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2011 FISCAL YEAR END COMMUNICATIONS

Consolidated SharePoint site for year end communications has been established by
ial Advisory Services the Office of Strategic Planning for Administration (OSPA) at the following link:
B Policy & Services http://www.od.nih.gov/OSPA/YECommunications/default.aspx .
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" LOST/STOLEN PURCHASE CARDS AT NIH

In June, the Purchase Card Program 2. JPMC will send the cardholder a fraud
Office noticed a slight increase in affidavit which the Cardholder must
instances of lost/stolen purchase cards. Our complete. In the affidavit, the
issuing bank, JP Morgan Chase (JPMC) cardholder will need to identify any
defined this as a credit master attack which unrecognized activity. This
occurred across multiple government correspondence will be sent from
agencies, including NIH. These recent JPMC to the cardholder in the mail and
Management Branch incidents involved merchants that use should be completed and routed back
E5712 various website strategies to attempt to to the bank in a timely manner. Failure
anagement Branch generate valid account numbers. If they to complete the fraud affidavit shall
Supply Center successfully generate a valid account result in the cardholder being held
) 435-5036 number, they can then fraudulently transact personally liable for the improper
Service Store—Bldg 10 against the account. JPMC continuously charges. A copy of the affidavit is also
) 496-2051 monitors NIH Purchase Cardholder required to be maintained in the
Service Store—Bldg 31 accounts for suspicious activity. cardholder’s file for auditing purposes.
)f:;ﬁzgagemem . Generally if suspicious activity is 3. Fraudulent charges will be credited to
4511 identified, JIMPC’s Fraud Department will the Cardholder account once the
suspend the account and contact the affidavit is received by JPMC. The
cardholder via phone or email to request Cardholder and Card Approving
validation of the transaction. Once the Official should ensure that credits are
cardholder verifies the legitimacy of the received for any fraudulent
questionable transaction, the suspension on transactions.

the account is lifted and the cardholder may IMPORTANT: If an account has

T resume using the purchase card. been compromised and is declared lost/
_]w ~  Ifthe Cardholder does not recognize the stolen by the bank, Cardholders and

_ase(?ardisatNlH 2 transaction, the following occurs: Card Approving Officials are required
i .. . t tify the Purch P
-M‘&dlng 1. The transaction is considered o notify the Purchase Card Program

s Through PRISM fraudulent, the account is declared lost/ immediately. The Program Office will
. ensure that all of the steps to the lost/
stolen, and a new purchase card is

issued. If Convenience Checks are Zizlsggoczzzzgeﬂf ?1m£teetetf1e
associated with the lost/stolen account, Cardhol d}ér’s file accgr dinel
the cardholder may also request new . gy
checks from JPMC. (Continued on Page 2)
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LOST/STOLEN PURCHASE CARDS AT NIH

(Continued from page 1)

Best practices to decrease the risk of fraud include:

e Exercise discretion in selecting reputable merchants in order to minimize the possibility of fraud.

® Notify merchants that they are not permitted to keep a copy of the account number or a copy of the purchase

card for their records.

® Review the cardholder account regularly for any incorrect or improper charges.

e Notify the Purchase Card Help Desk immediately if you notice anything unusual.

® Minimize the use of third party processors unless policy specifications apply.

Please contact the Purchase Card Help Desk if you have any questions. We can be reached at (301) 435-6606 or

via email at CreditCard@od.nih.gov .

IT"S TIME TO GEAR UP FOR YEAR-END SPENDING

As we enter the final quarter of FY 2011, it’s time to
think strategically about spending your remaining
IT funds. Historically, year-end spending has resulted in
a surge of commodity purchases, but with so many new
Administrative directives that affect IT priorities — from
data center consolidation to cloud computing strategies
— there may be ways to make your year-end IT dollars
work smarter.

The NIH Information Technology Acquisition and
Assessment Center, NITAAC, is uniquely positioned to
help with year-end spending thanks to its two
Government-Wide Acquisition Contracts: ECS III for IT
Products/Services, and CIO-SP2i for IT Services/
Solutions. Not only will you find everything from
smartphones to smart strategic advice, but a fast online
system that enables you to easily compete and manage
your requirements.

With deadlines looming, it’s nice to know that you can
award a task order in as little as 30 days, or a delivery
order in as little as 3 days, without sacrificing quality or
FAR compliance. Every RFP and/or RFQ that is
processed through the NITAAC online system is
assessed for relevance, thoroughness, accuracy and the
like, as well as reviewed for scope. An evaluation is
then returned to the customer with recommendations —
all within 24 hours of submission. After reviewing the
incoming proposals, customers can make awards
through their contract writing system.

