. PC’s

VA CAS Managers   Phone #’s (800) 790-7206 option 4, ext.

Jeanette Antone – ext. 66056 jantone@citicorp.com 

Sarah Crawford – ext. 69884  sarah.a.crawford@citicorp.com
Mark Miller (VA CAS backup manager) ext.69899 mmiller@citicorp.com
CitiDirect Help Desk number (800) 790-7206 option 2, 

· new user ID’s & Password resets press 1

· all other questions press 2

Informational Websites

· CitiDirect Website: www.citidirect-gcs.com  

· Citibank Website: www.citibank.com  When accessing this website, click on Government Services, then go to References, then forms.  General Information can be found for both Travel & Purchase AOPC’s and Alternate AOPC’s.

· VA Website: http://www.va.gov/ofinop/valociti/  This website is updated with VA specific information.

GENERAL FAX  number (605) 357-2092 

· Used for all applications and maintenance forms.  

DISPUTE FAX number  (605) 357-2019

· All dispute forms should be faxed directly to this fax number.  Please make sure to keep your fax confirmation to verify that transmission was successful.  
· Disputed items should be submitted within 60 days from the posting date of the charge.  The cardholder, AOPC, or Dispute Officer should follow up within this timeframe.
Helpful Hints for AOPCs & Alt AOPC

· When deleting an AOPC or Alternate AOPC they will be also locked out of CitiDirect access. 
· (Purchase only) When deleting an approving official, make sure there are not open cardholder accounts listed under the approving official.
· Make sure all forms are completed in their entirety. All applications should contain five levels of hierarchy. Maintenance & application forms should be signed by an AOPC or Alternate  AOPC.  
· Purchase accounts cycle on the 23rd of each month
· Travel  & Central Billed Travel accounts cycle on the 25th of each month
·  Make sure all five levels of hierarchy are listed on any applications or maintenance forms.
· Plastic type should be marked on all applications.
· Cards that are mailed via UPS or Federal Express require a signature. A credit card will not be left by the courier service without a signature. 

Purchase Card Applications should contain the following:

· 32 character MAC/ASC code
· Five Levels of hierarchy
· AOPC or Alternate AOPC’s signature
· Government Standard should be marked for Plastic Type
· The standard MCC Templates of VAP000, VAP000A & VAP000B. MCC templates can be limited or changed per the AOPC or Alternate AOPC.
Travel Card Applications should contain the following:

· All five Levels of hierarchy listed on applications
· Cardholder Social Security Number
· Government Standard should be marked for plastic type
· Monthly cycle limit for IB Travel is $5,000.00 w/ $400.00 weekly cash advances. AOPC’s and Alternate AOPC’s can increase the credit limits for cardholders with high travel usage. Maximum limit is $10,000.00 monthly. 
· Cardholder and AOPC or Alternate AOPC must both sign the application
Hierarchy Information
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 Corp ID#









 In front 


Convenience
03600

all other hierarchy levels begin with the number 7. 

Check


00001= VHA 

00002= VBA

00003= NCA

00004= Administration Offices

00005= VR&E Vocational Rehab &Education 

Commonly Used Credit Ratings





V9 = Closed Agency’s Request



F1 = Lost Card

V8 = Closed Individual’s Request



T2 = Returned Mail

T1 = Employee Terminated, Retired or left the Agency 
B9 = Deceased Cardholder

M9= Closed by Citibank/Duplicate Account

G5 = Permanent Closure 

T4 = Never Received Card (NRI)



         due to past due

 

T5 = Stolen/ Unauthorized MO/TO

T6 = Fraud Early Warning block(FEW)

