
Convenience Check

Checklist: 
1. In the NIH Business System (NBS), check to ensure the person or a vendor is not in the system. If they are registered with the System for Award Management (SAM), then they cannot be issued a check (NO EXCEPTIONS). 

2. In the Purchasing Online Tracking System (POTS), check for issued history: 
A. Go in the Search Order Section and enter individual person name or name of the vendor in the vendor name.
B. Convenience checks may not be used more than six times (NO EXCEPTIONS). 
C. Following six visits, individuals are expected to Register in the SAM.

3. Documents requirement:
A. Form 1861 
B. Drug Free workplace form 
C. Resume/CV 
D. Receipts for Transportation and Hotel
 	i. Airline ticket 
ii. Taxi 
iii. Train 

4. Limit amount is $3500
 	A. Include 2 percent for check fee and 1 percent for international fee. 

5. For Purchasing Agent 
A. Write the check number in the POTS 
B. A copy of a check for the file. 


NOTICE: 
A. Professional Service Orders (PSOs) are reimbursements and cannot be paid in advance of the service rendered. Payments of PSOs must be accomplished after services are rendered. Airline tickets can be included in the cost of the PSO when the traveler is still at the location of service if the service has been provided and a receipt or invoice for the paid airline ticket shows a return to the professional’s destination is provided. 
B. Reimbursement for travel may not exceed the cost for coach/economy class. (First class and business class are not allowed.) 
C. If business class or first class is required, must have traveler’s medical doctor reviewed by OMS first. 

