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*Staff with NIH Purchase Card Program 
 
The meeting was called to order at 9:35 am by Doreen Rappaport, Branch Chief of the Purchase 
Card Program. Agenda items discussed are presented below. 
 

 NBS Office Hours – Sup Kanti with NBS informed everyone that NBS is scheduled to host 
another NBS “Office Hours” forum on November 16th. This forum is not intended to be a 
training session but rather an open discussion focusing on tips and best practices. This 
particular discussion will focus on matching purchase card logs and invoices up to and 



over the MPT. Brian Canning from NBS has sent a calendar invite to all NBS pcard users 
and pcard approvers with more information.  If any IC have submit ideas on future 
topics, please submit to Doreen or Sup Kanti (kantis@mail.nih.gov). 

 

 nVision Report Updates – Yogesh Shete from NBS and Frances Carden gave an update 
on the nVision reports. The ACQ-60 report will add CAN, OC and Expenditure fields and 
will show how many purchase card logs are open.  The report can be exported to excel.  
The power point slides showing updates were sent to all IC Coordinators for reference.  
The ACQ-60 report has already been deployed and is available for use. 
 
Following is a summary of reports that are currently in User Acceptance Testing (UAT): 
 
ACQ-62: P-Card Transaction Details over Micro Purchase Threshold (MPT)-This report 
provides information on P-Card purchases over the Micro Purchase which are reported 
to DCIS. 
 
ACQ-44: Un-reconciled P-Card Transactions-This report can be used to identify 
unreconciled p-card accounts. Planned Release Date is 10/17/2017. 
 
ACQ-63: P-Card Proxy Report-This report can be used to list out who is being proxied as 
a cardholder or as a CAO. 
 
ACQ-64: P-Card Logs not Reported to DCIS-This report provides information on P-Card 
logs for a specified statement period that have not been reported to DCIS. 
 
Doreen stated that most of the report updates were developed based on feedback from 
IC Coordinators and encouraged IC Coordinators to continue to send feedback. 
 

• SmartPay 3 – Maria Snowden with the Purchase Card Program Office informed all that 
the GSA SmartPay2 contract will expire on November 29, 2018. The new SmartPay3 
contract will begin on November 30, 2018. The purchase card office is beginning to plan 
for this and will be doing housekeeping on NIH cards to ensure a smooth transition. 
Some of the items that the program will begin focusing on is data clean-up such as 
cardholder addresses, inactive cards, excessive limits, etc. 
 

 FY16 Year End Process – Maria Snowden discussed some issues that occurred with the 
bank during the end-of year suspension period.  There were delays in suspending cards 
and reinstating cards as agreed upon NIH and the bank. NIH cardholders called the bank 
and were informed that their cards were being declined due to a mismatch in MCCs 
when they should have been informed that all MCCs we temporarily blocked on all cards 
with the exception of emergency cards during the year-end suspension period to 
prevent the usage.  This resulted in confusion for NIH cardholders regarding the year 
end suspension.  NIH is working with the bank and exploring the option of manually 
suspending the cards rather than relying on the bank to complete this process.  NBS has 
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sent a year-end survey to the purchase card community. ICs are encouraged to provide 
any feedback that they may have on year-end processes and procedures. The Purchase 
Card Program will review these responses and incorporate changes that need to be 
made for next year’s close out. 

 

 Reconciliation Reminders – Michelle Romero with the Purchase Card Program informed 
IC coordinators that they should remind cardholders and CAOs that in general the 
reconciliation deadlines are the 13th and the 18th of the month unless the dates fall on a 
weekend and then the reconciliation date carries over to next business day. Due to NBS 
not coming back online as originally anticipated, the purchase card office worked with 
NBS and OFM to shift the October 2016 statement reconciliation deadlines.  
 
Extension requests must be submitted by the 18th of each month, requests received 
after the 18th will not be granted. Each reconciliation period, cardholders must match all 
transactions otherwise they will be paid against the default CAN and that will require 
the cardholder to coordinate with OFM to change the CAN.  Cardholder and CAO proxies 
should be submitted before the cardholder reconciliation deadline which is the 13th of 
the month. These requests should only be submitted for individuals that are or will be 
on extended leave and cannot reconcile by the said deadlines.  
 
Any accounts not reconciled by the due date are usually suspended unless an extension 
request was received.  Reinstatement of accounts will be done within 48-72 hours after 
our office verifies in NBS that reconciliation was completed. 
 
Cardholders that are anticipated to be out of the office for 10 days or more, should have 
their card temporarily suspended to minimize the risk of potential fraud.  Once 
reconciliation is completed, IC Coordinators must contact the purchase card office to 
reinstate the card and to remove the cardholder or CAO proxy. 
 
The purchase card office is looking into revamping the proxy request process and asks IC 
Coordinators to submit any feedback or ideas that they may have on this process to 
Michelle Romero (michelle.romero@nih.gov).  .  

 

 DCIS and Importance of accurate data entry – Patrice Thompson with the Purchase 

Card Program reported that the DCIS team provided us with two reports that showed 

incorrect 6M descriptions and incorrect selection of 10H-Commercial Items.  Patrice 

showed some of the data that was incorrect and had been sent to FPDS.  One example 

included a contract action that had incorrect data in FPDS and USA Spending.  

 

Cardholders must ensure that data is entered into DCIS is accurately as this data 

becomes public information. The FPDS data dictionary should be used if cardholders are 

unclear as to what the requirement for the fields are. Please note that the information 

entered into FPDS is open to the public. The next Independent Validation and 
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Verification (IV&V) will be forthcoming. Patrice will send the reports to IC Coordinators 

to show which codes were entered incorrectly in field 6M and 10H.  

 

 Convenience Check Reviews – Steven Wang of PwC presented the NIH semi-annual 

convenience check analysis that was recently done. The period of data collected for the 

period of January – June 2016. A total of 1.2 million was spent using convenience 

checks. The report showed the top 15 individual or Business paid with convenience 

checks. Steven reminded staff that if more than 6 checks will be issued to an individual, 

the individual must register in SAM.  The right column of the analysis showed the 

number of convenience checks written per IC. Check writers should continue to ensure 

that convenience checks are used only as a last resort and continue to reduce check 

usage as feasible. 

 
The meeting was adjourned at 11:40 PM. The next IC Coordinator meeting is scheduled for 

December 15, 2016 from 9:30 am to 11:30am. 


