January 2004

MEMORANDUM FOR 88 AEG/TRNS



                   ATTENTION TSGT DOROTHY CARBURETOR

FROM:  88 AEG/CONS

SUBJECT:  Appointment as Ordering Officer

1.
Appointment:  In accordance with (IAW) FAR 1.603-3(b) you are hereby appointed an Ordering Officer (OO) effective as of the date of this letter.  You are authorized by this appointment to use the Standard Form 44, U.S. Government Purchase Order – Invoice – Voucher, to purchase the supplies/services specified in paragraph 2 of this letter IAW all applicable statutes, regulations, policies, and the training you received from the appointing authority. 

2.
Limitation of Authority:


a.  This authority cannot be re-delegated.


b.  The aggregate amount of a single purchase transaction shall not exceed $2,500. 


     You shall not split purchases to circumvent this monetary limitation.


c.  You authorized to purchase only the supplies or services specified below:        DC___












          OO’s Initials
Automobile/Vehicle parts and supplies

3.
Assignment of Procurement Instrument Identification Numbers (PIIN):  PIINs shall be used sequentially.  Enter one of the assigned PIINs in the “Order No.” block of the SF 44 at the time of purchase.  PIINs are: FA8601-04-M-0001 thru FA8601-04-M-0025.

4.
Ethics:   The OO will avoid strictly any conflict of interest or even the appearance of a conflict of interest in performance of his duties pursuant to this appointment.  Except as authorized by statute or regulation, the OO shall not solicit or accept, directly or indirectly, any gratuity, gift, favor, entertainment, loan, or anything of monetary value from a vendor.  The OO shall not be employed by or seek employment with any vendor with whom he/she does business.  If the OO has any questions regarding ethics pursuant to performance of his/her appointed duties, he/she shall consult with Contracting and the JAG/legal activity before taking any action.  

5.  Making Purchases:  Refer to Section VI of the training document for procedures on making and documenting purchases.  

6.  Administration:  The OO shall safeguard SFs 44 and maintain records as specified in Section VII of the training document.  The OO shall submit a summary purchase log to the appointing authority monthly.  A sample log is attached to this appointment letter.  

5.
Termination of Appointment.  Your appointment may be terminated in writing at any time at the discretion of the appointing authority.  Reasons for such termination include request of your commander, misconduct, poor performance, etc.  Your permanent departure from the AOR or termination of the supported operation will also result in termination of your appointment.   Promptly notify the appointing authority in writing if you are being reassigned or departing the AOR.  You must turn in all OO records and clear thru the appointing authority prior to departure.

Jethro D. Bodine

JETHRO D. BODINE







Contracting Officer

3. Attachments

1.  Training Document

2.  Sample SF 44

3.  Sample SF 44 Summary Purchase Log

cc:

Ordering Officer

Organizational CC

FM

PERSCO

1st Ind, _________Dorothy Carburetor_______


January 2004
 
(Printed Name of the Ordering Officer)



            

MEMORANDUM FOR  _______88 AEG/CONS______



    (Contracting Office Designation)

I hereby acknowledge appointment as an ordering officer for the purpose of purchasing the supplies/services specified in this letter using SFs 44 and agree to execute my duties IAW all applicable statutes, regulations, policies, and the training received from the appointing authority.  I will execute my duties in a manner that is above reproach and, except as authorized by statute or regulation, with complete impartiality and with preferential treatment for none.  Except as authorized by statute or regulation, I will not solicit or accept, directly or indirectly, any gratuity, gift, favor, entertainment, loan, or anything of monetary value from a vendor.  I will not be employed by or seek employment with any vendor with whom I do business.  If I have any questions regarding ethics pursuant to performance of my appointed duties, I will consult with Contracting and the JAG before taking any action.







Dorothy Carburetor




DOROTHY CARBURETOR, TSgt, USAF







NCOIC Vehicle Maintenance










     (Ordering Officer’s Signature Block)  

STANDARD FORM (SF) 44

ORDERING OFFICER TRAINING

SECTION I -- INTRODUCING THE SF 44

The SF 44 is a combination purchase order, receiving report, and public voucher for over the counter (on-the-spot) purchases of supplies and services that are immediately available.  Authority to make purchases using the SF 44 can be delegated to activities most likely to visit local markets to obtain needed supplies that have unique characteristics.  Decentralization allows these activities the flexibility to examine and acquire suitable substitutes for out of stock items. 

