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A Message to Billing Officials 
Welcome to U.S. Bank and CAL-Card, the State of California’s Purchasing Card Program.  This guide will help Billing 
Officials with the administration of their purchasing card program.  It includes valuable information about the technologies 
that make the program work most efficiently, and the latest tools to help the agency/organization effectively manage the 
payment process. Please read this guide thoroughly and retain it as a reference tool when questions arise.  
 
 
Contact Us 
 
U.S. Bank Customer Service  
Contact us 24 hours a day, seven days a week 

Toll Free:   800-344-5696 

Outside the U.S., call collect: 701-461-2010 

Fax:     866-851-7347  

Outside the U.S., fax: 701-461-3464  
        
 
 
Billing Official Responsibilities 
Depending upon an agency’s/organization’s structure, the Billing Official has responsibility for managing the billing and 
payment processes of the purchasing card program. 

Specific responsibilities may include: 
• Receiving and reconciling the official invoice (Corporate Account Summary) at the cycle date via paper or 

electronically via the U.S. Bank electronic access system, Access Online® 

• Reviewing and reconciling Cardholder statements to the Corporate Account Summary to ensure that receipts and 
documentation are in order 

• Ensuring the Corporate Account Summary is in order for payment to U.S. Bank in accordance with the State of 
California CAL-Card Agreement and the contract’s 45 day payment terms 

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

• Analyzing and monitoring U.S. Bank® reports on statements, payment performance and delinquencies 

• Ensuring prompt payment is made to U.S. Bank in order to take advantage of the State of California prompt payment 
rebate/incentive 

• Working with U.S. Bank to resolve payment issues 
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Billing Official Instructions 
 
1. Procedures  
As a Billing Official, it’s important to understand how the purchasing card program works in accordance with the 
agency/organization standard procedures. 
 
Cardholders are sent a U.S. Bank Purchasing Card after a Cardholder Setup has been completed by the agency/organization 
Program Administrator and processed by U.S. Bank.  The Cardholder acknowledges receipt of the card by calling U.S. Bank 
Customer Service to activate the account. 

Purchasing cards may be used at the types of merchants designated by the agency/organization that accept Visa Purchasing 
cards for payment.  Cardholders are advised to retain receipts for verification against their statement. 

2. Authorized Uses 
Authorized uses of a purchasing card vary between agencies/organizations.  Please refer to your agency’s/organization’s 
policies and procedures for specific guidelines and authorized purchase information. 

3. Prohibited Uses 
The CAL-Card program prohibits the purchase of certain items.  These include: 
• Financial institution/manual cash 

• Financial institution/auto cash 

• Financial institution/merchandise 

• Non-financial institution/Foreign Currency, Money Orders, Traveler’s Checks 

• Security brokers and dealers 

• Timeshares 

• Fines 

• Bail and bond payments 

• Wire transfer – money order 

• Dating and escort services 

• Massage parlors 

• Betting/track/casino/lotto 

Agencies/organizations may further restrict the type of purchases Cardholders are authorized to make using the purchasing 
card.  Cardholders have been advised to check their agency’s/organization’s internal policies and procedures for more 
information regarding authorized and prohibited purchases. 

4. Cardholder Statements 
A. Paper Statements:  At the close of each billing cycle, the agency/organization’s Cardholders may receive a paper 

“Cardholder Statement of Account”.  A sample is included in this Billing Official Guide.  The statement itemizes 
each transaction posted to the Cardholder’s purchasing card account during the past billing cycle.    

 
Note: It is the Cardholder’s responsibility to contact U.S. Bank if the Statement of Account is not received within 
10 business days of the cycle date. 
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B. Electronic Access to Transactions. As an alternative to paper statements, some agencies/organizations will access 

statement and transaction information using the U.S. Bank Internet-based electronic access system, Access Online. 
Cardholders can view transactions using Access Online, including details about specific transactions.  Cardholders 
can also view and print a copy of their statement. 

5. Corporate Account Summary Statements 
U.S. Bank offers an agency/organization both paper and electronic billing options.  All Corporate Account Summary 
Statements are available on the U.S. Bank electronic access system, Access Online, the day after cycle.  Cycle dates vary 
between agencies/organizations and are established during program implementations  
 

A. Paper Statement:  A paper-based Corporate Account Summary is available for each billing account established by 
the agency/organization.  A sample is included in this Billing Official Guide.  The Corporate Account Summary is 
the official invoice for the agency/organization. 

 
The Corporate Account Summary details the cycle transaction activity and provides detailed transaction totals 
posted for each Cardholder.   

 
B. Electronic Access to Billing Information: The agency/organization may have access to billing information using 

the U.S. Bank electronic access system, Access Online.  

