IC COORDINATORS MINUTES
TO:  IC Purchase Card Coordinator Members

FROM:   Chief, Purchase Card Program

                 Division of Simplified Acquisition Policy and Services
SUBJECT:  IC Coordinators Meeting Minutes, September 03, 2008
Attendees:
Deborah Adams, NIAAA                                     Maria Fernandez, NIH
Rob Alphin, NBS                                                  Brendan Fletcher, JPM
Teresa Arnold, NIH                                              Michelle Foster, NIH
Charles Baron, OD                                                Ignacina Francis, NIA 
Michelle Bacon, NCRR                                        Stephanie Greenleaf, CIT
Virginia Betson, NIDCR                                      Mary Heine, JPM
Nieshia Blocker, NIH                                           Gussie Hendrix, NIAID
Ronda Boatright, NIH                                           Vonda Jewell, NINDS

Antoinette Bridges, NIEHS                                   Pam Klein, NHGRI
Debbie Britton, CC                                               William Martin, FIC
Donna Brooks, NCMHD                                       Patricia Meise, NIA
Janice Brunson, CC                                               Jack Miner, NBS
Lorraine Burgess, NIH                                          Jim Mitchell, NHLBI 
Angela Burks, NIBIB                                            Deborah Murrey, DEL
Meghan Burne, DEL                                             Amita Patel, NIMH
Joan Coulter, NLM                                               Andi Ricche, NIAMS
Marilyn Cuzzolina, CSR                                       Jody Sallah, ORS
Gloria Dabbondanza, NHLBI                               Celena Shirley, NCCAM
Nancy Davis, NIH                                                 Christine Spates, NIMH
Deborah Dease, NINDS                                         Ken Strauch, NHGRI
Inez Demery, NICHD                                            Leah Stroud, OD               
Patricia Drake, ORF  
Anne Sumner, NIDCD
Hank Durand, NBS                                                Theresa Tolson, NIDA
Paul Errett, NICHD                                                Jennifer Weidman, DEL
                                                                                Dawn Williams, NINDS

                                                                                Richard Williams, NIDCD

                                                                                Sheila Zichos, NIDA

Introduction

Opening introduction was performed by Ms.Georgiann Wilson who explained the reason for this meeting to update the IC Coordinators on the process and status of the interface with the new bank JPMorgan and Chase.  Ms. Georgiann turned the meeting over to JPMorgan to further explain the milestones of this process and what to expect.
JP Morgan Chase Presentation 

Mr. Brendan Fletcher and Ms. Mary Heine explained the new Purchase Card Program is referred to as GSA Smart Pay 2.  Mr. Fletcher touched base on the responsibilities of the Transition Team Roles along with the Department’s Transition Plan.  One of the key points discussed was the Interface process with EAS and NBS.  Mr. Fletcher clearly expressed the training that would be provided to the Purchase Card Staff in helping to make this a smooth transition for all parties involved.  
Smart Pay II Transition
Ms. Georgiann Wilson explained the importance of the clean-up project regarding the demographic information.  This information should be submitted to Nancy Davis ASAP.
NBS Issues
Mr. Hank Durand touched base on the expected changes to the NBS System as follows:
· 2 points of entry for logs old bank and new bank

· Separate reconciliation forms for each bank
A Question was raised - should system alerts display both banks or should two separate alerts be sent (one for each bank)?

Answer – Automatically cancelled partial logs can be copied and updated.  They can then be submitted back into the NBS reconciliation form.  Alert to be sent 9/8.

This automatic cancel for aged partially matched logs will not be executed in September and is currently on hold while it is being reexamined.

End of Fiscal Year Procedures
Nancy Davis provided hand outs to all IC Coordinators explaining the FY 2008 Year-End Close Information for their reference. She specifically advise reading page 3 of the handout for more information also explaining the last day to enter FY 2008 Logs 9/30/08.

Deloitte and Touche
Ms. Deborah Murrey talked about the current review regarding base compliance review for (6) institutes, CC, NCI, NHGRI, NIDDK, NIDCD and NIAID.  She also mentioned they will not be bothering purchasing agents until after the fiscal year.
General discussion - for any other issues raised
Ms. Georgiann Wilson opened the floor for general discussion for any other issues raised.
Nieshia Blocker mentioned IC Coordinators are still allowed to submit CH/CAO application via Adobe; however, because of auditing reasons they can no longer accept the P-Card User Access form in Adobe format or by fax.  They need to be sent to the Help, Creditcard in a word document.  In addition, please submit copies of the Section 508 training certificate with the application for both the Cardholder and the Card Approving Official.

Also she mentioned there has been a change in our Proxy policy.  In order to accommodate the community during the end of this fiscal year we have changed the policy in which first stated only the CAO can be proxy’d into completing the CH reconciliation for a cardholder, when a card holder is unable to perform his or her duty and another CAO would have to approve.  The policy will now allow for two options:

· Option 1:  The CAO is to be proxy’s in as the cardholder and is to complete the reconciliation for the CH who has left, and another CAO approves.
· Option 2:  Another cardholder is to be proxy’s into completing the CH’s reconciliation and current CAO approves.

Lastly, we received several inquiries about removing cardholders who have left off CAO queue; this is an enhance feature NBS is working on.  Currently if we end date an account the CAO can still see the cardholders’ name.  This feature will change at a later date; until then there is nothing our office can do to remove the name off the CAO review.
Ms. Teresa Arnold mentioned many institutes are incurring thousands of dollars in taxes, she suggested the IC Coordinators should reinforce to their cardholders to make sure that taxes are not charged and if the vendor insists on charging the taxes, make sure that they make a reasonable effort to have the taxes removed “call vendor and ask for a credit” and document the files.

Ms. Ronda Boatright thanked everyone for the 100% on-line refresher training participation.  She also mentioned if applicable, please send her a copy (preferably via email) of specific institute policies that you have which augments both the Department and the Purchase Card Program office.

The next IC Coordinators Meeting is scheduled for Wednesday December 3rd.
