Insert Organizational Heading

Date: Insert Date of Nomination

From: Commanding Officer
To:     Insert FOO Nomination, Insert Section

Subj: FIELD ORDERING OFFICER NOMINATION

Encl: Field Ordering Officer Nomination Acknowledgment of Receipt   

1. Nomination. Under reference (a), you are hereby nominated as a potential Field Ordering Officer (FOO) for (Insert Organization).  You will report and be screened by the Head of the Contingency Contracting Office to determine if you will be appointed as a FOO.  If approved by the Head of the Contingency Contracting Office, you will be trained and appointed in writing by the Head Contracting Officer to make purchases for (Insert Organization).  The following supplies and/or non-personal services may be required for you to purchase: 

- (Insert Supplies or Non-Personal Services)     
-
-
-

The Head of the Contingency Contracting office will determine your authority and limitations.  The potential period of appointment will be from (Insert From Date) to (Insert End Date), or if sooner revoked by the undersigned or the Head of the Contingency Contracting Office.  

2. 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 Commanding Officer’s Name)
						(Insert Rank and Branch of Service)
						(Insert Commander)

