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[DATE]
MEMORANDUM FOR [Ratifying official]
FROM:  [FAA office responsible for unauthorized commitment]
SUBJECT:  Request for Ratification of an Unauthorized Commitment (T3.1.4.A.7)
References:  [supporting documentation (including evidence of available funding)]
1.  Explain how your office became aware of the unauthorized commitment
2.  [In order to ratify this unauthorized commitment, the supervisor/manager, assisted by the person who committed the unauthorized act, prepares a memorandum of facts containing the following information:]
(a) A detailed description of the circumstances that caused the unauthorized commitment;

(b) Reasons why normal procurement procedures were not followed;

(c) A description of the bona fide Government requirement that necessitated the commitment;

(d) A statement as to the benefit to the agency as a result of the acquisition of the unauthorized supplies or services received;

(e) The dollar value of the commitment;

(f) Rationale for the contractor selected and identification of other sources considered;

(g) The name of the individual who made the unauthorized act;

(h) A statement regarding the disciplinary action taken to preclude the situation from recurring;

(i) A specific recommendation that the transaction be approved and ratified;

(j) A determination that funds are now available and were available at the time the unauthorized commitment was made; and

(k) Any other pertinent facts including invoices, receiving reports, or other evidence concerning the transaction.

[The memorandum is signed by the employee who made the unauthorized commitment, and endorsed by the supervisor/manager.  By signing the memorandum, the employee attests that the information is accurate and complete.  If the employee has left the FAA, then the organization having access to information about the unauthorized commitment.]

[Legal review and concurrence is obtained prior to submitting the memorandum to the ratifying official.]
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