Using Access Online, the Billing Official is also able to: 

• View Cardholder and Corporate Account Summary statements 
• Search, select and view individual Cardholder transactions, including line item detail when provided by the 

merchant (e.g. freight/shipping, unit of measure/code, item descriptor, quantity) 
• Reallocate transactions by dollar amount or percentage 
• Reallocate transactions to multiple lines of accounting  
• Initiate disputes 
• Approve Cardholder cycle activity 
• Approve Corporate Account Summary for payment 
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6. Payment Models 
Each agency/organization may use one of two available payment models: 

A. Pay and confirm:  In this model, the agency/organization first remits payment to U.S. Bank and then Cardholders 
and Billing Officials review, reconcile and approve transactions and statements. 

 
B. Confirm and pay:  In this model, the agency/organization Cardholders and Billing Official manage individual 

transactions (e.g., approve, reallocate) before payment is remitted to U.S. Bank. 
 
Billing Officials perform different tasks at different stages, depending on which model is used. Refer to the Billing 
Official’s internal payment procedures for your agency/organization.  The overall process for each payment model is 
illustrated below.   
 
 

Pay & Confirm Confirm & Pay

Corporate Summary 
Statement or Output File is 
generated at pre-defined 

frequency

Organization remits payment 
to U.S. Bank

Cardholder approves and/ or 
reallocates transactions 

BO approves the Corporate 
Account Summary  

Statement 

Output File(s) generated to 
agency / organization if 

applicable

Cycle closes and a 
Corporate Account summary 

is generated

Cardholder approves and / 
or  reallocates transactions 

BO approves the Corporate 
Account Summary  

Output File(s) generated to 
agency / organization if 

applicable

Agency/Organization remits 
payment to U.S. Bank
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7. Payments  
U.S. Bank accepts payments via electronic funds transfer (ACH/EDI), wire transfer or by check.   

A. Automated Clearing House (ACH):  An ACH transmission is an electronic funds transfer from the 
agency’s/organization’s paying office to its billing office’s 16-digit billing account number.  Funds are routed from 
the agency’s/organization’s paying office to U.S. Bank, utilizing the Automated Clearing House process.                
Please reference our ACH Support Manual for all required specifications and process coordination efforts for the 
set up and implementation of the ACH/EDI file format. 

If the agency/organization is interested in implementing ACH payments, contact your U.S. Bank Relationship 
Manager.  Prior to implementation, all new ACH agency/organization set-ups require testing with the U.S. Bank 
Electronic Payment Department to validate and certify the ACH file formatting and data. 

B. Wire Transfer:  Payments by wire transfer are initiated by agencies utilizing government disbursing offices. 
Agency/organization billing offices should refer to their internal procedures and documents for initiating a wire 
transfer.  

NOTE: 
• The effective date of the payment is when U.S. Bank receives the funds, which is also called the settlement 

date. 
• Information such as Corporate Account Managing Account number or interest penalty information should be 

provided in the available free form fields. These fields are labeled the Originator to Bank Information (OBI) or 
the Bank to Beneficiary Information (BBI), and are approximately 30 characters in length. 

C. Check.  When remitting checks to U.S. Bank for the agency/organization, the 16-digit Corporate Account 
Managing Account number must be included on the check.  When submitting payments for multiple Corporate 
Accounts on one check, each 16-digit Corporate Account number and amount to be applied to each account must 
be on the check, an attached document or remittance advice.  If the payment includes a late payment penalty 
charge, this amount must also be clearly identified. 

Remittance payments should be mailed to: 
U.S. Bank   
P.O. Box 790428 
St. Louis, MO  63179-0428 

 
Express mail (overnight) payments should be mailed to: 

U.S. Bank Cardholder Payments 
830 N 11th St 
Dept. 790428 
St. Louis, MO  63101 

8. Account Suspension & Cancellation 
In the event that prompt payment is not made to U.S. Bank, an agency/organization is subject to late payment penalties and 
is also subject to account suspension and account cancellation actions. It is not the desire of, nor is it advantageous for U.S. 
Bank to suspend accounts of any agency/organization. However, if a corporate account for the agency/organization becomes 
delinquent in its payment obligations beyond 60 days, U.S. Bank will assess fees and suspend accounts at the corporate 
account level until payment is received.  

Please review the following carefully: 

• 45 Days - An account is considered past due if payment for undisputed principal amounts has not been received 46 
calendar days from the billing date. 