The NITAAC Customer Support Center has proven to
be an especially valuable resource to customers when
deadlines are tight. Whether you need help writing
requirements, deciding what type of contract or

combination of contracts is best, or you need help with
tools and templates, the NITAAC Customer Support
Center can point you in the right direction. Additionally,
as both the “25-Point Plan” and “Mythbusting
Campaign” point out, customers should talk to vendors
early and often to keep abreast of industry innovations,
and having these conversations won’t compromise
future orders. If you need market information on a
specific requirement, our online system can be used for
RFTI’s, or NITAAC can connect you with contract
holders who have particular subject matter expertise.

If you have yet to receive training on NITAAC GWACs,
it’s not too late. Our 1-1/2 hour training course can help
your acquisition staff understand how best to use ECS
IIT and CIO-SP2i to meet your year-end IT needs. We’ll
walk you through the competition, management and
awards process step-by-step, and answer questions
specific to your requirements. Our Customer Support
Center will be happy to set up training at your location,
or direct you to the next regularly scheduled NITAAC
session.

NITAAC is dedicated to doing everything in its power
to help make the year-end as hassle free as possible.
Keep in mind that while our program is designed for
speed, you still need to be aware of and adhere to
internal policies. That’s why we encourage you to
contact us as soon as possible. The NITAAC Customer
Support Center will be operating with extended hours
and additional resources throughout this demanding
time. We are dedicated to responding to all inquiries
within hours. To reach the NITAAC Customer Support
Center, call 1.888.773.6542 or

email NITAACsupport@nih.gov.
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PngINE A FEDBIZBPPg ANNSUNEEMENT FRBM PRI§M

Did you know that you can transmit  Instructions for transmitting a FBO  process. Providing the direct link or

Request for Proposal, Requests for ~ announcement or amendment are directions to the solicitation(s) will
Information, Sources Sought found in the Create a Solicitation support easy accessibility of
Notices, announcements and NBS process navigation (NAV), documents to inquiring vendors.
amendments directly to FEDBIZOPS located on the Acquisition Portal

Should you have any questions,
related to this topic or any other NBS
process navigation, please contact
the NIH IT Service Desk at
http://ithelpdesk.nih.gov/support/

(FBO) from PRISM? Please note that you can only

transmit announcements and

amendments from PRISM at this

1. Create a Solicitation time. You are unable to transmit the

complete solicitation document to

FBO via PRISM. Include a direct

link or directions on how to get to

3. Transmit to FBO the location where your solicitation
(s) is posted on your Institutes’
website when using this transmittal

It’saseasyas 1,2, 3...

2. Create an Announcement or
Amendment

NTH SUPPLY CENTER

he NIHSC has been going through an ISO Audit

over the past few weeks. confident that the NIHSC is managing its processes and

The ISO is the International Organization for activities at a high degree of integrity and remain
Standardization (ISO). This organization publishes the =~ confident the organization is delivering products that
family of standards referred to as the ISO 9000 family =~ meet customers’ needs. This certification is performed
which represents an international consensus on good by an independent quality system certification body.

li ices. . L
quality management practices Come shop with us at our two campus sites in Bldg. 10,

The ISO 9001:2008 is a set of standardized requirements Room B2B41 and Bldg. 31, in Room B1A47. You may
for a quality management system. Basically this also log onto our website http://nihsc.od.nih.gov.
standard is a “tried and tested framework for taking a
systematic approach to managing the organization’s
processes so that they consistently turn out product that
satisfies customers’ expectations” (ISO.org).

The NIHSC looks forward to making ordering supplies
faster, easier and more efficient for our customers. Help
us help you by providing your feedback: log onto our
website at http://nihsc.od.nith.eov; or contact Shannon
The NIHSC is ISO-9001:2008 certified and passed the =~ Downs at 301-435-3662 or via email at

recertification on 7 June 2011. downssk@od.nih.gov

What does this mean for you as a customer? Being ISO
9001:2008 certified means our customers can be

BPA PROGRAM WEBPAGE IS NOW AVAILABLE
You asked for it and now it’s available. The BPA Program is excited to announce our new web page located at
http://oamp.od.nih.gov/Division/SAPS/Acq/PCard/BPAProgram.asp. The BPA Program creates a variety of
NIH-wide Blanket Purchase Agreements (BPAs) for use by the NIH Acquisition community. Our web page con-

tains helpful information such as the BPA Program contact information, listing of the NIH Wide and Strategic
Sourcing BPA Listings, as well as a navigational aid for information on properly entering BPA Calls into PRISM.
Please check out our web page, as new information will be added in the future.
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"ACQUISTTION TRATNING SCHEDULE

