P-CARD POLICY & PROCEDURES

COMMERCIAL CARD CLAIMS
STATEMENT OF DISPUTED ITEM

Instructions: Your company should first make good-faith efforts to settle a claim for purchases directly with the merchant If assistance
from Biank of America is required, please complete this form, and fax or mail with required encloswres within 50 days from the billing close

date toc
Bank of America — Commercial Card Services Operations
P. 0. Box 533101
Phoenix, A¥ 83072-3101
Phone (800) 410-6465, FAX (388) 678-6046
Company Name:
Account Nurmber:

Cardholder Mame:

This Charge appeared on my staternent, billing close date:

Transaction Date:

Reference Number:

Merchant Name/Location:

Posted Amourt Dispauted Amount:

{Cardholder Signature) {Authorized Participant Signature) {Date) {Phone Mumber)

FPlease Check Only One

1 Unauthorized Transaction: | did not authorize, nor did | authorize anyone else to engage in this transaction. Mo goods or
services represented by the abowe charge were received by me or anyone | authorized. My Bank of America card was in my
possession at the time of the transaction.

Charge Amount Does Not Agree With Order Authorizing the Charge: The amownt entered on the sales slip was increased

from § toF . | have enclosed a copy of the unaltered sales slip.

3. Merchandise or Services Mot Received: | have not received the merchandise or services represented by the abowve
transaction. The expected date of delivery of services was - [Please describe your efforts to resolve this
mattermﬂtﬂuememharﬁ.ﬂedah:{slwumrhﬁzdﬁemarﬂﬂm:mspum]

4 Defective or Wrong Merchandise: I refumed the merchandize an becanse it was (check ons):

dafective; WIDDE size; _wrong colar, _WTOLE quanfity.

{Please describe your efforts to resolve this matter with the merchant, the date(s) you contacted them, their responss and proaf of the retum of merchandise.
FPlease provide a detailed description of the wrong or defective mamre of the menchandise )

5. Recarring Charges Afier Cancellation: Cm {date). I notified the merchant o cancel the monthhyyearly azTeement. Since then
my Baok of Amenica acooumt has been charged request.) _ time(s). (Please enclose a copy of the merchant™s confirmation of your cancellation

b Recarring Charges Already Paid by Other Meaws: Ialready paid for the poods and'or services represented by the abowe charpe by means
other than my Bank of America Commerrial Card. (Please provide a copy of the front and back on the cancelled check, money arder, cash recsipt, cedit card
statement, or other documentation as proof of porchasepayment Describe your efforts to resolve this matter directly with the merchant, the dates) you
contacted them, and their

7 Credit Appears as a Charge: The enclosed Credit Voncher appeared as a charpe on ooy Bank of Amenca Commercial Card acoount.

B Credit From Merchant Not Received: I did not receive credit for the enclosed Credst Viencher within 30 calendar days from the date it was.
issued to me by the merchant shown above. (Pleass describe your efforts i resodve this matter with the merchant, the date(s) you contacted them and their

response. Provide a detailed statement explaming your reason(s) for disputing this charge )

B, Hotel Reservation Cancelled: | made a reservation with the abowe hotel which | later cancelled on _[date) at
ime). | received a cancellation number which is [Flease describe how the reservation was cancelled,
proof of cancellation and attemnpts o resolwe this isswe with the merchant
| was not given a cancellation number.
| was not told at the ime that | made the reservation that my account would be changed for a “No Show™
| was not informed of the cancellation policy.
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