• 61 Days - If payment has not been received at 61 calendar days from the billing date, U.S. Bank will assess a 1% fee 
• 91 Days - If payment has not been received at 91 calendar days from the billing date, U.S. Bank will assess a 2.5% 

fee and suspend the account until payment is received. 
• 120 and 150 Days - At 120 and 150 calendar days past due, U.S. Bank will assess a 2.5% fee and the account will 

remain suspended until payment is received. 
• 180 Days - At 180 calendar days past due, the account will be charged off and the total balance deducted from the 

agency rebate, the account will also be placed in collection status. 
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Please feel free to review these terms within the CAL-Card agreement on the Department of General Service CAL-Card 
website. All agencies that choose to participate will be bound by the terms and conditions of the CAL-Card agreement. 
State agencies are bound by the California Prompt Payment Act (Government Code Section 927 et seq.) and are except 
from the Late Payment Penalties. More information can be found at: http://www.dgs.ca.gov/pd/Programs/CALCard.aspx 

9. Account Suspension Prevention 
It is the objective of U.S. Bank to assist the agency/organization with payment concerns when they arise and to assist in their 
prevention.  Please review the following recommendations to avoid account suspension situations: 
• Be familiar with the agency’s/organization’s general billing and payment procedures 
• Assist with agency/organization education regarding the U.S. Bank CAL-Card Purchasing Card Program and 

associated billing and payment procedures 
• Clearly communicate Cardholder, Billing Official and Program Administrator responsibilities regarding the billing and 

payment processes 
• Promptly review, reconcile, and approve Corporate Account Summary statements for the agency/organization enabling 

prompt payment to U.S. Bank   
• Keep track of dispute initiation and resolution; approve and/or certify payment upon dispute resolution 
• Contact U.S. Bank immediately if it appears that an error has been made 

10.  Disputed Items 
A dispute is a questionable purchasing card transaction posted to the Cardholder statement.  There are several reasons why a 
dispute might occur.  Some examples include: 
• Merchandise/service not received – The purchasing card account has been charged for a transaction(s), but the 

merchandise or service has not been received. 
• Merchandise returned – The purchasing card account has been charged for a transaction(s), but the merchandise has 

been returned. 
• Unauthorized purchases – A charge on the purchasing card account that the Cardholder did not participate in and did 

not authorize. 
• Duplicate processing – A charge on the purchasing card account that represents a multiple billing to the account.  Only 

one charge from the merchant has been authorized. 
• Unrecognized – A charge on the purchasing card account that is not recognized. A copy of the documentation received 

from the merchant to approve and/or the charge (sales draft, invoice) will be sent to the Cardholder for review. 
 
If Cardholders encounter any of the above situations regarding their U.S. Bank CAL-Card Purchasing Card account, they 
need to take action immediately.  Dispute procedures are detailed in the Cardholder Guide. 

11.  Program Management and Reporting 
Comprehensive Access Online reporting is vital to effective purchasing card program management. The U.S. Bank 
electronic access system, Access Online, provides agencies/organizations with online-access to purchasing card transaction 
data. An extensive set of reports is also available to assist agencies/organizations in the areas of overall purchasing card 
program management, financial management, supplier management, and compliance management. 
 
Access Online provides Billing Officials with information and reporting to aid in administering the billing and payment 
aspects of their agency’s/organization’s purchasing card program. The system provides reports to review and monitor 
purchasing card activity to ensure Cardholders: 

• Review, reconcile and approve transactions in preparation for payment 
• Reallocate transactions to appropriate lines of accounting according to agency/organization procedures 

 
Online reporting is also available to help monitor accounts at risk for delinquency, suspension or cancellation 

• Past due balances 
• Potential card misuse or fraudulent activity 
 

Reports containing Corporate Summary Account information and Statement approval and/or certification status are also 
provided. These reports assist Billing Officials in making payment to U.S. Bank.
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Sample Cardholder Statement of Account 
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Cardholder Statement of Account Explanation   
 
Section/Explanation: 

A. CARDHOLDER: Your name as it appears on your card, along with your agency/organization name and office 
address 

B. MESSAGE: Your agency/organization, or U.S. Bank may provide important program information here 

C. POST DATE: The date U.S. Bank Government Services received, processed and posted the transaction posted to 
the account 

D. TRAN DATE: The date of your purchase. This date should match the date on the sales receipt provided by the 
merchant 

E. TRANSACTION DESCRIPTION: The merchant’s name, city and state 

F. REFERENCE NUMBER: A six-digit number used internally by U.S. Bank to record the transaction posted to the 
account 

G. MCC CODE: The MCC or Merchant Category Code assigned by the merchant’s processing bank and used by the 
third party processor’s system to identify the type of merchant or product sold 

