
	TRICARE MANAGEMENT ACTIVITY

REQUEST FOR APPROVAL, EVALUATION, AND DETERMINATION OF AN UNAUTHORIZED COMMITMENT

	IN THE AMOUNT OF ($)     

	TO (Company Name)     
 

	FOR (Supplies/Services)     

	DATE COMMITMENT OCCURRED     


	OFFICE RESPONSIBLE FOR THE UNAUTHORIZED COMMITMENT     

	PART I - DESCRIPTION OF COMMITMENT 

AUTHORITY: Federal Acquisition Regulation FAR Part 1.602
The individual making the unauthorized commitment shall complete items 1 through 5 of Part I, Section A, provide the required documentation, sign, date, and forward to his/her Supervisor for completion of Part I, Section B.  The Supervisor shall then forward the file, along with the supporting documentation, to the appropriate Contracting Office (Contract Operations Division-Falls Church, Contract Operations Division-Aurora, or Uniformed Services University of the Health Sciences, Directorate of Contracting, Interagency Program Office Contract Support Division) for further processing.  

	SECTION A - COMMITMENT CIRCUMSTANCES

(Completed by individual making the unauthorized commitment)

	1. STATEMENT BY INDIVIDUAL DESCRIBING  CIRCUMSTANCES

     


	PART I - SECTION A - COMMITMENT CIRCUMSTANCES (Continued)

	2.  EXPLAIN WHY NORMAL PROCUREMENT PROCEDURES WERE NOT FOLLOWED

     


	3.  DESCRIBE BONA FIDE GOVERNMENT REQUIREMENT NECESSITATING THE COMMITMENT

     


	4.  DESCRIBE GOVERNMENT RECEIVED BENEFITS (Give value of benefit and other pertinent facts)

     


	5.  PROVIDE EVIDENCE OF THE AVAILABILITY OF FUNDS AT THE TIME THE COMMITMENT OCCURRED (list any other relevant documents, i.e., orders, invoices, memos, e-mails, and other evidence of transaction; attach copies of relevant documentation)

     


	TYPED NAME AND TITLE OF INDIVIDUAL MAKING UNAUTHORIZED COMMITMENT

     

	SIGNATURE
	DATE

     


	PART I - SECTION B- CONTRACTUAL RATIFICATION

(Completed by the Supervisor of the individual making the unauthorized commitment.)  

	Supervisor should complete items 2 through 6 for all actions.
If Supervisor concurs to ratify also complete item 1.

If Supervisor non-concurs to ratify complete items 7 and 8.

	1.  CONCUR WITH CONTRACTUAL RATIFICATION 
(check if concurring)

     


	2.  DESCRIBE ATTEMPTS TO RESOLVE UNAUTHORIZED COMMITMENT PRIOR TO REQUESTING RATIFICATION (i.e., returning merchandise, individual paying from personal funds, etc.)

     


	3.  VERIFY ACCURACY AND COMPLETENESS OF DOCUMENTATION

     


	4.  PROVIDE A COMPLETE PURCHASE DESCRIPTION AND FUNDING FOR RATIFICATION (i.e., attach a signed purchase request, line of accounting, etc.)

     


	PART 1 -SECTION B - CONTRACTUAL RATIFICATION (CONTINUED)

	5.  DESCRIBE ANY DISCIPLINARY ACTION TAKEN

     


	6.  DESCRIBE ACTION TAKEN TO PREVENT RECURRENCE OF UNAUTHORIZED ACT

     


	7. DO NOT CONCUR WITH CONTRACTUAL RATIFICATION 
(check if non-concurring)

     


	8.  EXPLAIN NON-CONCURRENCE 

     


	TYPED NAME AND TITLE OF SUPERVISOR

     
	SIGNATURE
	DATE

     


	PART II - SECTION A - ASSIGNMENT OF CONTRACTING OFFICER

(Completed by Director/Chief of the Contracting Office)

	PROPOSED RATIFICATION ASSIGNED FOR PROCESSING TO (Name of Contracting Officer)

     


	TYPED NAME OF DIRECTOR/CHIEF OF THE CONTRACTING OFFICE

     

	SIGNATURE
	DATE

     

	PART II - SECTION B - CONTRACTING OFFICER'S REVIEW

(Completed by Contracting Officer or the Director/Chief of the Contracting Office)