Prices must be negotiated between the buyer and seller.  For decentralized purchases delegated to the requiring activity, the aggregate value of a single purchase cannot exceed the micro-purchase threshold (currently $2,500). 

SECTION II –ORDERING OFFICER APPOINTMENT AND TERMINATION

1.  Nomination and Appointment:  The authority to purchase supplies and services, which obligate Government funds originates from the Constitution and is given only to select individuals.  This is to ensure that the taxpayer's dollars are spent as Congress intended and to maximize the Government’s buying power.  Commanders of functional activities must nominate personnel under their command in writing for appointment as ordering officers.  Nominations must identify an individual vs. a function/organization.  Nominations must also indicate the supplies(s)/service(s) the nominee is to purchase.  Contracting officers who have been granted specific written authority to appoint ordering officers (OO) do so after providing nominees with appropriate training.  Nominees must acknowledge receipt of training before the appointment is effective.

2.  Responsibilities:  As an OO you assume several critical responsibilities, which include:

a.  Ensuring mission accomplishment through timely purchase of supplies and/or services

for your organization

b.  Ensuring purchase of supplies and/or services are at fair and reasonable prices.

c.  Instilling public trust in Government procurement by maintaining the utmost standards

of integrity

3.  Termination: Your appointment may be terminated in writing at any time at the discretion of the appointing authority.  Reasons for such termination may include:

a.  Request of nominating commander

b. Failure to comply with applicable statute, policy, regulations or instructions in your appointment letter.

a.  Misconduct

c. Departure from the AOR

d. Termination of the operation

OOs shall not depart the AOR until they have cleared through Contracting.  Upon termination, turn in all records (see SECTION VII, paragraph 9 below) to the appointing Contracting Officer.  

SECTION III – LIMITATION OF ORDERING OFFICER AUTHORITY

1.  Delegation of OO Authority:  Ordering officer authority cannot be re-delegated.  Do not give anyone SFs 44 given to you by the appointing Contracting Officer or allow anyone to use the SF 44s given to you.

2.  Authorized Purchases:  Ordering officers are limited to purchase of a specific item(s) or a specific class of items (e.g. office supplies, consumable automotive parts, building supplies, etc.) as specified in the appointment letter.  Upon request and at the discretion of the appointing contracting officer, OOs may be granted one time authority to purchase an item/service not specified in the appointment letter.

3.  Single Purchase Limit:  The total amount of a single purchase shall not exceed the micro-purchase threshold, which is currently $2,500.00.  Known requirements that exceed the micro-purchase threshold cannot be split into smaller requirements for the purpose of avoiding the micro-purchase threshold.  An example of splitting requirements is as follows:

The OO receives a single purchase request for vehicle parts estimated at $3,000.00.

The OO realizes the total estimated requirement exceeds the micro-purchase threshold.  The OO goes to one vehicle parts store where all of the required items are immediately available at fair and reasonable prices and purchases $1,500.00 worth or the required items on one SF 44.  The OO goes to a second vehicle parts store where all of the required items are immediately available at fair and reasonable prices and purchases the remaining $1,500.00  worth of items on another SF 44.

Purchase requests received by the OO that exceed the micro-purchase threshold shall be referred to Contracting for appropriate action.

4.  Unauthorized SF 44 Purchases:  Decentralized SF 44 purchases made by any individual not appointed as an OO by competent authority, purchases of supplies/services not specified in the appointment letter and purchases that exceed the micro-purchase threshold are unauthorized commitments subject to ratification.  Personnel may become personally liable for such purchases and subject to adverse administrative action or punishment under the UCMJ.

