
DEPARTMENT OF THE (YOUR SERVICE)
YOUR ORGANIZATION
BASE X, DEPLOYED COUNTRY




DATE

MEMORANDUM FOR 

FROM:  XXX ECONS

SUBJECT:  Ordering Officer Appointment

1. Appointment.  Under AFARS 5101.602-2-91, you are appointed as an Ordering Officer (OO) for the purposes set forth in paragraph 2 herein.  Your appointment shall become effective (DATE) 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 limitation and requirements stated below:

a. Subject to you ensuring funds are available and local purchase authority exists for the transaction, you may make over-the-counter purchases using Standard Form 44, Purchase-Order-Invoice Voucher, provided all of the following conditions are satisfied:

(1). OOs are limited to $2,500.00 per transaction or vender per day.  Requirements shall not be split to avoid these limitations.  

(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.

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

c. Special Instructions may be published which further define or limit your authority.  These instructions are binding and carry the same authority as this appointment letter.

d. Your Procurement Instrumental Identification Numbers (PIINs) begin with 
FA8201-06-M-9500 and continue in consecutive order through FA8201-06-M-9520.

3. File Maintenance.  You shall maintain an Ordering Officer file to collect all documentation supporting your actions taken in compliance with this appointment letter.  This file shall be subject to inspection/review upon call of the Contracting Officer (CO) and prior to your departure from the AOR.  You will submit a listing of your transactions (commodity bought and dollar amount) weekly to the CO.

4. Standards of Conduct and Contracting Actions Reporting Requirements.  

a. You shall comply with the DoD Joint Ethics Regulations.  You shall review this regulation at least semiannually. 

b. You shall avoid engaging in any personal business or professional activity or have or retain any direct or indirect financial interest which may place you in a position in which there is a conflict or the appearance of a conflict between your private interests and the public interest of the United States as it relates to your duties and responsibilities as a Department of Defense government personnel.

c. You shall not accept any gifts or gratuities from those who have or seek business with the DoD or from those business interests that are affected by DoD functions. 

d. You shall furnish the undersigned and the CO to whom you are responsible such information as may be required for contracting action reporting purposes in the manner and the time specified.

5. Termination of Appointment.

a. Your appointment may be revoked at any time by the undersigned authority or successor and shall be terminated in writing, except that no written termination of your appointment shall be made upon expiration or termination of contracts enumerated in paragraph 2.

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 so that your appointment may be terminated.

c. You shall notify the appointment authority prior to your departure from the AOR so that your files can be reviewed, closed-out, and your appointment terminated.

6. Acknowledgement of Receipt.  You are requested to acknowledge receipt of this appointment by signing this letter and returning a copy to the Contracting Officer.    

					
							
JOHN M. DOE
								Contracting Officer

I acknowledge receipt, understand my responsibilities as an ordering officer and will comply with this appointment.

	____________________________________
	(Ordering Officer Signature)

	____________________________________
	(Date Signed)
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