
MEMORANDUM FOR ___________________   ________________        ___________
			           Organization	               POC			      Date

FROM:	DEPLOYED CCO

SUBJECT:  Unauthorized Contractual Act (UCA)

1.                               was received without contractual coverage.  Thus, an Unauthorized
Contractual Act (UCA) has been committed and must be dealt with in accordance with FAR 1.602-3,  Therefore, we ask that you provide us with a Memorandum For Record (MFR) signed by the person who committed the UCA with the following information:

a. Full name, grade, and position of person committing the UCA
b. Date of UCA and dollar amount
c. Position held by person committing the UCA
d. Statement of Facts describing the circumstances of UCA.
e. Explanation of why normal procurement procedures were not followed
f. What bona fide Government requirement necessitated the commitment
g. Whether any benefit was received and the value of the benefit conferred
h. Any other pertinent facts

The Commander must endorse the MFR with concurrence that the commitment should be ratified, description of disciplinary action taken (if necessary), and measures taken to prevent recurrence of unauthorized commitments.

2. In addition to the above information, you must also provide the following:

a. AF Form 9 or pertinent funding documents
b. MFR from Resource Advisor stating funds would have been available at the time of UCA. 
c. Original copies of the contractor’s invoice.
d. Receiving Report (DD 250) if applicable.

3. Following our receipt of these documents, we will take action in accordance with FAR 1.602-3 and AF FAR SUP 5301.602-3.

4. Your response is requested by ______________ to facilitate a timely payment.



JOHN M. DOE
Contracting Officer
Atch:
