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August 18, 2003

TO:

NCI ARC Managers

FROM:
Mike Floyd, Support Services Specialist

Office Services, OD, NCI

SUBJECT:
Self Service Store Charge Cards - FY 2004

The charge cards currently being used for shopping in the Supply Branch's Self-Service Store will expire at the end of Fiscal Year 2003.  The cut off date for use of FY 2003 charge cards will be at the close of business September 30, 2003.  In order to expedite our requests, please send me the information for all of your program areas (see below) by COB, September 5, 2003.

Charge cards may be requested in accordance with NIH Manual Chapter 26101-41-E, dated March 1, 1995.  Your request must contain the following information:

1.
The Branch/Lab and Division making the request;

2.
Name, address and phone number for charge card custodian;

3.
The Common Accounting Number (CAN) that is to appear on the card(s);

4.
The number of cards requested;

5.
**The rationale for requesting multiple cards against the same CAN;

6.
A certification that the charge card safeguard provisions in the paragraph D.3 of 
NIH Manual Chapter 26101-41-E will be complied with; and

7.
Telephone number of requestor.

For number six (6) above, please read the attached Manual Chapter 26101-41-E, paragraph 3, and attach and sign the following statement at the bottom of the requesting memorandum:  "I have read and understand the terms of Paragraph 3 of the Manual Chapter 26101-41-E and agree to comply with its terms."  If you have any questions or need additional information, I am located in 6116/609 and can be reached on 496-6002.

Your cooperation in this matter is greatly appreciated.

/s/

Mike Floyd

attachments:

Copy of NIH Manual Chapter 26101-41-E, dated March 1, 1995


Copy of Self Service card request  - sample

