
NCI Policy Fact Sheet

Purchase of Business Cards for NCI Employees
(Reference: NIH Memorandum, June 10, 2004, “Use of Appropriations to Purchase Employee Business Cards. D. Frasier/K. Stith))

Policy Contact: Mr. David Pair, PSC (301-496-3881 or franklin.pair@psc.hhs.gov) https://www.psc.gov/visual-media.html
	
	

	Purpose


	To provide guidance to NCI staff for purchasing individual employee or generic office business cards with appropriated funds.  



	Policy
Policy 

(Continued)
	1. Appropriated funds may be used to purchase generic and employee business cards for employees who, in conducting their official duties, interface significantly and continuously with people or organizations external to, and furthering the statutory mission of, the NIH. Business cards should only be used to facilitate prompt and efficient business-related communications with persons outside of the NIH (Government and Non-Government).


2. Appropriated funds may not be used to purchase:  

· business cards for purposes other than the ones described in this policy.

· business cards for Federal Advisory Committee Members or Special Government Employees.
· business cards with foiled logos or which include personal cellular telephone numbers.

3. The maximum cost allowable for purchasing business cards using appropriated funds may not exceed $75 per individual per year. The final cost will be determined by quantity, paper selection, and ink choice.

4. All business card orders must be approved by the Supervisor, AO, and the NCI Deputy Director for Management (DDM) prior to ordering.

5. Business cards must be ordered through Mr. Erwin Dubose at erwin.dubose@psc.hhs.gov or Lisa Harper at lisa.harper@psc.hhs.gov, both in the HHS Program Support Center (PSC). The HHS PSC is located at 6701 Rockledge Drive, Room 1165, Rockville, MD, and can be reached by phone at 301-496-3881.

6. All business cards provided at NCI’s expense will be uniform in style (see Appendix A for approved format). The standard business card form must include identifiers (in text or logos) for the DHHS, the NIH, and the NCI.

7. Requests for employee business cards must show the employee’s name, the official organizational title (informal titles and references cannot be used), address, telephone and fax numbers, and e-mail address. 
8. Requests for generic office business cards must show the official organizational title, address, telephone and fax numbers. The office email address and web addresses are optional.
9. In most cases, employees are expected to place no more than one order per year and to order no more than 250 cards.  A written justification is required for quantities exceeding 250 cards per employee or for multiple annual orders. (A reorganization or change in position may necessitate replacement of cards within the year timeframe.)
10. NCI employees who would like personal business cards, but do not meet the requirements described in this policy, may purchase them using personal funds. All business cards used in connection with NCI business must be approved by the immediate supervisor and Executive Officer (EO)/Administrative Officer (AO), and meet the NIH format requirements in items 6 and 7 above.


	Procedures

Procedures

(Continued)


	Employee Responsibilities (For Employee Business Cards Only):  
· Print and fill out HHS-26A form (may be downloaded at http://intranet.hhs.gov/hr/ohr/forms/hhs_forms.html 

· Seek approval from supervisor via request memorandum and route through AO (Appendix B).  

· AO will review and forward to EO for approval. .
· If approved by EO, a copy of the EO Approval Letter and the HHS-26A must be forwarded via email to erwin.dubose@psc.hhs.gov or lisa.harper@psc.hhs.gov. A backup email address for printing service is PSCpublishing@psc.hhs.gov. (Electronic signatures are requested)
· To place order, go to http://medarts.nih.gov/businesscards/ and select the Business Card option under Quick Links. Select “Order Standard Business Cards”.

· You will then be asked to register to gain access to the PSC order site.

· After completing the online order form, print a copy for your records.


Supervisor Responsibilities (For Employee Business Cards Only):

· Reviews the HHS-26A form to assure that it meets requirements and if approved forwards to AO.
· Sign the EO approval letter (Appendix B) and recommend the EO approve or disapprove the request 

· Submit the signed request to the AO and EO for approval. 

· Maintain a copy of all employee business card requests. 


Supervisor Responsibilities (For Generic Office Business Cards Only):
· Print and fill out HHS-26A form (may be downloaded at http://intranet.hhs.gov/hr/ohr/forms/hhs_forms.html.) and approval letter (Appendix C). 

· Send HHS-26A and letter to AO and EO for approval. 

· Upon approval, copies of the EO approval and HHS-26A form must be forwarded via email to erwin.dubose@psc.hhs.gov or lisa.harper@psc.hhs.gov. A backup email address for printing service is PSCpublishing@psc.hhs.gov. (Electronic signatures are requested)
· To place order, go to http://medarts.nih.gov/businesscards/ and select the Business Card option under Quick Links. (This step may be done at any point in the process)

· Select “Order Standard Business Cards”.

