UNAUTHORIZED COMMITMENT PACKAGE

Contracting Department must receive the following items in order to process an Unauthorized Commitment/ Ratification request: 

	1. A completed Unauthorized Commitment Checklist.

	2. Statement signed by the person who made the Unauthorized Commitment describing the circumstances per the Unauthorized Commitment checklist.

	3. Copies of all orders, original invoices, and other documentary evidence of the 


transaction.

	4. Provide a Commander's endorsement concurring that the commitment should be ratified.  The endorsement must address the information requirements contained in the Unauthorized Commitment checklist. Endorsement is required by the activity Commanding Officer  endorsement 'By direction' is not authorized.  

	5.  Submit a PR Builder document that corresponds to the amount of the ratification to MCIEAST/MCB Contracting. (the funding document needs to correspondence with when the transaction took place (if the applicable FY funds are available)  


