Insert Organizational Heading

Date: Insert Date of Appointment

From: Head Contingency Contracting Officer
To:     Insert Field Ordering Officer’s Name, Insert Section

Subj: FIELD ORDERING OFFICER APPOINTMENT

Ref:  Joint Ethics Regulation, DoDD 5500.7-R

Encl: Field Ordering Officer Appointment Acknowledgement of Receipt

1.	Appointment. Under reference (a), you are hereby appointed as a Field Ordering Officer (FOO) with (Insert Organization) for the purposes set forth in paragraph 2.  Your appointment shall become effective (From Date) and remain effective until (To Date) or unless sooner revoked by the Head of the Contingency Contracting Office, whichever is soonest.  You are responsible to, and under the technical supervision, of the undersigned Contracting Officer for your actions as a Field 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 (through the (Insert Unit Supporting) Comptroller’s Office) and that local purchase authority exists for the transaction, you may make purchases for over-the-counter purchases and non-personal services in support of units using the Standard Form 44, Purchase Order Invoice Voucher, provided all the following conditions are satisfied:

1) The aggregate amount of a purchase transaction is not in excess of $3,000 per order to purchase mission essential supplies or non-personal services in support of (Insert Unit Supporting).  You may not split purchases to avoid this monetary limitation.
2) Supplies or non-personal services are immediately available.
3) One delivery and one payment can be made.
4) The purchase does not require detailed technical specifications or technical supervision.
5) The purchase is not to obtain food, lodging, weapons, ammunition, explosives, information or entertainment.
6) (Insert Any Other Limitations)

The following supplies or non-personal services may be purchased:

1) (Insert supplies and/or non-personal services authorized to purchase)

b. This authority may not be delegated to any other person.

c. At all times there will be a separation of functions.  You will not be a paying agent or receipt for any purchases while your FOO appointment is active.  Four signatures will be present on each SF 44 (FOO, paying agent, customer receiving products or non-personal services, and the vendor).

d. Special Instructions may be published by the Head of the Contracting Office that further define or limit your authority, at any time.  These instructions are binding and carry the same authority as this appointment letter.

e. Requisition numbers and line of accounting information (LOA) will be provided to you by the (Insert Unit Supporting) Comptroller’s Office.

2. File Maintenance. You shall maintain a Field Ordering Officer file to collect all documentation supporting your actions taken in compliance with this appointment letter or Special Instructions.  This file shall include, at a minimum, a logbook of every purchase, a copy of the Standard Form 44 used for each purchase, the purchase request document, funding document, and the Receipt for Property Received (RPR) for items accounted for on property records.  This file shall be subject to inspection/review on a monthly basis or upon call of the Contracting Officer at any time for the duration of your appointment.  Prior to reconciliation with the Contracting Office, you will have the section Supply Officer certify, in writing, that he or she has reviewed all of the purchases and determined whether the items need to be placed on appropriate property records.

3. Ethics and Acquisition Reporting Requirements. You shall comply with the standards of conduct as prescribed in reference (b), and shall review the regulation at least semiannually.  You shall furnish the Contracting Officer to whom you are responsible such information as may be required for acquisition reporting purposes in the manner and the time so specified.

4. Termination of Appointment.  

a. Your appointment may be revoked at any time by the undersigned or successor and shall be terminated in writing.

b. 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 immediately, so that your appointment may be terminated.

c. You will notify the appointment authority within 45 days prior to your departure from (Insert Area), so that your files can be reviewed, closed-out and your appointment terminated.

5. You are required to acknowledge receipt of this letter of appointment by completing the attached acknowledgment of receipt and return it to the undersigned.




						(Insert Contracting Officer’s Name)
						(Insert Rank and Branch of Service)
						Head of Contingency Contracting Office