SECTION IV – GENERAL ETHICS:  Government business shall be conducted in a manner that is above reproach and, except as authorized by statute or regulation, with complete impartiality and with preferential treatment for none. Transactions relating to the expenditure of public funds require the highest degree of public trust and an impeccable standard of conduct. The general rule is to avoid strictly any conflict of interest or even the appearance of a conflict of interest in Government-contractor relationships.  Except as authorized by statute or regulation, the OO shall not solicit or accept, directly or indirectly, any gratuity, gift, favor, entertainment, loan, or anything of monetary value from a vendor.  The OO shall not be employed by or seek employment with any vendor with whom he/she does business.  If the OO has any questions regarding ethics pursuant to performance of his/her appointed duties, he/she shall consult with Contracting and the JAG/legal activity before taking any action.  The OO shall document the advice received from Contracting and the JAG and file it with the record of any resulting purchase.   

SECTION V - FUNDING PURCHASES: Ordering Officers shall obtain a certified funding document from Finance before making any purchases.  The balance of funds available for purchases is reduced each time a purchase is made by the total amount of that purchase.  Never make a purchase if there are insufficient funds to cover the total amount of the new purchase.  Obtain additional certified funds from Finance to cover the estimated amount of the new requirement and other requirements anticipated in the near future.  Finance will provide further instructions on funding of SF 44 purchases.  Purchasing items in excess of the amount of available funds may result in a violation of the Anti-Deficiency Act and subject the OO to severe adverse administrative action or punishment under the UCMJ. 

SECTION VI - MAKING PURCHASES:
1.  Purchase Requests:  To preclude conflicts of interest, purchase requests should not originate with the OO.  The OO should receive purchase requests from individuals in the functional activity designated by the commander to make such requests.  Purchase requests must be pursuant to a bona fide need of the organization.  Purchase requests should be in writing and provide enough detail to allow the OO to purchase the needed supply or service.  Purchase request should also include a price estimate to help the OO determine whether prices offered by vendors are fair and reasonable.  If written requests are not submitted, the OO shall document the request to include:

a.  Name, rank/position of the requestor

b.  Description of the supply or service including quantities requested

c.  Brief description of need/identification of end item supported

d.  Estimated cost

2.  Market Research:  OOs can determine the availability of required supplies and services by direct contact with vendors in the marketplace or by telephone inquiries.  When contacting vendors OOs should caution vendors that telephone or face-to-face inquiries does not commit the Government actually purchase supplies/services offered.

3.  Price Fair and Reasonable:  The final purchase price for a supply or service must be negotiated between the OO and the vendor.  Purchases not exceeding the micro-purchase threshold can be made without obtaining competitive price quotations.  However, the OO must still determine that prices paid are fair and reasonable.  Competitive price quotes from two or more vendors in the same business offering similar supplies/services is the preferred method of determining whether a price offer is fair and reasonable.  The OO should obtain competitive price quotes when it is prudent such as for first time buys, an offered price exceeds the Government estimate, upon suspicion that an offered price is too high.  Several other factors will impact how the OO determines price fair and reasonableness including urgency of need, supply and demand, OO knowledge of the supply/service ordered, previous purchase prices, catalog prices, etc.       

4.  Documenting Purchases:  Document each purchase on a SF 44 from the book given to you upon appointment as an OO using a black or blue ball point pen.  Print legibly and press hard
enough to go through all four sheets.  Refer to sample SF 44 attached to your appointment letter. 

a.  Date of Order:  Self-Explanatory

b.  Order No:  Enter purchase order number from the block of numbers specified in your appointment letter.

c.  Payee:  Print name and address of seller, and list the contractor’s phone number.  This will help Finance make payments, in case they are not familiar with the contractor’s location.


d.  Furnish Supplies or Services to:  Enter the organization and office symbol of the

requesting organization, person item/service is marked for, location where item is to be

delivered/service performed, and the AF Form 9 number.


e.  
Supplies or Services:  Each item must be listed separately.  Do not group items

together.  Referencing an attached invoice is NOT AUTHORIZED.  Prices must be

indicated in local currency unless policy permits/requires payment in US currency.

f.  Payor:  Enter the address for Accounting & Finance and include a contact number.


g.  Total:  Enter total amount of order in local currency unless policy permits/requires

payment in US currency.