	THE CONTRACTING OFFICER DESIGNATED IN PART II, SECTION A, OR THE DIRECTOR/CHIEF OF THE CONTRACTING OFFICE SHALL REVIEW THE RATIFICATION REQUEST AND SUPPORTING DOCUMENTATION AND PROCEED AS FOLLOWS:

1.  Determine the adequacy of all facts, records, and documents furnished, and additional material required.

2.  Prepare a summary statement of facts (document below) to include a recommendation as to whether the transaction should be ratified and state the reasons.  Advice against the ratification should include a recommendation as to whether the matter should be:
-Subject to resolution under the Contract Disputes Act of 1978 and processed in accordance with Subpart 33.2, Disputes and Appeals. 

-Processed under FAR Part 50 and DoD FAR Supplement Part 250 (Public Law 85-804), as a GAO claim, or for other appropriate disposition.
3.  State whether the price is fair and reasonable and indicate how the determination was made.

4.  Determine that sufficient funds are available to pay for acquisition.

STATEMENT OF FACTS (Attach additional sheets if needed) 

     
  RECOMMEND RATIFICATION

  DO NOT RECOMMEND RATIFICATION



	TYPED NAME OF CONTRACTING OFFICER

     

	SIGNATURE
	DATE

     



	PART II – SECTION C - LEGAL REVIEW AND CONCURRENCE

	   Concur with Contracting Officer's recommendation to ratify subject action.

   Non-concur with recommended action:  (Explain)

     


	TYPED NAME AND GRADE OF LEGAL COUNSEL

     
	SIGNATURE
	DATE

     


	PART III – RATIFICATION AUTHORIZATION

	For ratifications where authority belongs to the Director/Chief of the Contracting Office (for unauthorized commitments under $30,000), the Director/Chief of the Contracting Office completes only Part III, Section A.
For ratification where the authority belongs to the Head of the Contracting Activity (HCA) the Director/Chief of the Contracting Office shall complete ONLY Part III Section B-1.  The HCA shall complete Part III, Section B-2.


	PART III SECTION A

	  I have reviewed the circumstances, facts, and action taken concerning the unauthorized commitment and I concur with the Contracting Officer and the Office of General Counsel to further process the ratification.  I approve this ratification.
  I have reviewed the circumstances, facts, and actions taken and I do not concur that this action should be further processed for ratification.  I disapprove this ratification.  Action is returned to the Contracting Officer for:

    Further documentation of circumstances.

    Further documentation of corrective action(s) taken.

    Payment to vendor by individual making unauthorized commitment.

    Other (Explain) 
     


	TYPED NAME OF DIRECTOR/CHIEF OF THE CONTRACTING OFFICE

     

	SIGNATURE
	DATE

     


	PART III SECTION B-1

	TO:  Head of the Contracting Activity

The attached package is forwarded for your review and recommendation for further action.

  I have reviewed the circumstances, facts, and action taken concerning the unauthorized commitment and I concur with the Contracting Officer and the Office of General Counsel to further process the ratification.

  I have reviewed the circumstances, facts, and actions taken and I do not concur that this action should be further processed for ratification.  I recommend the action should be returned to the supervisor of the individual making the unauthorized commitment for:

   Further documentation of corrective action(s) taken.

   Payment to vendor by individual making unauthorized commitment.

   Other (Explain)

     


	TYPED NAME AND GRADE OF DIRECTOR/CHIEF OF THE CONTRACTING OFFICE

     
	SIGNATURE
	DATE

     


	PART III SECTION B-2

	  I have reviewed the circumstances, facts, and action taken concerning the unauthorized commitment and I concur with the Contracting Officer, the Office of General Counsel, and the Director/Chief of the Contracting Office to further process the ratification.  I approve this ratification.
  I have reviewed the circumstances, facts, and actions taken and I do not concur that this action should be further processed for ratification.  Action is returned to the Contracting Office for:

    Further documentation of circumstances.

    Further documentation of corrective action(s) taken.

  Payment to vendor by individual making unauthorized commitment.

   Other (Explain)

     


	TYPED NAME OF HEAD OF THE CONTRACTING ACTIVITY 

     
	SIGNATURE
	DATE
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