H. AMOUNT: The amount of each purchase as shown on your copy of the sales draft 

I. DEFAULT ACCOUNTING CODE: The Default Accounting Code assigned to your purchasing card, if applicable. 
All purchases will be automatically associated with this code 

J. STATEMENT CORRESPONDENCE ADDRESS: The statement’s billing inquiry correspondence address 

K. CARDHOLDER ACCOUNT NUMBER: The 16-digit account number on your card or account 

L. STATEMENT DATE: The date your Cardholder Statement of Account is issued and sent to you 

M. DISPUTED AMOUNT: The net total dollar amount of transactions in dispute 

N. ACCOUNT SUMMARY: Summary of account activity by charge category 

O. TOTAL ACTIVITY: Total balance of purchases and other charges, fees and credits since last statement date 
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Cardholder Statement of Account Back 
A. IMPORTANT INFORMATION REGARDING; 

 Customer service 
 Billing Inquiries 
 Payments 

B. INSTRUCTIONS FOR DISPUTING A TRANSACTION 
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Sample Corporate Account Summary  
Page 1 

 

O R G A N I Z A T I O N  

OR G A N I Z A T I ON  

PROGRAM 
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Sample Corporate Account Summary 
Page 2 
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Sample Corporate Account Summary 
Page 3 
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Corporate Account Summary Back 
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Cardholder Statement of Questioned Item 

 
 
 
 
  
 
 

 
 
       

     Purchasing 
      ________________________________________    ___________________________________________ 
        CARDHOLDER NAME (please print or type)            ACCOUNT NUMBER 
 
        _____________________________________________________      __________    _____________________________________________ 
       CARDHOLDER SIGNATURE            DATE (AREA CODE) TELEPHONE NUMBER  
 
      The transaction in question as shown on statement of Account: 
      Transaction Date  Reference Number        Merchant  Amount       Statement Date 
      __________________  __________________________      __________________ ______________      __________________  
 
      Please read carefully each of the following situations and check the one most appropriate in your particular dispute.  If you have any questions, please contact us at 
      800-344-5696. We will be more than happy to advise you in this matter.  
  
    1. UNAUTHORIZED MAIL OR PHONE ORDER OR PHONE ORDER 
          [  ] I have not authorized this charge to my account.  I have not ordered merchandise by phone or mail, or received any goods or services. 
  
    2. 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. 
 
    3. MERCHANDISE OR SERVICE NOT RECEIVED IN THE AMOUNT OF $_________________________. 
          [  ] My account has been charged for the above listed transaction, but I have not received the merchandise or service.  I have contacted the merchant but the  
          matter was not resolved. (Please provide a separate statement detailing the merchant contract, and the expected date to receive merchandise.) 
 
    4. MERCHANDISE RETURNED IN THE AMOUNT OF $______________________. 
          [  ] 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 express mail receipt* 
 
    5. CREDIT NOT RECEIVED 
          [  ] 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. (Please provide 
          a copy of this voucher with this correspondence.) 
 
   6. ALTERATION OF 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 of which I signed.The  
        difference of amount is $____________________. 
 
   7. INADEQUATE DESCRIPTION/UNRECOGNIZED CHARGE 

[  ] I do not recognize this charge. Please supply a copy of the sales draft for my review.  I understand that when a valid copy is sent to me, a Cardholder Statement of Questioned 
Item Form must be provided and will include the copy of the sales draft if a further dispute exists. If a copy of the sales draft cannot be obtained, a credit will appear on my account.  

 
   8. COPY REQUEST 
         [  ] I recognize this charge, but need a copy of the sales draft for my records. 
 
   9. SERVICES NOT RECEIVED 
         [  ] I have been billed for this transaction; however, the merchant was unable to provide the services. 
         [  ] Paid for by another means.  My card number was used to secure this purchase, however final payment was made by check, cash, another credit card or 
         purchase order.   (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).  
 
   10. NOT AS DESCRIBED 
          [  ] (Cardholder must specify what goods, services or other things of value were received). The item(s) specified do not conform to what was agreed upon with  
          the merchant.  (The cardholder must have attempted to return the merchandise and state so in their complaint). __________________________________________ 

          ___________________________________________________________________________________________________________________________________ 

   11. If none of the above reasons apply, please describe the situation: _____________________________________________________ 

         _________________________________________________________________________________________________________ 

(Note: Provide a complete description of the problem, attempted resolution and outstanding issues. Use a separate sheet of paper, if necessary, and sign your description statement).  
                      

Send To: 
U.S. Bank, P.O. Box 6335, Fargo, ND 58125-6335 

Fax: 1-866-229-9625 
 

CSQICOMM10/14  
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