h.  
Discount Terms:  Include any discount terms offered by the vendor if payment is not

to be made on the spot.

i.  Ordered By:  Print the name and title (CO/Ordering Officer) of the person making the

purchase and sign.

j.  Purpose and Accounting Data:  Enter the long line of accounting and the applicable

emergency and special programs (ESP) code and the exchange rate. 


k.  Received By:  Person making the purchases (same as ordered by).

l.  
Title:  Title (CO/Ordering Officer) of person making the purchase.
m.  Date:  Same as Date of Order.

n.  Seller:  Completes at time of purchase if payment is to be made at time of purchase. Otherwise, the seller follows instructions on Copy 2 (the blue copy).

o.  Certification below Seller’s Signature:  Completed by paying agent.
5.  Paying the Vendor:  Vendor payment may either be on the spot by a paying agent accompanying the OO or pursuant to a vendor invoice following a purchase.  Some vendors may prefer cash vs. invoicing for payment later but cash payments have inherent risks.  Finance will advise you on whether payments will be in cash or pursuant to a follow-on vendor invoice.

6.  SF 44 Distribution:

	On the Spot Cash Payment

1. White copy to FM

2. Blue copy to seller for record

3. Pink/Receiving Report to FM

4. Green copy retained by OO

	Follow-on Vendor Invoicing

1. White/Invoice copy to seller

2. Blue copy to seller for record

3. Pink/Receiving Report to FM

4. Green copy retained by OO



SECTION VII – SF 44 DECENTRALIZED PURCHASE ADMINISTRATION:

1.  Summary Purchase Report:  At the discretion of the appointing Contracting Officer, the OO shall maintain a summary purchase log in addition to/in lieu of the “Record of Purchases” incorporated into the SF 44 booklet.  The log/spreadsheet will indicate the reporting month, list the order number for each purchase, list the date of purchase, provide a general description of supplies/services purchased, list the vendor, state the total purchase amount, and keep a running total of obligations and funds available for expenditures.  A blank spreadsheet is attached to the appointment letter.  The appointing contracting officer must approve OO generated logs/spreadsheets that provides the same information specified above.  The log/spreadsheet is to be turned in to contracting monthly not later than the 2nd duty day of the month for purchases made during the previous month. 

2.  OO Records:  Do Not dispose of any documentation pertaining to your OO appointment or purchases made pursuant to your appointment.  Upon termination of appointment, turn in all unused SFs 44 and records to the appointing authority.  The OO shall maintain a consolidated file that contains:


a.  OO appointment and termination letters


b.  Record of training


c.  SF 44 booklets (must be secured in a locked safe, file cabinet, drawer when not in use)

e.  Memorandum (green) copy of SF 44 with all supporting documentation (i.e. purchase request, Contracting Officer/JA coordination, price fair and reasonable memo)

f.  Summary Purchase Reports

e. Miscellaneous correspondence

3. Safeguarding SFs 44:  Secure SF 44 booklets and unused SFs 44 in a locked safe, file cabinet, drawer when not in use.  Immediately report loss or theft of SFs 44 to Contracting, Finance, your commander, and the security police.  Submit a written report of the theft to Contracting including date of loss or theft, where the loss/theft occurred, circumstances surrounding the loss/theft, identification of witnesses (if any), any other pertinent details.    
 

SECTION VIII - TRAINING ACKNOWLEDGMENT:  By my signature below, I acknowledge receipt of training and agree to execute my duties as an Ordering Officer in accordance with the training I received.   

TSgt Dorothy Carburetor___________
Dorothy Carburetor

January 2004
OO PRINTED RANK AND NAME 
SIGNATURE



DATE


Jethro D. Bodine

JETHRO D. BODINE

Contracting Officer_______________________________



January 2004
CONTRACTING OFFICER’S SIGNATURE BLOCK



DATE

	Standard Form 44 Summary Reporting Log 
	  Decentralized Ordering Activity:

  688 AEG/CES
	Reporting Period:

January 2004
	
	Page 1 of 1 



	ORDER NO.
	DATE OF 

ORDER
	ODERING

OFFICER'S

NAME
	CONTRACTOR
	DESCRIPTION OF

SERVICE/SUPPLIES
	EXTENDED

PRICE
	FUNDS BALANCE

AF Form 9 No. 

