(DATE)

MEMORANDUM
From:
(Originator’s Name)

To:
Contracts Division, 

Via:
(Originator’s Department Head)

Ref:
(a) SCPPM Document Ratification of Unauthorized Commitments

Subj:
UNAUTHORIZED COMMITMENT – STATEMENT OF FACTS

1.  In accordance with reference (a), the following statement of facts is provided (provide a statement for each):

    a.  The circumstances of the commitment;

    b.  The reason normal procurement procedures were not followed;

    c.  The bona fide Government requirement that caused the commitment;

    d.  The benefit received;

    e.  Certification that supplies or services billed were received and accepted;

    f.  Provide a statement demonstrating that the price is considered fair and reasonable; and,

    g.  Describe the measures taken to prevent a recurrence of unauthorized commitments.

2.  Supporting documentation is enclosed, including a Purchase Request citing funds that were available at the time the unauthorized commitment occurred.  I request payment of the invoice using funding cited on the Purchase Request.


(ORIGINATOR'S NAME)
