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 REPLY TO

ATTENTION OF:
SFCA-NR-CDCC







            23 May 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number 
Sixteen –

Ratification of Unauthorized Commitments
1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for ratification of unauthorized committments to ensure the mission is met while adhereing to all applicable regulations and directives.
2.  REFERENCE:  FAR 1.602-3, AFARS 5101.602-3-90 – Ratification of Unauthorized Commitments 
3.  APPLICABILITY:  This SOP applies to all personnel within CDCC responsible for preparing solicitations.
4.  PROCEDURES:  

a.  All ratifications of unauthorized commitments (UAC) regardless of dollar value shall be logged into the ratification log maintained in Policy/Compliance by the contract specialist.  The contract specialist shall ensure all blocks of the ratification log are complete and accurate.  Each ratification shall be assigned a corresponding control number, which must be reflected on the ratification.  A copy of the draft ratification must be placed on file in the log at the time a control number is obtained.  Once final approval of the ratification is obtained, it is the responsibility of the contract specialist to remove the draft copy from the log and replace it with a copy of the approved, final ratification.  
b. Enclosure one, Request for Ratification of Unauthorized Commitment, shall be used 
to document all ratifications.  The procedures included in attachment one shall be followed by the individual who committed the UAC, the specialist and contracting officer processing the ratification, and the approving official.  The CDCC Division that serves the customer that committed the UAC shall be responsible for processing the ratification.
c.  Enclosure two shall be used to document the Determination and Findings (D&F).
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d.  Enclosure three shall be used to prepare a letter to the contractor that provided the services or products under the UAC.
e.  The following approval and review thresholds shall be adhered to:
	Thresholds
	Review
	Approval

	< $10K
	Legal
	Chief of Contracting Office

	>$10K to <$100K
	Legal, Chief of Contracting Office
	Principle Assistant Responsible for Contracting (PARC)/Northern Region

	>$100K
	Legal, Chief of Contracting Office
	Through PARC to the Head of the Contracting Agency (ATTN:  SFCA-CP)


f.  The contracting officer shall establish a suspense of 30 calendar days for completed action on an UAC.  









f. 



h. 





5.  EFFECTIVE DATE:  This policy is effective 1 Oct 02 and shall remain effective until rescinded by the Director.  








Encls 






DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by: _______________________
                      LENORA CLARK-EVANS

                      Director
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