FTAGCE400010001

$1,000.00 
	INVOICE

STATUS

	FA8601-04-M-0001
	3 Jan 04
	TSgt John Hammer
	Abdul’s Hardware
	Miscellaneous Screws
	$25.00
	$975.00
	Paid at time

of Purchase

	FA8601-04-M-0002
	10 Jan 04
	TSgt John Hammer
	Beit Depot
	Dry wall and Bricks 
	$175.00
	$800.00
	Submitted by

Vendor

	FA8601-04-M-0003
	15 Jan 04
	TSgt John Hammer
	Pyramid Builders
	Assorted Lumber 
	$200.00
	$600.00
	Paid at time

of Purchase

	FA8601-04-M-0004
	18 Jan 04
	TSgt John Hammer
	Al Shams Lighting
	Fluorescent Lamps
	$100.00
	$500.00
	Submitted by

Vendor

	FA8601-04-M-0005
	20 Jan 04
	TSgt John Hammer
	Beit Depot
	Gravel and Sand
	$150.00
	$350.00
	Submitted by

Vendor

	FA8601-04-M-0006
	22 Jan 04
	TSgt John Hammer
	Mesjid Construction
	Bagged Cement
	$200.00
	$150.00
	Submitted by

Vendor

	FA8601-04-M-0007
	28 Jan 04
	TSgt John Hammer
	Abdul’s Hardware
	Base Cove
	$100.00
	$50.00
	Paid at time

of Purchase

	
	
	
	
	
	Total Spent this Period
$950.00
	
	

	
	
	
	
	
	
	
	

	I CERTIFY THAT THE ABOVE IS AN ACCURATE RECORD OF THE PURCHASES I MADE PURSUANT TO MY AUTHORITY AS AN ORDERING OFFICER AND THAT FUNDS WERE AVAILABLE FOR SUCH PURCHASES AS INDICATED.

SIGNATURE: John H. Hammer                                                                                                                 PHONE NO: 225-5555


January 2004

MEMORANDUM FOR 88 AEG/TRNS



                   ATTENTION TSGT DOROTHY CARBURETOR

FROM:  88 AEG/CONS

SUBJECT:  Termination of Ordering Officer

1.
Termination of Appointment:  Your appointment as Standard Form (SF) 44 Ordering Officer (OO) is hereby terminated effective the date of this letter.  

2.
Reason for Termination:  Your appointment is terminated for one or more of the following reasons:


[   ]  Discretion of the  Appointing Authority


[   ]  Commander ‘s Request


[   ]  Suspected/Substantiated Misconduct/Ethical Violations


[   ]  Failure to Execute Duties IAW Statute, Regulation, Policy or Training


[X]  Pending or Actual Departure from the AOR


[   ]  Termination of Operation 

3.
Termination Actions:  

a.  Immediately cease from soliciting offers, negotiating prices, and make purchases using the SF 44.  Do not take any action that may result in an unauthorized commitment. 

b.  Turn in all unused SFs 44 and the records specified in Section VII of the training document to Contracting NLT ___March 2004.

c. Provide the Contracting Officer with a copy of your PCS/rotation orders and amendments NLT ___March 2004.

d.  Obtain the Contracting Officer’s endorsement on your out-processing checklist before departing the AOR.

Jethro D. Bodine

JETHRO D. BODINE







Contracting Officer_________________________ 
(Contracting Officer’s Signature Block/Stamp)

cc:

Organizational CC

FM

PERSCO

1st Ind, _________Dorothy Carburetor_______




March 2004
 
(Printed Name of the Ordering Officer)



            

MEMORANDUM FOR  _______88 AEG/CONS______



    (Contracting Office Designation)

I hereby acknowledge the termination of my appointment as a SF 44 ordering officer. I will comply with all of the termination actions specified in paragraph 4 of this letter.







Dorothy Carburetor




DOROTHY CARBURETOR, TSgt, USAF







NCOIC Vehicle Maintenance










     (Ordering Officer’s Signature Block)  
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