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DATE
MEMORANDUM FOR 

FROM:  

SUBJECT:  Appointment of Standard Form 44 Ordering Officer

1.	Appointment.  In accordance with the reference you are hereby appointed an Ordering Officer for the purposes set forth in paragraph 2 herein.  Your appointment shall become effective   29 September 2005   and remain effective unless sooner revoked or you are reassigned.  You are under the technical supervision of the Contracting Officer for your actions as an ordering officer.

2.	Authority, Limitations and Requirements.  Your appointment is subject to the use of the method of purchase and to the limitations and requirements stated below:

	a.	Subject to your ensuring that funds are available and that local purchase authority exists to the transaction, you may make purchases of Class II, III, IV, VI and IX using SF 44, Purchase Order-Invoice-Voucher, provided all of the following conditions are satisfied:

		(1)	The aggregate amount of a purchase transaction is not in excess of $2,500.  You shall not split purchases to avoid this monetary limitation.

		(2)	Supplies are immediately available.

		(3)	One delivery and one payment shall be made.

The authority stated above shall not be re-delegated to any other person.  Remember: Safeguard the forms.

3.	Assignment of Procurement Instrument Identification Numbers (PIIN).  The following PIINs are hereby reserved for your exclusive use for assignment to SF 44s issued under the authority granted to you by this letter:

	Assigned PIIN numbers are:   	CK06-0001 thru CK06-0100	

4.	Standards of Conduct and Acquisition Reporting Requirements.

	a.	You shall comply with the standards as prescribed in DoD 5500.7-R, Joint Ethics Regulation and shall review the regulation at least semiannually.

	b.	You shall furnish the Contracting Officer such information as may be required for acquisition reporting purposes in the manner and the time so specified.

5.	Termination of Appointment.  Your appointment may be revoked at any time by this office and shall be terminated in writing.  Should you be reassigned from your present position or should your employment be terminated while this appointment is in effect, you shall promptly notify the appointing authority in writing so that your appointment may be terminated.  Prior to departure, you shall report to this office for a review of your records for clearance.




						JOHN M. DOE
						Contracting Officer
Any Time…Any Place
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