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IN REPLY REFER TO: 


Insert serial # 

 Insert date
Commanding Officer Endorsement Template

Template Version October 2009

Provide the Commanding Officer (per MAPS 1.602-3(b), the Commanding Officer is  the first General Officer in the chain of command above the individual who made the unauthorized commitment) endorsement using the below template.  Changes may be made as necessary; however, the completed document should be substantially the same.  
Tailor all aspects of this template to the individual acquisition and ensure that any template areas providing sample language or instructions (e.g. italicized and/or red language) are deleted prior to submission). 
FIRST ENDORSEMENT on insert code, serial #, and date of MFR endorsing, e.g.,MFR G-3 ltr 4200 of 29 Aug 08
From:
Commanding Officer must be 07 or above






To:
Contracting Officer at RCO insert the name of the Regional Contracting Office

 preparing the ratifying D&F
Subj:
RATIFICATION OF UNAUTHORIZED COMMITMENT OF GOVERNMENT 

FUNDS FOR insert supplies or services that are to be ratified
Ref:
(a)  Marine Corps Acquisition Procedures Supplement (MAPS) 1.602-3

Encl:
(1)  Signed Statement of Fact by Initiator of Unauthorized Commitment


(2)  Purchase Request dated insert date of purchase request

(3)  Contractor’s Invoice

(4)  Contractor’s Proposal

(5)  Documentation Substantiating Funding Availability (this should be either a screen


 shot from PR Builder marked that funds have been verified or a signed funding


 document)

(6)  Continue listing enclosures for any additional documents supporting the request for


 ratification; ensure all orders, invoices, or other documentary evidence of the 


transaction are included. (Note:  The D&F and price reasonableness determination 


are to be completed by the Contracting Officer and therefore are not included in this 


document.)
1.  Forwarded in accordance with reference (a) are enclosures (1) through (insert last enclosure number identified above) which includes all documentary evidence of the transaction. 
2.  I have carefully reviewed all documentation included herein and find, to the best of my knowledge and belief, the information to be accurate and complete.  I concur that ratification is in the best interest of the Marine Corps.
3.  Insert the title of the organization that received the supplies or services received provide a complete description of the supplies or service received.  The Government has obtained a benefit resulting from the performance of the unauthorized commitment.

4.  Funding in the amount of insert amount of the unauthorized commitment for the insert “supplies” or “services” described above is available and was available at the time the unauthorized commitment was made.  The following insert the fiscal year of the funds to be used and the type of funds, e.g., “FY 08 OM&N” will be used to ratify this unauthorized commitment:  
Insert the accounting line for the funds identified above. 

 If the funding to be used is not from the fiscal year in which the unauthorized commitment occurred, after the accounting line information above, include an explanation regarding why the original funding is no longer available and current fiscal year funds must be used.

5.  Insert name of individual responsible for the unauthorized commitment has received training which will mitigate the risk of additional unauthorized commitments.  Specifically, identify what training was provided.  Ensure at a minimum the presentation in CMPG 5.11 titled “Unauthorized Commitments” has been viewed.  Describe any disciplinary action taken and any additional measures taken to prevent a recurrence of the unauthorized commitment within the command,  such as viewing the “Unauthorized Commitments” presentation by all personnel in the branch where the unauthorized commitment occurred.  






Insert name of Commanding Officer






signing endorsement (must be 07 or above)
UNITED STATES MARINE CORPS


(Use Local Letterhead)
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