REQUEST FOR RATIFICATION OF UNAUTHORIZED COMMITMENT

In the amount of ($):                                
   To (Company Name):

For (Supplies/Services):                                                                                                         Committed (date):

Committing activity/unit:

PART I -DESCRIPTION OF COMMITMENT AND UNIT COMMANDER'S REVIEW

AUTHORITY:
ARMY FEDERAL ACQUISITION REGULATION SUPPLEMENT (AFARS) 5101.602-3

The individual making the unauthorized commitment shall complete items 1 through 4 of Part 1, Section A, provide the required documentation, sign, date, and forward the file to the appropriate individual (Unit Commander, Director or Activity Chief) for completion of Part 1, Section B. The complete file will be returned to the chief of the supporting contracting office.  All items must be completed in detail.

SECTION A - COMMITMENT CIRCUMSTANCES

(Completed by individual making the unauthorized commitment)

1.  Statement by individual describing circumstances.

2.  Explain why normal procurement procedures were not followed.
3.  Describe BONA FIDE government requirement necessitating the commitment and benefits received as a result.

4.  List and attach all relevant documents (include orders, invoices and other evidence of the transaction).

Typed name and title of individual making        

Signature

                                                     Date

unauthorized commitment

PART I - SECTION B - CONTRACTUAL RATIFICATION

(Completed by Unit Commander - complete items 1 through 4 (or item 5, if applicable)

1.  I have reviewed Section A above and verify that the information is accurate and complete; and I

Concur with contractual ratification                                                 
Do not concur                

2.  Describe attempts to resolve unauthorized commitment prior to requesting ratification (such as returning merchandise, individual paying from personal funds, etc.)

3.  Describe any disciplinary action taken (or furnish an explanation of why no disciplinary action was considered necessary).

4.  Describe action taken to prevent recurrence of unauthorized act.

5.  Explain nonconcurrence (if applicable).

6. Provide a complete purchase description, funding for ratification and certified original invoice (execute and attach DA Form 3953, Purchase Request and Commitment).  (Must be attached to process as a ratification action).

Typed name, grade, title and organization of            
Signature                                                                  Date

Unit Commander

When completed return to Chief, Contracting Office

PART II - ASSIGNMENT OF CONTRACTING OFFICER

(Completed by Contracting Office)

Proposed ratification assigned for processing to (Name of Contracting Officer)

Typed name and grade of Chief,


Signature                                                                 Date

Contracting Office

PART III - CONTRACTING OFFICER'S REVIEW

(Completed by Contracting Officer)

The Chief of the Contracting Office or the contracting officer designated in Part II shall review the file and proceed as follows:

1.  Determine the adequacy of all facts, records, and documents furnished, and obtain any additional material required.

2.  Obtain an opinion from legal counsel as to whether the acquisition is ratifiable under AFARS 5101.602-3, whether the matter

should be processed under FAR and DOD FAR Supplement Part 250 (Public Law 85-804), processed as a claim, or otherwise handled.

3.  State whether the price involved is considered fair and reasonable and indicate how that determination was made.

4.  Determine that sufficient funds are available to pay for the acquisition.

5.  Prepare a summary statement of facts addressing the foregoing.  The statement is to include a recommendation as to whether the transaction should be ratified stating the reasons therefore.  Advice against the ratification should include a recommendation as to whether the matter should be processed under FAR Part 50 and DFARS Part 250 (Public Law 85-804), as a claim, or in some other appropriate way. (If more space is required, attach plain bond paper.)

Typed name and grade of contracting officer

Signature




Date

PART IV - LEGAL REVIEW AND FINAL DISPOSITION

SECTION A

(Completed by Legal Counsel)

Determine whether the acquisition is ratifiable under AFARS 5101.602-3 or whether the matter should be processed under FAR AND DOD FAR Supplement PART 250 (Public Law 85-804), as a claim, or recommed other appropriate disposition.  (Return to Chief, Contracting Office for final disposition.)

Typed name and grade of legal advisor

Signature



Date

SECTION B

(Completed by Chief, Contracting Office)

Based on the foregoing determination, request for approval of unauthorized commitment is:

1.  Actions of  $10,000 or less


            Approved (Issue Purchase Order)

            Disapproved (Provide disposition instructions in accordance with AFARS 5101.602-3)

2.  Actions in excess of $10,000 (Forward to PARC with complete documentation)


             Approval is recommended

             Disapproval is recommended

Typed name and grade of Chief,


Signature



Date

Contracting Office

SECTION C

(Completed By Ratification Authority)

3.  Actions in excess of $10,000


              Approved (Issue Purchase Order)


              Disapproved.

This approval is granted in accordance with FAR 1.602-3.

Typed name and grade of ratification


Signature



Date

approval authority