· You must register to gain access to PSC order site.

· After completing the online order form, print a copy for your records.

EO Responsibilities (For Employee and Generic Business Cards):
· Review and approve or deny the business card request.

· Return package to the AO who will forward to initiating employee for processing.

Administrative Officer (For Employee and Generic Business Cards):

· Review and approve or deny the business card request.
· Return package to the initiating employee for processing.

HHS Program Support Center (PSC) (For Employee and Generic Business Cards):
· Ensure employee and generic business card requests have been approved by the appropriate official(s)
· Inform employee/office when business cards are shipped.


Note: See “NCI Business Cards Policy Fact Sheet Flowchart” (Appendix A) for the complete process.


	Additional Resources/
References
	1. Memo “Use of Appropriations to Purchase Employee Business Cards,” dated June 10, 2004 to Executive Officers and Chief Contracting Officers from the Head of the Contracting Activity and Director, Office of Acquisition Management and Policy and Director and Deputy Chief Financial Officer, Office of Financial Management.
2. Mr. Erwin Dubose at erwin.dubose@psc.hhs.gov or Lisa Harper at lisa.harper@psc.hhs.gov, both in the HHS Program Support Center (PSC). The HHS PSC is located at 6701 Rockledge Drive, Room 1165, Rockville, MD, and can be reached by phone at 301-496-3881.
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Appendix A 

Appendix B 

Request for Approval to Purchase Employee Business Cards
Sample 


DATE:
(Insert Date)

FROM:
(Insert Employee Name)



(Title and Grade)

TO:

John Czajkowski


Deputy Director for Management, NCI
Through: 
(Insert Immediate Supervisor’s Name and Title)

(Insert Administrative Officer’s name and Title)
SUBJECT: 
Request for Approval to Purchase Employee Business Cards

I am requesting approval to purchase 250 employee business cards.

Justification:

Briefly describe how you interact with people or organizations external to NIH and the frequency your duties require you to do so. Describe how the use of employee business cards would facilitate prompt and efficient business-related communications in the course of such interaction, furthering the statutory mission of NIH.






(Employee Signature)

Recommendation:

____This request is approved ____This request is not approved

(Supervisor Signature)____________


__________
(Insert Immediate Supervisor’s Name)


Date

(Insert Immediate Supervisor’s Title)

Decision:

____This request is approved 
               ____This request is not approved
(DDM Signature)____________

    __________

John Czajkowski



    Date

Deputy Director for Management, NCI

Appendix C
Request for Approval to Purchase Generic Business Cards
Sample 


DATE:

(Insert Date)

FROM:

(Insert Supervisor Name)
(Insert Official Office Name)

Through:  (insert Administrative Officer’s name)

TO:

John Czajkowski


Deputy Director for Management, NCI

SUBJECT: 
Request for Approval to Purchase Generic Business Cards

I am requesting approval to purchase 250 generic business cards.

Justification:

Briefly describe how you interact with people or organizations external to NIH and the frequency your duties require you to do so. Describe how the use of employee business cards would facilitate prompt and efficient business-related communications in the course of such interaction, furthering the statutory mission of NIH.






(Supervisor Signature)

Decision:

____This request is approved 
               ____This request is not approved
(DDM Signature)____________

    __________

John Czajkowski



    Date

Deputy Director for Management, NCI
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Employee:


Department of Health and Human �Services (DHHS) text or logo


National Institutes of Health (NIH) text or logo


National Cancer Institute (NCI) text or logo


Employee’s Name and Title


Official Organization �(informal titles and references cannot be used)


Organizational Address


Telephone Number


Facsimile Number


E-mail Address (optional)


Website (optional)�


Generic:


Department of Health and Human �Services (DHHS) text or logo


National Institutes of Health (NIH) text or logo


National Cancer Institute (NCI) text or logo


Official Organization �(informal titles and references cannot be used)


Organizational Street Address


Telephone Number


Facsimile Number


E-mail Address (optional)


Website (optional)
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Flow Chart for NCI Policy Fact Sheet for NCI Business Cards
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Reviews order and notifies employee upon shipment


Prints and fills out HHS-26A form and requests approval from Supervisor


Order standard business cards from NIH website (http://www.ors.od.nih.gov/pes/dma/printing/pages/print.aspx


Reviews and forwards to AO if recommended for approval


Reviews and if approved forwards to EO for approval.


Forwards copy of approved HHS-26A form and EO Approval Letter (Appendix B) to Supervisor
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