How to Correct Common Mistakes 

The following are some examples on how to correct mistakes during the payment request process:
 
If the grantee receives the message “Payment Request is in the Holding File,” immediately contact Raynette Robinson at Raynette.Robinson@psc.hhs.gov or 301-492-4938 and ask her to reject/delete the payment request.   
 
If the payment request message states that the “Payment Request is in Process” and if it has not been processed onto a schedule to the Department of the Treasury, again the grantee can contact Raynette Robinson immediately and to reverse the payment.  
 
If the grantee has drawn from the wrong subaccount then they can draw from the correct subaccount the next time they need to draw, provided the dollar amounts will offset.  
 
As an example, if the grantee drew down $100 from subaccount “A” but meant to draw from subaccount “B” then the next time they need to draw at least $100 from “A,” they should draw at least $100 from “B.”  If they need more than $100 from “A” they should draw $100 from “B” and the remainder from subaccount, “A.”
 
The bottom line is if the grantee makes a mistake they should call Raynette Robinson at 
301-492-4938.  

