Commanding Officer Endorsement Template

USMC I&L Commanding Officer Endorsement Template

Use the template outlined below as a guide for preparing the Commanding Officer Endorsement for the Unauthorized Commitment Ratification.]   

[Tailor all aspects of this template to the individual UAC and ensure that any template areas providing sample language, fill-ins, or instructions [i.e., bold, blue, bracketed, italic type] are deleted prior to submitting the completed ratification package to ADC HQMC, I&L (Contracts).]  



[When preparing the letter, use the Command letterhead stationery]

From:

Commanding Officer






To:
Contracting Officer 
Subj:
RATIFICATION OF UNAUTHORIZED COMMITMENT OF GOVERNMENT 
FUNDS FOR [insert supplies or services that were received by the Government for which the ratification is required]
Ref:
(a) Marine Corps Acquisition Procedures Supplement (MAPS) 1.602-3-100
Encl:
(1) Signed Statement of Fact by Initiator of Unauthorized Commitment

1.  Enclosure (1), which includes all documentary evidence of the transaction, is forwarded in accordance with reference (a). 
2.  I have reviewed all documentation included herein and find, to the best of my knowledge and belief, the information to be accurate and complete.  I concur that ratification is in the best interest of the Marine Corps.  [If the CG disagrees with any of the information provided in the individual’s statement, it should be discussed here so that the story is consistent or there is an explanation for why the story is inconsistent.]    
3.  [Insert the title of the organization that received the supplies or services] received [provide a complete description of the supplies or service received.]  The Government has obtained a benefit resulting from the performance of the unauthorized commitment.

4.  Funding in the amount of [insert amount of the unauthorized commitment] for the [insert “supplies” or “services”] described above is available and was available at the time the unauthorized commitment was made.  The following [insert the fiscal year of the funds to be used and the type of funds, e.g., “FY 16 OM&N”] will be used to ratify this unauthorized commitment:  
[Insert the accounting line for the funds identified above.] 

5.  [Explain what measures have been taken to mitigate the risk of additional unauthorized commitments.  
[Signature]___________________________




[Insert name of Individual and Grade/Rank 

Insert Position Title of Individual]
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