PSAC &% %
2609 Federal Supply Schedule @3 cLps) e
Dates Times Location Cost Cancellation Date
August 17, 2011 1:00 PM—4:00 PM 6120 Executive Plaza South $315 July 26,2011
| would like to receive email notification of next available course date
PSAC 2@
2610 Consolidated Purchasing Through Contracts (3 CLPs) R
Dates Times Location Cost Cancellation Date
August 17, 2011 9:00 AM—12:00 PM 6120 Executive Plaza South $315 July 26,2011
| would like to receive email notification of next available course date

2611 Buying From Businesses on the Open Market (3 CLPs) S/
Dates Times Location Cost Cancellation Date
August 16, 2011 9:00 AM—12:00 PM 6120 Executive Plaza South $315 July 25, 2011
| would like to receive email notification of next available course date

PSAC &%
S

SaL0»

2617 Price Reasonableness Simplified Acquisition (3.5 CLPs) U
Dates Times Location Cost Cancellation Date
August 16, 2011 1:00 PM—4:00 PM 6120 Executive Plaza South $315 July 25,2011
| would like to receive email notification of next available course date
7N
2635 NBS P-Card Logs & Reconciliation (Refresher) (7 cLps) = ==
Dates Times Location Cost Cancellation Date
Aug 31, 2011 8:30 AM—4:00 PM 6120 Executive Plaza South $435 June 27,2011

| would like to receive email notification of next available course date
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"ACQUISTTION TRATNING SCHEDULE

5512 Professional Services (7 CLPs)

Dates Times Location Cost Cancellation Date

Aug 11, 2011 8:30 AM—4:00 PM 6120 Executive Plaza South ~ $445 June 26, 2011

| would like to receive email notification of next available course date

PSAC y‘é

5513 Negotiation Strategies for Simplified Acquisition (6.5 CLPs) ‘e
Dates Times Location Cost Cancellation Date

August 18, 2011 9:00 AM—4:00 PM 6120 Executive Plaza South $395 July 27, 2011

| would like to receive email notification of next available course date

5514 Appropriations Law for Simplified Acquisitions PSAC e"é
(6.5 CLPs) e
Dates Times Location Cost Cancellation Date
August 19, 2011 9:00 AM—4:00 PM 6120 Executive Plaza South $395 July 27,2011
| would like to receive email notification of next available course date

S\PL N,

5515 NBS Buyer Acquisition (Refresher) (14 CLPs) ‘e NS
Dates Times Location Cost Cancellation Date
Aug 11 and 12, 2011 8:30 AM— 4:00 PM 6120 Executive Plaza South $660 July 5, 2011
| would like to receive email notification of next available course date
PSAC ,,%»
5521 Federal Appropriations Law (24 CLPs) -
Dates Times Location Cost Cancellation Date
Aug 3 Thru Aug 5, 2011 8:30 AM— 3:30 PM 6120 Executive Plaza South $765 July 12, 2011
Sept 19 Thru Sept 21, 2011  8:30 AM—3:30 PM 6130 Executive Plaza North $765 Aug 28, 2011
I would like to receive email notification of next available course date
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"ACQUISTTION TRATNING SCHEDULE

8801 NIH Writing Statements of Work (13 CLPs)

Dates Times Location Cost Cancellation Date

Sept 14 and 15, 2011 9:00 AM—4:00 PM 6120 Executive Plaza South $655 August 23, 2011

I would like to receive email notification of next available course date

9512 Purchase Card Training (NBS) (Purchase Card Program) (14 CLPs)
or (19.5 CLPs)

Dates Times Location Cost Cancellation Date

Sep 19 Thru Sep 21, 2011 9:00 AM—4:00 PM 6120 Executive Plaza South $820 Sep 4, 2011

I would like to receive email notification of next available course date

9513 Simplified Acquisition & Delegated Procurement PSAC e"é

Five (5) Day Class! (40 CLPs)

Dates Times Location Cost Cancellation Date

Aug 22 Thru Aug 26, 2011 8:30 AM—4:00 PM 6120 Executive Plaza South  $1765 August 7, 2011

I would like to receive email notification of next available course date

OV\PLW‘S%
Y | t)s
9515 Buyer Contracts (NBS) (21 CLPs) Sl
Dates Times Location Cost Cancellation Date
Sept 12 Thru Sept 14, 2011  9:00 AM—4:00 PM 6120 Executive Plaza South  $1,280 Aug 14, 2011
| would like to receive email notification of next available course date
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"ACQUISTTION TRATNING SCHEDULE

S o,
S 2
.. (A
9516 Internal & External Requisitioner (NBS) (7 CLPs) B MINTERE
Dates Times Location Cost Cancellation Date
August 15, 2011 8:30 AM—4:00 PM 6120 Executive Plaza South $450 July 31, 2011
September 15,2011 8:30 AM—4:00 PM 6120 Executive Plaza South $450 August 31,2011

I would like to receive email notification of next available course date

9519 Simplified Acquisition for Offices of Acquisition®*(7 CLPs)

Dates Times Location Cost Cancellation Date
NO CLASSES SCHEDULED AT THIS TIME

I would like to receive email notification of next available course date

This class is only for NBS/Prism approvers and buyers in the Offices of Acquisition. This class is
not appropriate for NBS/Prism approvers and buyers in Delegated Offices of Acquisition. NBS/
Prism approvers and buyers in Delegated Offices of Acquisition should take Course Number 9513

9530 Basic Simplified Acquisition (40 CLPs)

Dates Times Location Cost Cancellation Date

Dec 12 Thru Dec 16,2011 9:00am—4:00pm 6120 Executive Plaza South $955 Nov 20, 2011

I would like to receive email notification of next available course date

9532 Advanced Simplified Acquisition (40 CLPs)

Dates Times Location Cost Cancellation Date

Aug 1 Thru Aug 5, 2011 9:00 AM—4:00 PM 6130 Executive Plaza North $955 July 10, 2011

I would like to receive email notification of next available course date

For information on the above courses including complete descriptions, prerequisites, and
registration information, contact the Human Resource Development Division at
(301) 496-6211 or visit their training website at http://trainingcenter.nih.gov/
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ACQUISITION TRAINING SCHEDULE
AT100 Section 508 Electronic & IT Training—Phase 1l (3 CLPs)

Dates Times

Location

Cost Cancellation Date

NO CLASSES SCHEDULED AT THIS TIME

I would like to receive email notification of next available course date

This seminar is focused on a broad overview of Section 508 of the Rehabilitation Act and will
provide more than sufficient information to ensure that all electronic and information technology
developed, procured, maintained, or used meets accessibility standards. This course is
recommend for anyone whose work is IT or procurement-related. The following are some of the
technologies required to be accessible: Software applications and operating systems; Web
applications; Telecommunication products; Video and multimedia products; Self-contained and

closed products; Computers.

Click here to register for Phase I

Prerequisite: HHS Section 508 Training - Phase I:

e Inorder to attend this Phase Il course, Phase | must be completed. This introductory course may

be accessed at http://Ims.learning.hhs.gov. Specific course information is provided below:

e The training is provided online at http://Ims.learning.hhs.gov

e Name: HHS Section 508 Training - Phase |
e Course ID: HHS508; ID: 00009629

DCIS Training

n an effort to support the requirement for DCIS

FPDS-NG Data Verification and Validation
(DCIS V&V), the Contracts Data Management Program
(CDMP) in the Office of Acquisition and Logistics
Management (OALM) will offer training to ensure that
all acquisition staff involved are in compliance with the
Office of Federal Procurement Policy (OFPP) March 9,
2007 Memorandum Federal Procurement Data
Verification and Validation http://www.whitehouse.gov.
omb/assets/omb/procurement/pro_data
fpds_030907.pdf requiring accurate and timely input
of contract information.

Each training session will include the
following:

New Reporting Requirements Including TAS Code

Requirements;

Top 12 FPDS-NG “Critical Field” errors;
DCIS Version 1.4 changes

Each training session will be customized to support the
needs of the individual Office of Acquisition or
Delegated Acquisition Office. As part of the training,
the CDMP trainer will cover all problem areas and fields
identified in a sample review by HHS. In order to
facilitate this training, your office must provide the
training location and ensure that it is equipped with a

computer and the appropriate Internet access to allow
the live entry of DCIS data. Additionally, the live data
entry portion of the training session will require that
official actions be brought to the training session.

DCIS training will count towards an attendee’s skills
currency training requirement. As with all training,
attendees are responsible for tracking and reporting their
CLPs according to instructions from the Acquisition
Career Program:
http://oamp.od.nih.gov/Division/acp/acp.asp

The Offices of Acquisition and Delegated Acquisition
Offices should submit their Request for training to the
Contracts Data Management Program (CDMP), via
email to List NIH-DCIS-HELP.

