
Page | 1  

 

OFFICE OF TRUST SERVICES 

PATHWAYS INTERNSHIP PROGRAM 
 

How To Reconcile Your Monthly Travel Charge Card Statement 

 (For Students) 

 
 

Did you know?  You can download and print your Statements Online at:  https://gov1.paymentnet.com/ 

 

 
 

 

 

 

 

 

 
 

 

 

 

 

 

 

If the password does not work, utilize the Forgot Password feature. If that does not work, contact us or your A/OPC.   

 

BIA Charge Card A/OPCs:   Bradley Russell, 703-390-6468, bradley.russell@bia.gov (OR)   Cheryl Battle, 703-390-6477, cheryl.battle@bia.gov 
 

 

6/14/2018 

When logging in for the first time, use 

the following info: 
 

If travel/charges, or payments, were not made during 

the statement period, and there is not a delinquent 

balance, the employee will not receive a statement.   

 

However, if you did recently travel and you don’t  get a 

statement – This does not mean one was not posted!  

Check online. 
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How To Reconcile Your Monthly Travel Charge Card Statement (Cont’d) (For Students) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MEMO TRANSACTIONS  

Central Billed Account (CBA) 
 

These purchases are paid directly by the government. 

 

These transactions include airline tickets; lodging; car 

rentals; parking fees; taxis; and extra baggage/luggage 

fees, etc. 

PLEASE REMEMEBR!   

You must Pay your current balance by the Statement Due Date 

(No exceptions) 

 

This is why it is important that you submit your Travel Voucher timely so 

that you can use the funds from the reimbursement to pay for IBA 

transactions, otherwise you must use your personal funds.   
 

 The term "charge card" rather than "credit card" is used because the 

Accountholder is required to pay their individually- billed balance in full prior 

to the PAYMENT DUE DATE listed on the statement.  Credit is not being 

provided to spread payments over a period of time.   

 

 Charges are identified by a Vendor's Merchant Category Code (MCC) and 

INDIVIDUAL TRANSACTIONS  

Individual Billed Account (IBA) 
 

Charges above the memo items line are the 

responsibility of the Employee. All travel related 

transactions that do not post to the CBA will post 

to the IBA, such as restaurants, cash advances, 

ATM fees, etc. 

Airline Ticket 

TMC Fee 
 

Balance Paid 10/29/2017 - JJ 
 

“Above the Memo” 

The term "charge card" rather than "credit card" is used because the Accountholder is 

required to pay their individually- billed balance in full prior to the PAYMENT DUE 

DATE listed on the statement.  Credit is not being provided to spread payments over 

a period of time.   

 

Charges are identified by a Vendor's Merchant Category Code (MCC) and 

automatically separated into: 

 

o Individually-Billed Accounts (IBA) or  

o Centrally-Billed Accounts (CBA) 

 

At times these MCCs can be incorrectly categorized.  You are responsible for 

verifying that each transaction is properly classified as either IBA or CBA, and if not, 

contacting the A/OPC to have the charges moved.   
 

Items You Pay 

Items BIA  

Central Office Pays 
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How To Reconcile Your Monthly Travel Charge Card Statement (Cont’d) (For Students) 

 

Quick Guide to Reconciling Statement  

A detailed reconciliation is a vital step in maintaining the efficiency and 

accuracy of the Charge Card Program. To reconcile the account, the 

Accountholder must: 

 

1. Check off each line item (     ) to verify to your Supervisor that you 

have reviewed/verified each of the charges on the Statement by 

comparing them to the sales receipts (incorrect or over charges, double 

charging, unrecognized charges, or other errors should be apparent).  

2. Write in Travel Authorization Number or Purpose next to the 

transaction. 

3. Is Trip paid by Another Office?  If your trip is being paid by another 

office, get their accounting information and write the cost account 

information next to items. See below for more instructions. 

4. Do any charges need to be moved Above or Below the Memo Line?  

Verify charges are billed to the correct account (IBC/CBA).  See below 

for more instructions. 

5. Document Disputes!  Write any disputes or transactions that will be 

refunded (credits) in part or full with the amount and date refunded 

o Incorrect or over charges, double charging, unrecognized 

charges, or other errors should be apparent).  

6. Sign and Date the last page of the statement 

7. Send statement and attachments (receipts, travel authorization, etc.) 

to your supervisor before the deadline (PAYMENT DUE DATE). 

 

What you need to do to move charges that are wrong.  Some transactions 

may be misclassified to IBC (or vise-versa) or being paid for by another 

office.  If this happens, you must request a correction through the A/OPC by: 

 Write next to the item “Move to CBA” (or “Move to IBA”) 

 Attach supporting documentation  

 Write a note in the “Statement 

Messages” section on Page 1 

explaining what needs to be done. 

 

The send a copy of your reconciled statement and attachment(s) to BIA 

Charge Card A/OPCs: 

 Bradley Russell, 703-390-6468, bradley.russell@bia.gov   

OR 
 Cheryl Battle, 703-390-6477, cheryl.battle@bia.gov 

 

Do not wait to have this done or you will be responsible for paying the 

balance.   
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