ORDERING OFFICER (OO) LETTER OF INSTRUCTION


1. The purpose of this Letter of Instruction (LOI) is to establish procedures for Ordering Officers (OOs).

2. OOs play a vital role in providing day to day emergency contracting support to the Commander.  They are key logistical assets, able to procure authorized, urgently needed supplies from local sources that are either not available or not capable of being obtained from normal supply sources.

3. OOs are an extension of the Contracting Office with the authority delegated from the Chief of Contracting.  That authority may be revoked at any time.  Only Contracting Officers or their authorized agents (OOs) can obligate the Government.  They are solely responsible for obtaining pricing information and placing orders with vendors.  This contracting authority cannot be redelegated.  Vendors must be personally contacted by the OO for pricing prior to placing an order.  Orders must be placed prior to receiving any material.

4. Commanders designate OOs from their units with the DD Form 577 to the Chief of Contracting.  OOs may not hold additional duties of a Finance Agent, Imprest Fund Custodians, Property Book Officer, or Property Accountable Officers.  Within the letter to the Chief of Contracting, commanders shall state a list of items that are available for purchase by the OO.  The Chief of Contracting will approve the list submitted by commanders.

5. Commanders designate a Finance Agent to work in conjunction with the OO to the Finance Officer.

6. The Finance Agent and the OO must attend a short block of instruction at the contracting office prior to purchasing any supplies.  After the training session, the appropriate paperwork will be completed to draw funds from the Finance Officer.

7. OOs are limited to $2,500.00 per transaction or vendor per day.  Requirements shall not be split to avoid these limitations.  Purchase requirements exceeding this monetary amount will be forwarded to the contracting office for procurement.

8. In order to place an order, the OO must have a written requirement by a disinterested unit official, (whomever the CC designates, other than the OO) and must keep these requirements to substantiate items purchased with OO funds.

9. After the purchase, a designated unit official must sign the Standard Form 44 in the “received by” block.  This signature is required to ensure the integrity of the OO system.  This signature authority cannot be delegated.

10. OOs shall maintain a ledger in the form of a CCO Consolidation Review Log of all purchases listing supplies purchased, vendor, date of purchase, and dollar amount.  OOs shall present this log at the end of each week to the contracting office.

11. OOs must ensure they do not exceed the monetary limitation listed on the Finance Officer funding documentation.  If additional funding is required, a review of previous purchase is required prior to release more funds.

12. OOs shall maintain an operational file.  The file shall contain:

a. DD 577 Commander’s Nomination
b. Appointment Orders
c. Letter of Instructions
d. Certificate of Training
e. Purchase Ledger (Consolidation Review Log)
f. Copies of all expended SF 44s
g. Ordering Officer Letter of Clearance/Termination
h. Termination of Ordering Officer Appointment

16. Prior to leaving the AOR, the OO must receive an OO Letter of Clearance/Termination.  Failure to clear the contracting office may result in funds advanced for OO purchasing being collected from the OO’s military pay.

17. The point of contact is the undersigned at DSN 555-5555.



JOHN M. DOE
Chief of Contracting, XXX ECONS

Attachments
1. DD 577 
2. Ordering Officer Appointment
3. Certificate of Training
4. CCO Consolidation Review Log
5. Ordering Officer Letter of Clearance
6. Termination of Ordering Officer Appointment