Training will be provided in Building 6100 in conference
room 6D01.

Dates and Times:

September 6, 2011
September 13, 2011

November 8, 2011
November 15, 2011
January 10, 2012
January 17, 2012

1:00pm—4:00pm
9:30am—12:30pm
1:00pm—4:00pm
9:30am—12:30pm
1:00pm—4:00pm
9:30am—12:30pm

When requesting training, please identify the date and time
Note: Class is limited to 20 individuals.
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TR CQUISTTION TRATNING 7

Green Purchasing Training

11 contracting officers, contract specialists, purchase card holders, card approving officials, project officers/

COTRs and acquisition staff in job series 1102, 1105 and 1106 are required to take Green Purchasing training
every two years. Green purchasing refers to federal requirements to purchase recycled content products, energy-
efficient products and renewable energy technologies, alternative fuel vehicles and alternative fuels, bio-based
products, environmentally preferable products and services, and non-ozone depleting substances.

Green Purchasing Certification Training application is accessible at: http://oampintranet.od.nih.gov/
GreenPurchasing/GP-Form.asp. Complete only one of these options:

® Federal Environmental Stewardship Webpage: Review the Federal Environmental Stewardship Webpage. This is an
extensive resource that doesn’t have a test associated for verification of completion. We ask that you devote at least two
hours to reviewing the information on the site, and then notify us you’ve done so.

® APP-EPP: Read HHS’ Affirmative Procurement Plan for Purchasing Environmentally Preferable Products
(Download Acrobat Reader). Again, there is no test associated with this for verification completion. Thoroughly review
the site then notify us.

® Read through the NCMA presentation given in November, 2010 and linked here: Meeting the Green Procurement
Requirements for Federal Agencies

® CLC 046 Green Procurement through FAI: Take CLC 046 Green Purchasing from the Federal Acquisition Institute at
https://www.atrrs.army.mil/channels/faitas/student/logon.aspx?caller=1 .This class is under the Continuous Learning
Modules section. Note that you are only able to take this class once, so that you need to take a different version of the
training for refresher training two years later. NOTE: CONCERN WHEN ACCESSING THE FAI TRAINING SITE.

Application: After you complete one of the above training options, please apply for green certification at the
following link : http://oampintranet.od.nih.qov/GreenPurchasing/GP-Form.asp.

Once you are approved, you can check your status at : http://oamplintranet.od.nih.gov/GreenPurchasing/
GPSearch.asp.

The web confirmation serves as your training certificate. For more information about green purchasing, please
click here.

These training counts as 2 hours towards the 80 hours of refresher training that must be completed
between January 1, 2010 and December 31, 2011, by all acquisition officials acknowledged. As part of
the 40 hours, individuals with SAC or old HHS Level | certification are required to complete every two
years to keep the certification valid.

LISTS AVAILABLE ONLINE!

Lists of all NIH Blanket Purchase Agreements (BPA’s)
can be found at the following URL:
http://oamp.od.nih.gov/Division/SAPS/Acq/PCard/BPAProgram.asp

This location contains three BPA lists:

1) Complete vendor alphabetical list;
2) Vendor list sorted by commodity; and
3) A listing of the preferred HHS Strategic Sourcing vendors.

If you have questions or need further clarification, please contact the
BPA helpline at (301) 496-5212 or e-mail
BPAProgramBranch@od.nih.gov
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“Thank You” in Turkish

SPECIAL THANKS
We’d like to thank all those who contributed to this and future
editions of the OALM Newsletter.

The OALM Newsletter will be published six (6) times in 2011. OALM invites your comments and
suggestions for future articles. We encourage staff to submit articles that would be of
interest to our readers. We will do our best to include such articles in future editions of the OALM

Newsletter.

Please address all correspondence to the editors: Cynthia Henderson, HendersonCY@od.nih.gov,
Alfreda Mire, MireA@od.nih.gov, Milton Nicholas, NicholaM@od.nih.gov, or Annette Romanesk,
RomanesA@od.nih.gov.

If you have any questions or comments regarding the information, policy and/or procedures
published in this issue, you may contact Milton Nicholas at the email address above. For future
issues please contact the Simplified Acquisitions Helpline on (301) 496-0400 or via email at
SimplifiedAcquisitionHelp@od.nih.gov and you will be referred to the appropriate editor.
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