USMC I&L Declaration of Unauthorized Commitment Facts Template

Commanding Officer Endorsement Template

[Use the template outlined below as a guide when preparing the Declaration of Facts by the individual responsible for committing the UAC.]   

[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., blue, bracketed, etc.] 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:
[Insert individual’s name, rank and position title]





To: [Insert name of Commanding General]
Subj:  DECLARATION OF FACTS BY INDIVIDUAL RESPONSIBLE FOR COMMITTING THE UNAUTHORIZED COMMITMENT FOR [insert supplies or services that were received by the Government for which the ratification is required]
Ref:  (a) MAPS 1.602-3-100
Encl: (1) Contractor’s invoice
      (2) Documentation Substantiating Funding Availability 
List any additional enclosures that provide relevant background for the UAC]
1. [Provide a summary of the circumstances surrounding the UAC.  Include dates, times, and names of individuals involved (include rank and position title).  Explain your role in the ordering of the supplies/services.  Include the contractor’s name, a description of the supplies/services purchased and the estimated value.  Describe the benefit gained by the Government through acceptance of the supplies/services.  Explain whether you are aware of the proper procedures for making this type of purchase and describe those procedures.  Explain whether those procedures existed at the time of the UAC and if so, why they were not followed.  Use as many paragraphs as you need in order to tell your story of the facts surrounding the UAC.]        













[Signature]_____________________
[Insert name of Individual and Grade/Rank 

Insert Position Title of Individual]
Template Version 1.1 (12 February 2016)
1 of 1
PAGE  
2 of 1

