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Two easy-to-implement programs  
that create spending efficiencies
and cost savings

New York State Purchase and Travel Card 
Program for municipalities, non-profits  
and universities
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A simpler, more effective way
to buy goods and services

… and to manage  
travel expenses

Key benefits of using purchasing 
cards include:
• Reduced administrative costs 

— Traditional purchase order 
and check payment processes 
can cost as much as $70 – $80 
per purchase in administrative 
overhead when all expenses 
are factored in. New York State 
Office of the State Comptroller 
(OSC) estimates a conservative 
savings of at least $24 per 
purchase1

• Cash rebates — Your 
organization will receive a 
quarterly cash rebate, based 
on the volume of your card 
purchases, from Citibank2

• Streamlined procurement 
program — Get faster access to 
the resources you need to run 
your business

• Liability protection — You are 
protected if your card is lost, 
stolen or used for fraudulent  
or unauthorized purchases

Use a card to pay for your travel 
expenses and:
• Eliminate cash advances — 

Increase your ability to audit 
purchases and reduce the risk 
of cash being stolen or lost 
during travel

• Cut costly check and voucher 
payments — The costs to 
produce a check for travel 
expenses can sometimes equal 
or exceed the cost of low-value 
purchases such as meals and 
parking

•   Gain access to city pairs 
discounts — You must use a 
New York State Travel Card to 
take advantage of reductions 
and discounts available 
through the statewide travel 
contract and the city pairs 
discounts. Additional details 

on these programs can be 
accessed on the New York 
State Office of General 
Services website

• Get collision damage waiver 
protection — Reimbursement 
is provided for theft and 
collision damage up to the 
value of most rental cars3

• Access Visa travel and 
emergency assistance — 
If the need arises, get 
connected with emergency 
services, including medical 
and legal services, emergency 
tickets and transportation, 
lost luggage locator service, 
pharmaceutical prescriptions, 
and valuable document 
delivery

The New York State Purchase Card Program offers you  
an easier, more cost-effective way to procure goods  
and services for your organization. When you use a 
purchase card, you can create fiscal efficiency by  
reducing the time and costs associated with buying  
and paying for purchases. 

The New York State Travel Card Program provides a 
proven way for you to reduce costs, streamline travel 
planning and simplify expense reimbursements. Plus,  
it enables you to earn rebates on your travel spending.

3See program details for coverage and eligibility

1Source: NYS OSC Audit Report 2007-S-27
2 For details on rebate payment please  
contact Kerri Escobedo, 212.816.6304, 
kerri.lynn.escobedo@citi.com
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Limit or expand usage to meet 
your needs and comfort level

You and your program 
administrator can:
• Issue, activate and deactivate 

cards

•  Set single purchase and  
credit limits

•  Restrict transactions per  
day or per month

•  Block merchant types  
or merchants 

Plus, easy-to-use online tools  
let you:
•  Review statements and 

reconcile transactions with 
purchase approvals and 
receipts

•  Dispute transactions

•  Audit activity by cardholder, 
department or merchant

•  Allocate transactions to  
cost centers or general  
ledger codes

•  MWBE reporting information

Whether you choose to use purchase cards or travel  
cards to manage your spending, you can start small and 
expand card usage as your comfort level and experience  
increase. You can, for example, begin with just a few  
cards for key staff members and grow from there.  
In addition, cards can be configured to align with your 
specific procurement policies.

Why use the New York State  
Card Programs?

• OGS has done the procurement 
work for you, creating a master 
contract that you can leverage

•  You also benefit from the 
State’s total purchase volume 
to earn maximum cash rebates 
on your annual purchases 

• There is no cost to use the 
program, no matter how many 
cards or users are in your 
organization

•  Dedicated support personnel 
will get you up and running 
quickly and your program 
administrators will have 
unlimited access to recurring 
training sessions

Added convenience and efficiency are only a few reasons 
to take advantage of the New York State Purchase and 
Travel Card Programs. Other reasons include:
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Getting started is as easy  
as 1-2-3

Once you’re ready to join, simply 
visit the OGS website and search 
Award 22712.
1.  Click on Resources and 

Forms and download the 
Participation Agreement. 
• Identify the quantity of  

cards required
•  Estimate your credit 

requirements

2.  Provide two years of 
financial statements.

3.  Submit your information.  
to Kerri Escobedo, via the  
email address below, to  
start the process. 
kerri.lynn.escobedo@citi.com

After your Participation 
Agreement has been processed, 
a Citibank representative will 
contact you to begin setup. 
Cards are typically issued  
two weeks after receipt of 
completed setup submissions.

4. Rebate Payment Form. 
Download and complete the 
rebate payment instruction 
form. Please note, this needs 
to be submitted via a secure 
method as it contains your 
deposit account information.

Getting your New York State Purchase Card or Travel Card 
up and running is simple. There are no arduous forms or 
lengthy agreements to fill out since a master contract is 
already in place. 

If, however, you’d like additional details about the State’s 
program and how it can meet your needs, contact Citibank: 

Mel Deane 
212.816.3471 
mel.deane@citi.com

Maureen Bilbrey 
703.234.7319 
maureen.bilbrey@citi.com

Kerri Escobedo 
212.816.6304 
kerri.lynn.escobedo@citi.com

Support from Citibank,  
an innovator and leader in  
card programs

• Proven expertise — As a 
leading public sector card 
issuer and a provider to  
New York State for more  
than six years 

•  Flexibility — To support 
programs of any size, from five 
cards to 50,000 

•  Leading technology — For 
online card management  
and reporting

•  Robust infrastructure —  
That ensures speedy,  
efficient account setup  
and card issuance

• Dedicated support — Available 
24/7 for cardholders and from  
7 a.m. to 9 p.m. for program 
administrators

• Specialized cards — Including 
ghost and declining balance 
cards for added control

Citibank, a premier purchase and travel card company, 
supports New York State’s cardholders with: 
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