Use of Convenience Checks in the DCTD ARC

NIH allows convenience checks to be issued for only two instances.  They are:

a. A professional service order (PSO) is permitted only in rare situations when the individual is not registered in Central Contracts Registration (CCR) and does not have appropriate Electronic Funds Transfer (EFT) information registered with NIH.  Convenience checks may be used on a one-time basis only while the individual is registering in CCR.  Automated Clearing House (ACH)/EIN data should be submitted at the time the first check is issued for the one-time PSO.  (Payment of an honorarium or a fee for service to a non-US citizen or a permanent resident alien who is not authorized for payment in accordance with the terms and conditions of his/her VISA is prohibited.)

b. NIH pays for patient related services, e.g., blood draws, lymphs, monos, apheresis, bone marrow aspiration, phlebotomy, and other procedures relating to health care patients.

Convenience checks will only be issued by the ARC for the circumstances cited in paragraph a above.  A convenience check will only be issued once (1 time) for an individual providing professional services to the DCTD.  If the professional service is known to be of a recurring nature, i.e., the individual is expected to provide the same and/or similar services to NIH (whether in the same IC or not), the individual must register in the NBS vendor table with the appropriate information.  The individual must also register in the Central Contractors Registration system as well as in the NBS as a Central Contractors Registration (CCR) or Non-Central Contractors Registration (Non-CCR) vendor.
The following documentation will be required before a convenience check will be issued:

1. A Request for Professional Services Order (see attached form).  The form must clearly state the expenses to be paid based on the following restrictions:

a. Honorariums are limited to $200 per day unless advance approval has been granted in accordance with NIH Manual 1130, Delegations of Authority, Acquisition #5, “Rates of Compensation (Honoraria) under Professional Services Orders.”

b. Per diem for lodging and meals cannot exceed the Government rates for the areas as established in the Federal Travel Regulations.

c. Reimbursement for airfares may not exceed the cost for coach class (first class travel is unallowable).

The form should be signed by the requestor, the invited individual and the Branch Chief and should be submitted to the ARC at least 2 weeks in advance of the date of service.  
2. A memo from the Requestor to the Administrative Officer justifying the need for the convenience check should be included.

3. The package should also contain a copy of the itinerary showing actual flight/train costs.

4. A reasonable estimate for ground transportation costs should be included.

The day before the service is to be rendered the Requestor should schedule a time with Jackie Robinson to bring the invited individual to her office to pick up the convenience check on the day service is rendered.  The invited individual will be asked to sign a copy of the check as proof of receipt.
Failure to follow these procedures will result in a convenience check not being issued.  Once the signed Request for Professional Services is received by Jackie Robinson, no changes to the itemized costs will be allowed without a justification approved by the Deputy ARC Manager.  Once a convenience check is written, a new one will not be issued without this approved justification. 

